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Information Literacy 

 
Information Literacy 
 
Information Literacy is defined as the ability to (1) know when there is a need for 
information and (2) identify, locate, evaluate, and effectively use that information for the 
issue or problem at hand. 
 
An information literate individual is able to: 
 Determine the extent of information needed  
 Access the needed information effectively and efficiently  
 Evaluate information and its sources critically  
 Incorporate selected information into one’s knowledge base  
 Use information effectively to accomplish a specific purpose  
 Understand the economic, legal, and social issues surrounding the use of   
  information, and access and use information ethically and legally  
 
http://www.ala.org/ala/mgrps/divs/acrl/standards/informationliteracycompetency.cfm 
(Accessed 21 July 2009) 
 
http://www.cardiff.ac.uk/insrv/libraries/digitalandinformationliteracy/index.html  
(Accessed 15 August 2015) 
 
www.trails-9.org Tools for Real-time Assessement of Information Literacy Skills 
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Information Literacy Terms 

 
Abstract is a brief summary of an article’s major points. 
 
Almanac is a publication that provides statistics, lists, figures, tables and specific facts in 
a variety of areas. 
 
Analyze is to break down complex concepts into parts and then study how the parts are 
related to each other in making up the whole. 
 
Article is a print source, usually published in a newspaper or journal, which provides 
current information and is generally written by an expert on its topic. 
 
Atlas is a collection of geographical and historical information. 
 
Attribution is the acknowledgement that something came from another source.   
 
Author is the writer or originator of a book or article. An author search will yield books 
written by the name entered. 
 
Bias is a viewpoint in which facts are presented with prejudice. 
 
Bibliography is a listing of books or other kinds of resources available in a field. 
 
Book is several sheets of written or printed paper fastened together between two covers. 
 
Book Review is a summary of a book and the reviewer’s analysis of its contribution to 
the discipline. 
 
Call Number identifies the subject of the book and the exact book.  A call number has 
two parts: 1. The Dewey Decimal number identifies the subject of the book. 2. The cutter 
number identifies the author of the book. 
 
Citation is the information identifying a specific book or article. It usually includes 
author, title, publisher, pages, and journal title for articles. 
 
Citation Style (see STYLE MANUAL /STYLE GUIDE).  HCU uses Society of Biblical 
Literature style. 
 
Cite is to indicate a source of information or quoted material in a short, formal note.  
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Common Knowledge is information that is readily available from a number of sources, 
or so well-known that its sources do not have to be cited.  
 
Concordance is an alphabetical list of the most pertinent words in a given text and a 
notation of where they might be found within that text.  
 
Copyright is a law protecting the intellectual property of individuals, giving them 
exclusive rights over the distribution and reproduction of that material.   
 
Creative thinking is the process of actively exploring possibilities, generating 
alternatives, keeping an open mind toward change, and combining ideas to create 
something new or to view old concepts in new ways. 
 
Critical thinking is the mental process of conceptualizing, applying, analyzing, 
synthesizing, and evaluating information. 
 
Database is an electronic collection of information, usually an automated online file 
record for books and/or articles.  
 
Dictionary is an alphabetical listing of words and is used for a quick search of a word or 
topic to find word meaning and pronunciation.  
 
Directory is a collection of data organized in way that allows a user to access the 
information easily. 
 
Encyclopedia is a collection of detailed articles on a wide range of subjects. 
 
Endnotes are notes at the end of a paper acknowledging sources and providing additional 
references or information. 
 
Essay is a group of paragraphs on a single subject. 
 
Evaluate is to examine critically, given a specific set of criteria. 
 
Facts are knowledge or information based on real, observable occurrences.  Just because 
something is a fact does not mean it is not the result of original thought, analysis, or 
research.  Facts can be considered intellectual property as well. If you locate a fact that is 
not widely known or readily found in several other places, you should cite the source. 
 
Fair Use is the guidelines for deciding whether the use of a source is permissible or 
constitutes a copyright infringement. 
 
Festschrift is a collection of essays in book form written in honor of someone who is 
usually a scholar. Festschriften is another spelling of the word. 
 
Fiction is content based on imagination and not necessarily on fact. 
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Focused research questions are research questions designed to break down the main 
questions into more detailed questions directed to the specifics of the topic and purpose 
of the question. 
 
Footnotes are notes at the bottom of each page of a paper acknowledging sources or 
providing additional references or information. 
 
Full-Text is the entire work, usually an article, found on a website or through a database. 
 
General index is an index that covers a broad range of topics in scholarly journals, 
popular magazines, and newspapers. 
 
Handbooks are resources that provide concise data, usually in table or chart form on a 
specialized subject area, commonly used for finding current statistics, procedures, 
instructions, or specific information on a topic. 
 
Higher-order thinking is the application of progressively more complex levels of 
thinking.  Lower-order thinking skills include knowing or identifying facts; higher-order 
thinking includes analyzing, synthesizing, and evaluating complex information sets. 
 
Hypothesis is a statement that a researcher will attempt to support with the results of a 
specifically designed study. 
 
Index is an alphabetical list at the end of a book telling on what page a particular subject, 
name, or scripture may be found. 
 
Information Literacy is the ability to see when information is needed and to then 
acquire, evaluate and effectively use the needed information. 
 
Intellectual Property is a product of the intellect, such as an expressed idea or concept 
that has commercial value. 
 
Journal a collection of scholarly articles on one subject geared to the serious student. 
 
Keyword is a word found within an online public access catalog record.  The fields in 
which the word can be located are title, author, subject, and note. 
 
Lexicon is a specialized dictionary that defines words from another language (Greek-
English or Hebrew-English, for example) and usually gives references to where words 
are used (literary or biblical citations for example). 

Library Catalog or Library Database is a list of the collection in the library. 
 
Literature review is the section of a scholarly journal that comes after the introduction 
section and provides a brief overview of the relevant studies or articles that support or 
provide background information on the current study. 
 
Magazine a collection of popular-level articles geared to a general audience. 
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Main research question is a broad research question, used to focus research 
appropriately for a topic and audience. 
 
Manual is a resource that provides detailed and/or  “how to” information on a highly 
specific topic. 
 
Monograph is a specialized treatise on a single subject or branch of a subject. 
 
Multimedia is information in a form other than or in addition to print. 
 
Natural point of view is a viewpoint in which only the facts are presented without bias. 
 
Nonfiction is information presented as fact. 
 
Notation is the form of a citation; the system by which one refers to cited sources. 
 
Note-taking is a technique that researchers use to organize and abbreviate highlighted or 
otherwise collected information. 
 
Opinions are statements or judgments or beliefs, which may or may not be true. 
 
Original is 1) not derived from anything else, new and unique; 2) markedly departing 
from previous practice; 3) the first, preceding all others in time; or 4) the source from 
which copies are made. 
 
Paraphrase is a restatement of a text or passage in other words. 
 
Peer Review (refereed) is when work is anonymously reviewed by peers.  
 
Periodical is a newspaper, magazine, journal or other publication that is published at 
regular intervals (daily, weekly, monthly, quarterly or semiannually or annually).   
 
Periodical Index is a subject or author index to articles in selected periodicals. 
 
Plagiarism is any means, intended or otherwise, of presenting someone else’s work as 
one’s own, including undocumented quotations and paraphrases and work written or 
rewritten by someone else. (See information on the Plagiarism section.) 
 
Problem solving is using a systematic process to find a solution to a question or issue. 
 
Proposal is a document typically written to suggest a program or action. 
 
Public Domain is the absence of copyright protection, thus belonging to the public, so 
that anyone may copy or borrow from it. 
 
Purpose statement (or Thesis statement) is a sentence toward the beginning of an 
article that explicitly states the intent of the study or article. 
 
Qualitative data are data that describe the characteristics of or observations about 
something.    
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Quantitative data are data that measure something. 
 
Quotation is recording the exact words from another source. 
 
Refereed (Peer reviewed) is when work is anonymously reviewed by peers. 
 
Reference Collection is a mini-library within a larger library.  It covers all the major 
subjects covered in the larger library, but it does so by means of resources such as 
dictionaries, handbooks, guides, and subject bibliographies. 
 
Reference list is a complete listing of all citations in an article or book. 
 
Reference source is a material from which information can be drawn. 
 
Review article is an article written for the sole purpose of discussing the previous 
literature available on a particular subject.  
 
Scanning is moving quickly through material to see if it is needed. 
 
Scope is the broadness or narrowness of a topic. 
 
Self-plagiarism is copying material you have previously produced and passing it off as a 
new production.  This can potentially violate copyright protection (if the plagiarized work 
has been published) and is banned by most academic policies. Self-plagiarism is 
prohibited at HCU unless permission is granted by the instructor. 
 
Skimming is reading in a superficial or cursory manner to quickly determine the main 
idea in text by reading subheadings and the first sentences of sections and paragraphs. 
 
Style manual / Style guide is an instructional publication that provides guidelines for 
writing mechanics and documentation format for research papers and theses. HCU uses 
Society of Biblical Literature style. 
 
Subject is the principle theme or idea of a book or article. A subject search will yield 
materials that use that term in the subject field of the record. 
 
Subject headings are specifically designed terms and phrases designed to organize 
library materials consistently. 
 
Synthesize is to combine thoughts from multiple sources to form a new concept. 
 
Table of Contents is the listing of the titles of the chapters in a book.  It is usually at the 
front of the book. 
 
Tertiary Sources consist of information which is a distillation and collection of primary 
and secondary sources. Example: almanacs, chronologies, directories, fact books, 
guidebooks, indexes, abstracts, bibliographies, manuals and textbooks. 
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Thesaurus is a collection of synonyms, near-synonyms, antonyms (opposite words), 
phrases, and slang terms for words. 
 
Thesis statement (or Purpose statement) is a sentence toward the beginning of an 
article that explicitly states the intent of the study or article. 
 
Title is the inscribed name of a book or article.  A title search will yield books having 
specified words in their titles. 
 
Title page is the page of a book that lists the title, subtitle, author, and possibly the 
publisher and location of the publisher. 
 
Truncation is a technique that allows you to search for various word endings and 
spellings simultaneously.  Ex: preach* = preach, preaching, preacher, preachers, preaches 
 
Verso is the back title page of a book, with the book’s copyright date located on the page. 
 
Vertical Files consist of loose leaf materials arranged alphabetically by subject.  Files are 
stored in filing cabinets and are not able to be checked out. These files generally consist 
of pamphlets, bulletin articles, newspaper clippings, sermon outlines, and illustrations. 
 
Verifiable describes information that is based on facts that can be shown to be true or 
documented by several credible sources. 
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         Hierarchy of Research Resources 

 
Created by Laura Bagents 4/1/09 

Scripture 
This is the ultimate primary 

source for religious research.	

Scholarly Books and Handbooks 
These books (and essays found in scholarly 

handbooks) present material that is research-based 
and peer-reviewed. 

Referenced Journal Articles 
These articles are research-based and 

peer-reviewed.  Journal articles may be 
more “timely” than books due to quicker 

publication processes. 

Specialized Dictionaries and Encyclopedias 
These resources have usually undergone a higher level of 

scrutiny than popular publications.	

Popular Books 
These books voice only the opinion of their authors.  The 

information may be helpful, but these should not be considered 
“equal” to more scholarly publications. 

Book Reviews and Essays from Popular Publications 
These materials should be viewed as supplemental sources for the 

purpose of locating more scholarly resources because they voice the 
opinions of their authors.  Editing may only pertain to the mechanics of 

writing rather than the content of the publications. 

Broad, General Information 
(e.g., dictionaries, encyclopedia, magazines, newspapers,  

Wikipedia, and other general internet sources) 
These sources may not have a place in a “scholarly writing project” other than as a 

vehicle that helps the author determine an area of interest. 
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  Guidelines for Researching 
 

• Choose a topic. 
• Schedule time to spend in the library. 
• Define the topic. 
• Gather a bibliography using the bibliographies found in those materials used in 

defining the topic.   
• Search for the materials listed in the bibliographies. 
• Browse the shelves for books not listed in the bibliographies found. 
• Remember to always get all the information needed for the citation.  Some 

researchers copy the bibliographic information by hand.  Others photocopy the 
title page, adding any missing elements (e.g., copyright date, publisher, etc.). 

• Use the databases to find journal articles and essays. 
• Remember that many good articles are not full text online.  Old-fashioned search 

of journals is often necessary to find resources for your research. 
• Plan early. 
• Proofread your work and ask others to proofread it as well. 
• Analyze the material so you can write without plagiarizing. 

 
 
Checklist 

ü Have you checked the general encyclopedias? 
ü Have you checked the subject encyclopedias? 
ü Have you checked general introduction books? 
ü Have you checked journal articles? 
ü Have you looked in ATLAS, Religion and Philosophy Database, RSI? 
ü Have you looked for reliable Internet resources? 
ü Have you looked at bibliographies in books or at the end of journal articles or 

encyclopedia articles? 
ü Have you looked in the books around the area where you found one that you 

needed? 
 
 
Definitions adapted from Holt Handbook, 6th ed. Kirszner & Mandell, Boston, MA: 
Heinle, 20 
 
Revised 08/01/06 by the Library Staff 
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First Steps in Researching 

 
• Choose a topic, text, person, or term. 
• Check, in a general dictionary or an encyclopedia, to determine the meaning of 

the term and to get a broad overview of your subject. Examples: 
 
  Webster’s Dictionary 
  World Book Encyclopedia 
 

• Look for a variety of possible terms or meanings.  Ex. Flood, Deluge. This could 
be done by using a thesaurus such as: 

 
  Roget’s International Thesaurus 
  Webster’s New World Thesaurus 
 

Remember, however, that thesauruses offer synonyms for multiple uses of a given 
word.  All of the suggestions found may not be suitable to your chosen term.  Use 
critical thinking skills as you consult these resources. 
 

• Once a term is defined, then begin to narrow your focus.  Refer to a subject 
encyclopedia or dictionary.  Examples: 

 
  Zondervan’s Pictorial Bible Dictionary 
  Baker’s Dictionary of Theology 
 

• Use the bibliographies from each of the encyclopedia articles. 
 

• Once the term is defined by a specialty dictionary or encyclopedia, then look for 
the term, topic, text, or person in general survey or introduction books on the 
subject. Examples: 

 
  Jensen’s New Testament Survey 
  General Introduction to the Old Testament 
 

• Next, look for books written on the specific topic such as commentaries.  
 

• Books on the same topic are cataloged in the same area.  Find one book on the 
topic and browse the books on either side for additional information. 
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• Use the table of contents or the index of a book to determine if the term or topic is 
in the book. More scholarly books include multiple indexes (e.g., author index, 
subject index, scripture index). 
 

• To search for an author, the author’s last name must be typed first, followed by a 
comma then a space and then the first name.  Example: 

  Osterhaus, James 
 

• Once the term is manageable, look in journal indexes for latest research on the 
topic, term, text, or person. 
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Things to Learn—or Remember 

• Creating	PDF	
Ø Format	stays	as	you	created	it.	Less	likely	for	others	to	change	your	work.		More	

readable	from	various	platforms	(Apple,	Works,	Word	97,	Word	2003).	
Ø Cute	PDF	Writer	 http://www.cutepdf.com/products/cutepdf/Writer.asp	
Ø PROMOPDF	 	 http://www.primopdf.com/index.aspx	

	
• How	to	insert	a	footnote;	create	a	bibliography	using	Word	

	
• Grain	versus	garbage	

Ø Learn	to	assess	the	reliability	and	validity	of	a	resource.	
Ø Just	because	it	is	on	the	internet	does	NOT	mean	it	is	true.		
Ø Just	because	a	trustworthy	person	forwarded	you	an	email	does	not	mean	it	is	

true.	
	

• Fish	and	bones	
Ø Read	to	keep	the	truth	but	do	not	accept	all	as	being	truthful.	

	 	
• Read	broadly	and	identity	the	cluster	

Ø Read	broadly	and	group	information	together	
Ø Ask	questions	about	the	text	

	 	 	 -What	has	been	asked?	
	 	 	 -What	should	be	asked?	
	

• Follow	the	leader	
Ø Follow	the	instructions	of	the	instructor	for	each	class.	In	each	class	the	

instructor	is	the	leader	and	his	way	is	the	“right”	way	in	that	class.	(This	is	
especially	important	when	you	have	teachers	who	have	different	sets	of	
expectations.)	

	
ü Each	profession	has	its	own	vocabulary—learn	yours	and	others	that	you	will	have	in	

contact	with,	be	aware	that	not	everyone	knows	your	profession’s	vocabulary.	
	

ü Formal	versus	informal	writing	(informal	writing—emails,	texting,	conversations,	journal	
writing,	diaries,	use	of	first	person;	formal	writing—research	papers,	use	of	third	person,	
essays,	audience	often	unknown,	shows	higher	level	of	education).	http://www.word-
mart.com/html/formal_and_informal_writing.html	
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ü Long	sentences	are	not	mandatory.	
ü Avoid	unnecessary	words.	
ü Set	your	computer	to	check	grammar	and	spelling	automatically.	
ü Turn	on	grammar	and	spell	check	but	proofread	(check	spell	check	weather/whether).	
ü Do	not	turn	in	a	paper	with	green	and	red	lines	under	the	words	without	triple	checking	

that	the	words	and	sentence	structure	is	accurate.	
ü Know	and	avoid	run-on	sentences	Ex:	Chippendale	chairs	have	straight	legs	however	

Queen	Anne	chairs	have	curved	legs.		Chippendale	chairs	have	straight	legs;	however,	
Queen	Anne	chairs	have	curved	legs.	

ü Use	split	infinitives	with	caution.	Make	sure	the	sentence	does	not	sound	awkward.		Ex:	
She	expected	to	not	quite	beat	her	previous	record.		She	did	not	expect	to	beat	her	
previous	record.	

ü Outline	before	writing	(mentally	or	written	down).	
ü Proofread	and	proofread	days	after	writing.	
ü Proofread	your	work	by	reading	it	aloud.	
ü Ask	someone	else	to	proofread	your	work	
ü Have	a	thesis	statement	and	a	conclusion	paragraph.	
ü Each	paragraph	should	state	a	point.	
ü Capitalize	Bible	always.		Biblical	is	not	capitalized.	Books	of	the	Bible	are	capitalized.	
ü Use	the	author’s	last	name	even	if	you	know	the	author	well.			
ü Use	the	author’s	last	name	not	the	title	of	the	book	when	telling	what	the	author	

expresses.	Ex:	Jones	states	that	Joshua	is	the	author	of	Genesis.	Not	Who	Wrote	Genesis	
states	the	Joshua	is	the	author	of	Genesis.	

ü Use	gender-neutral	language	unless	otherwise	specified.		“Humankind”	instead	of	
“mankind”.	God	and	Godhead	is	always	masculine	when	writing	for	HCU	assignments.	

ü God	is	always	capitalized;	“gods”	is	not	capitalized.	
ü Start	thinking	and	writing	early.	
ü Eliminate	unnecessary	repetition.	
ü Avoid	contractions.	
ü When	stating	your	own	opinion	it	is	better	to	have	someone	who	agrees	with	you.	
ü Words	can	be	added	to	the	computer’s	dictionary	but	when	adding	it	only	adds	to	that	

one	computer.	When	adding	make	sure	the	word	is	spelled	correctly	before	adding.	
	

ü Always	be	consistent.	
	

ü Procrastination	is	NOT	your	friend.		Plan	and	start	working	on	projects	early.	
 

• Don’t	be	“all	over	the	map”	
Ø Delineate	a	subject;	go	from	generic	to	specific—broad	to	narrow.	

	
• Helpful	Websites:	

	 www.hcu.edu/library	
	
	 	 http://www.hugsr.edu/library/researchguides.php	
	
	 	 http://www.denverseminary.edu/resources/the-denver-journal/	
	
	 	 SBL	Handbook	of	Style	Supplement	Guide	for	Students	
	 	 http://www.sbl-site.org/assets/pdfs/SBLHSrevised2_09.pdf	
	
	 	 http://digital-librarian.com	
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	 	 www.bibil.net	
	
	 	 http://www.uibk.ac.at/bildi/bildi/search/index.html.en	
	
	 	 http://www.ixtheo.de/cgi-bin/ixtheo/maskeeng.pl?db=ixtheo	
	

ü Biblical	Fonts	
	 	 http://www.sbl-site.org/educational/biblicalfonts.aspx	
	
	 	 When	using	Biblical	fonts	(Greek	or	Hebrew)	the	fonts	need	to	be	written	in		
	 	 Unicode.		The	fonts	which	are	able	to	be	downloaded	free	from	the	above	site		
	 	 are	written	in	Unicode.	
	

ü Sources	for	MN500	
	 	 All	sources	used	throughout	the	course	and	its	related	assignments	must	be		
	 	 available	in	the	Overton	Memorial	Library.	Internet	sources	are	not	allowed.	 	

• Listing	of	free	academic	software	for	managing	and	sharing	research	papers	
Ø Zotero	 	 www.Zotero.org	
Ø Mendeley	 www.mendeley.com	

	 	

ü Learn about proper finance at http://www.cashcourse.org/hcu/ 
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Searching and Limiting the Search on the 
Overton Memorial Library Database 

 
 
Knowing the search options 
 
Anywhere (Keyword) 
• Comes from title, subject, and note fields of records. 
• Words and phrases can be used here. 
 
Title 
• Must be typed exactly as title on title page of the book.   
• Including the subtitle will help in narrowing the search. 
 
Author   
• Typing only the last name of the author will give all records of authors who have the 

same name.  Example:  “White” will retrieve records who author’s name is Bill White, 
Sam White, Jane White, and Sally White. 

 
Subject   
• Words selected to identify what the material (book, cassette, video, DVD, etc.) is 

about. 
• Words are selected using the Library of Congress Authorities. Subjects create 

uniformity within the database, thus allowing like materials to be grouped together.  
Example: “Flood, Biblical” as a subject will result in zero (0) records being retrieved; 
Library of Congress Authorities “Deluge” will result in 40 records being retrieved. 

 
Limiting the Search 
 
• Using the author’s name will produce works published by that specific author.   

 
• Using the exact title of the book would produce books with that exact title.  More than 

one book can have the same title.  Titles are generally NOT trademarked though they 
can contain trademarks.  

 
• Using the subject field to find a work would retrieve materials that have that word or 

phrase as the subject found in the subject field. 
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• Using a keyword would retrieve the largest group of works.  However, combining a 
keyword with the last name of author or combining two or three keywords using 
Boolean terms would narrow or limit the search. 

 
• Boolean Operators can be used to narrow or limit a search.  These operators can be 

used to limit a search through a combination of a keyword, author, subject and title. It 
would be unlikely that a keyword and title search would be used. Using a keyword and 
the author’s last name could be effectively used in narrowing searches.  Using two or 
three keywords would also be used frequently to narrow a search.  Reminder: a search 
can become too narrow.  (See next section for more on Boolean Operators.) 

   
Expanding a Search 
 
• A search can be expanded using truncation. Truncation is using a symbol instead of 

letters to search for like terms.  The OML database uses the * symbol for truncation.  
Example: instead of typing teach,	teaching, teacher, teachers, and teachable, typing 
teach* would result in the same search. 

 
 
Helpful Hints 
 

• Browse the shelves around the call number(s) that you found. Typically, books 
that deal with the same subject are shelved together. You do not necessarily have 
to write down every call number; simply get in the section dealing with your 
topic. 

 
• Use the book’s index, table of contents and bibliography.  They are your friends, 

and will help you so that you do not have to do all the legwork
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Searching with Boolean Operators 
 
George Boole, a mathematician, designed a system of logic to produce better searching 
results.  The Boolean operators AND, OR, and NOT help in conducting a better computer 
search of topics. Boolean operators connect two or more search terms in a way you 
specify.  Searching with Boolean operators is required when using two or three search 
terms. 
 
John Venn, a mathematician, created the circle diagrams that help illustrate the 
relationships between the sets used in Boolean logic.  
  
AND 
  Finds materials containing both (or all) searched terms. 
 
  EXAMPLE:  Jesus Christ AND God AND Holy Spirit 
 
 
 
 
  
 
 
 
 
This will retrieve citations that discuss all three concepts in each article.  The more 
concepts you combined together with “AND” the fewer records you will retrieve. 
 
OR 
 Finds materials that contain information on either search terms. 
 

EXAMPLE:   Jesus Christ OR      God  OR        Holy Spirit 
 
 
 
  OR   OR 
 
 
This expands your search by retrieving citations in which either or both terms appear.  
The more concepts or keywords you “OR” together, the more records you will retrieve. 
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AND NOT 
 Finds materials that contain the first search term but not the second term. 
 
 EXAMPLE: Jesus Christ  AND NOT God  
  
Be careful using this, because you would eliminate records containing God.   
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Library of Congress Authorities 
 
 
Using Library of Congress Authorities, you can browse and view authority headings for 
Subject, Name, Title, and Name/Title combinations at http://authorities.loc.gov . (Library 
of Congress Authorities were previously only in book form and called Library of 
Congress’ Subject Headings.)   
 
Library of Congress' Subject Headings are valuable because they attempt to place all of 
the items within the library collection that go together under the same heading.  This is 
more valuable than a "keyword" search because many times, when searching for a 
keyword (such as Death Penalty), you will not find all of the items in the collection that 
deal with the death penalty because those words are not in the title of the book.  Finding 
the proper LCSH "Capital Punishment," however, opens you up to every item in the 
collection that has been catalogued under that heading, whether the title includes those 
words or not. 
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Online Databases   

 
A database is an electronic collection of information, usually an automated online file 
record for books and/or articles.  The OML Catalog and ATLA Religion Database with 
ATLASerials are two examples.  Some databases are limited to a specific subject area 
while others cover a variety of subjects.  Databases allow for basic and advanced 
searching, and they lead to citations and/or abstracts and/or full text articles that usually 
come from journals or newspapers.  Some databases allow searches to be limited to 
scholarly journals; however, not all information from databases can be considered 
scholarly because popular magazines such as Time are also indexed in some databases. 
 
The following databases are now available through Heritage Christian University’s web 
site.  These databases are available for currently enrolled students at Heritage Christian 
University.  Contact the library for user name and password.   
 
ATLA Religion Database with Full Text ATLASerials 
 ATLA Religion Database with ATLASerials combines the premier index to journal 
articles, book reviews, and collections of essays in all fields of religion with ATLA's 
online collection of major religion and theology journals. The ATLA Religion Database 
includes more than 598,000 article citations from more than 1,713 journals (552 currently 
indexed), more than 250,600 essay citations from over 18,000 multi-author works, and 
more than 551,900 book review citations. Full text is provided for more than 337,900 
electronic articles and book reviews. This database is produced by the American 
Theological Library Association. Coverage areas include Bible, archaeology, antiquities, 
human culture, society, church history, mission, ecumenism, pastoral ministry, world 
religions, religious studies, theology, philosophy, and ethics. The database indexes 
journal articles, essays, book reviews, multimedia, and other materials.  Listed materials 
are written in numerous languages, not just in English. 
 
Religion and Philosophy Collection 
 This is a comprehensive database covering topics such as world religions, major 
denominations, biblical studies, religious history, epistemology, political philosophy, 
philosophy of language, moral philosophy, and the history of philosophy. The database 
references more than 300 full-text journals and unparalleled coverage of those subject 
areas listed above. 
 
Restoration Serials Index (RSI) 
 The Restoration Serials Index is an index of articles from 72 journals, magazines, 
and other periodicals related to the Stone-Campbell Restoration Movement. The index 
lists author, title, publication, volume, issue, date, and up to four related subjects. No full 
text articles are available on this database. 
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PsycINFO  
 PsycINFO is an abstract database that provides systematic coverage of the 
psychological literature from the 1800s to the present. Available on the Internet, you 
must see the librarian to gain access to this database. 
 
Alabama Virtual Library 
 The Alabama Virtual Library provides all students, teachers, and citizens of the 
State of Alabama with online access to essential library and information resources. It is 
primarily a group of online databases that have magazine, journal, and newspaper articles 
for research. Databases include Academic Search Premier, Oxford English 
Dictionary, and Expanded Academic ASAP.  www.avl.lib.al.us/ 
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Citations 

 
What is a citation? 
A citation is the way you tell your readers that certain material in your work came from 
another source.  It also gives your readers the information necessary to find that source 
again. 
 
Why should I cite sources? 

• Giving credit to the original author by citing sources is the only way to use other 
people’s work without plagiarizing.  But there are a number of other reasons to 
cite sources: 

• Citations are extremely helpful to anyone who wants to find out more about your 
ideas and where they came from.   

• Not all sources are good or right – your own ideas may often be more accurate or 
interesting than those of your sources.  Proper citation will keep you from taking 
the rap for someone else’s bad ideas.  

• Citing sources shows the amount of research you’ve done. 
• Citing sources strengthens your work by lending outside support to your ideas. 

 
When do I need to cite? 

• Whenever you borrow words or ideas, you need to acknowledge their source.  
• The following situations almost always require citation: 

Ø Whenever you use quotes 
Ø Whenever you paraphrase  
Ø Whenever you use an idea that someone else has already expressed  
Ø Whenever you make specific reference to the work of another  
Ø Whenever someone else’s work has been critical in developing your own 

ideas  
 
How do I cite sources? 
This depends on what type of work you are writing, how you are using the borrowed 
material, and the expectations of your instructor.   
 
First, you have to think about how you want to identify your sources.  If your sources are 
very important to your ideas, you should mention the author and work in a sentence that 
introduces your citation.  If, however, you are only citing the source to make a minor 
point, you may consider using parenthetical references, footnotes, or endnotes.  
 
There are also different forms of citation for different disciplines.  For example, when 
you cite sources in a psychology paper you would probably use a different form of 
citation than you might in a paper for an English class.   
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Heritage Christian University uses the Society of Biblical Literature style as its form 
with footnotes being used rather than parenthetical references or endnotes. 
 
Finally, you should always consult your instructor to determine the form of citation 
appropriate for your paper.  You can save a lot of time and energy simply by asking 
“How should I cite my sources?” or “What style of citation should I use?” before you 
begin writing. 
 
Identifying Sources in the Body of Your Paper 
The first time you cite a source, it is almost always a good idea to mention its author(s), 
title, and genre (book, article, or internet page, etc.).  If the source is central to your work, 
you may want to introduce it in a separate sentence or two, summarizing its importance 
and main ideas.  But often you can just tag this information onto the beginning or end of 
a sentence.  For example, the following sentence puts information about the author and 
work before the quotation:  
  
Milan Kundera, in his book The Art of the Novel, suggests that “if the novel should 
really disappear, it will do so not because it has exhausted its powers but because it 
exists in a world grown alien to it.” 
  
You may also want to describe the authors if they are not famous, or if you have reason 
to believe your reader does not know them.  You should say whether they are economic 
analysts, artists, physicists, etc.  If you do not know anything about the authors, and 
cannot find any information, it is best to say where you found the source and why you 
believe it is credible and worth citing.  For example, 
  
In an essay presented at an Asian Studies conference held at Duke University, 
Sheldon Garon analyzes the relation of state, labor-unions, and small businesses in 
Japan between the 1950s and 1980s.   
  
If you have already introduced the author and work from which you are citing, and you 
are obviously referring to the same work, you probably don’t need to mention them 
again.  However, if you have cited other sources and then go back to one you had cited 
earlier, it is a good idea to mention at least the author’s name again (and the work if you 
have referred to more than one by this author) to avoid confusion.   
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Anatomy of a Citation 

 
Citations serve as pointers to where the searcher may locate cited sources.  Citations list 
the essential bibliographical information useful to finding or identifying the full text used 
in research.  The specific way in which that essential bibliographic information is written 
in a citation depends on the style manual being used.  Always check the style manual to 
be sure that your citations are formatted correctly.  Below are some examples and what is 
needed for each kind of source used.   
 
Book:       

Author       
 Title       
 Place       
 Publisher      
 Date of publication        
 Pages 
 
Last Name, First Name. Title of Book. Place of publication: Publisher’s Name, Date of 
 Publication. Pages used for paper. 
 
Chapman, Gary. Five Signs of a Functional Family.  Chicago: Northfield, 1997.  
 
 1Gary Chapman. Five Signs of a Functional Family. (Chicago: Northfield, 1997), 
134-35.   
 
Journal article: 
 Author 
 Title of article 
 Journal name 
 Volume number 
 Year of publication 
 Pages 
 
Last Name, First Name. “Title of the Article.” Title of Journal Volume of journal (date of 
issue): Page number(s) of article.   
 
Johnson, Samuel. “The Date of the Exodus.” Journal of Biblical Literature 114 (2002): 
 157-69. 
 
 2Samuel Johnson, “The Date of Exodus,” JBL 114 (2002): 157-69. 
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Essay (Article) in an Edited Volume: 
 Author of article 
 Title of article 
 Book title 
 Name of editor 
 Place of publication 
 Publisher 
 Date of publication 
 
Last Name, First Name. “Title of Essay.” Pages in Book Title. Edited by Name of Editor. 
Place of Publication: Publisher, Date of Publication. 
 
Attridge, Harold W. “Jewish Historiography.” Pages 311-43 in Early Judaism and Its 
 Modern Interpreters. Edited by R. A. Kraft and G. W. E. Nickelsburg. 
 Philadelphia: Fortress, 1986. 
 
 3Harold W. Attridge, “Jewish Historiography,” in Early Judaism and Its Modern 
Interpreters (ed. R. A. Kraft and G. W. E. Nickelsburg; Philadelphia: Fortress, 1986), 
311-43. 
 
The following is an example of how an article citation looks on the ATLA Religion 
Database ATLA Serials: 
 

• What went on in Jael's tent? the collocation of vtkshw bśmykh [unpointed 
Hebrew characters] in Judges 4,18Full Text Available By: Chisholm, Robert B, Jr. 

Source: SJOT, 24 no 1 2010, p 143-144. Publication Type: Article 

Subjects: Jael (Biblical character); Bible. Judges 1-16; Bible. Old Testament --Language, style; Sex 

in the Bible; Peer reviewed 

Database: ATLA Religion Database with ATLASerials 

Add to folder Relevancy:  

PDF Full Text  

 
Parts of the above Citation: 
 
Author or Authors 
 Chisholm, Robert B. Jr. 
 
Title of the Article 
 What went on in Jael’s tent? The collocation of vtkshw bsmykh [unpointed 
Hebrew characters] in Judges 4,18 
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Publication type 
 Article 
 
Journal Title (Source) 
 SJOT (Scandinavian Journal of Old Testament) 
 
Volume and issue 
 Volume 24 ; issue 1 
Pages 
 143-144 
Year   Month 
 2010  -- 
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Footnotes 
 
Footnotes are notes placed at the bottom of the page of which the source is used.  They 
cite references or comment on a designated part of the text above it.  For example, say 
you want to add an interesting comment to a sentence you have written, but the comment 
is not directly related to the argument of your paragraph.  In this case, you could add the 
symbol for a footnote.  Then, at the bottom of the page you could reprint the symbol and 
insert your comment.  Here is an example: 
 

This is an illustration of a footnote.1  The 
number “1” at the end of the sentence 
corresponds to the note below.  See how it fits 
in the body of the text?   
 
 
1 At the bottom of the page you can insert 
your comments about the sentence preceding 
the footnote. 

 
 
When your reader comes across the footnote in the main text of your paper, he or she 
could look down at your comments right away, or else continue reading the paragraph 
and read your comments at the end.  Because this makes it convenient for your reader, 
most citation styles require that you use either footnotes or endnotes in your paper.  
Some, however, allow you to make parenthetical references (author, date) in the body of 
your work. 
 
Footnotes are not just for interesting comments, however.  Sometimes, they simply refer 
to relevant sources.  In other words, they let your reader know where certain material 
came from, or where they can look for other sources on the subject.   
 
To decide whether you should cite your sources in footnotes or in the body of your paper, 
you should ask your instructor. 
   
Where does the little footnote mark go? 
 
Whenever possible, put the footnote at the end of a sentence, immediately following the 
period or whatever punctuation mark completes that sentence.   Skip two spaces after the 
footnote before you begin the next sentence.  If you must include the footnote in the 
middle of a sentence for the sake of clarity, or because the sentence has more than one 
footnote (try to avoid this!), try to put it at the end of the most relevant phrase, after a 
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comma or other punctuation mark.  Otherwise, put it right at the end of the most 
relevant word.  If the footnote is not at the end of a sentence, skip only one space after it.     
 
What’s the difference between Footnotes and Endnotes? 
 
The only real difference is placement – footnotes appear at the bottom of the relevant 
page, while endnotes all appear at the very end of your document.  If your notes are very 
important, footnotes are more likely to get your reader’s attention.  Endnotes, on the other 
hand, are less intrusive and will not interrupt the flow of your paper.   
 
If I cite sources in the footnotes (or endnotes), how’s that different from a 
bibliography? 
 
In footnotes or endnotes, you are citing sources that are directly relevant to specific 
passages in your paper.  In a bibliography, you are citing all of the sources that you 
researched, whether they relate to any specific part of your paper or not.  So your 
bibliography might contain “extra” sources which you read, but did not specifically cite 
in your paper.   Also, citations in footnotes or endnotes will always have page numbers, 
referring to the specific passages relevant to that part of your paper, while citations in 
bibliographies may have none (if you read an entire book, for example, you would not 
have to list specific page numbers in your bibliography.  If you quoted the book, 
however, you would have to mention the page numbers in your notes).   
 
 
Example for EBSCO Footnote 
 
 1Janet Dickey McDowell, “Ethical Implications of In Vitro Fertilization,” 
Christian Century 100, no. 30 (19 October 1983),  
<http://search.ebscohost.com/login.aspx?direct=true&db=rfh&AN 
=ATLA0000933977&site=ehost-live> (27 January 2009). 
 
 
NOTE:  Breaks in URLs should occur after a colon, a slash or double slash, or the 
symbol @, but before a period or other punctuation or symbols.  Never use a hyphen 
unless it is actually part of the address.   
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Bibliographies 
 
A bibliography is a list of all of the sources you have used in the process of researching 
your work.  Like citations, bibliography entries must align with the specified style 
manual.  In general, a bibliography should include: 
 
• the authors’ names 
• the titles of the works 
• the names and locations of the companies that published your copies of the sources 
• the dates your copies were published 
• relevant page numbers (optional) 
 
Different kinds of sources, such as magazine articles and chapters in multi-author 
volumes, may require more specific information to help your reader locate the material.   
 
Essential things you need for bibliographical data are listed below 
 
Book:       

Author       
 Title       
 Place of publication       
 Publisher      
 Date of publication        
 Pages 
 
Last Name, First Name. Title of Book. Place of publication: Publisher’s Name, Date of 
Publication. Pages used for paper. 
 
Chapman, Gary. Five Signs of a Functional Family.  Chicago: Northfield, 1997. 
 
Journal article: 
 Author 
 Title of article 
 Journal name 
 Volume number 
 Year of publication 
 Pages 
 
Last Name, First Name. “Title of the Article.” Title of Journal  Volume of journal, 
(number or date of issue): Page number(s) of article.   
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Johnson, Samuel. “The Date of the Exodus.” Journal of Biblical Literature 114 (2002): 
 157-69. 
 
 
Essay (Article) in an Edited Volume: 
 Author of article 
 Title of article 
 Book title 
 Name of editor 
 Place of publication 
 Publisher 
 Date of publication 
 
Last Name, First Name. “Title of Essay.” Pages in Book Title. Edited by Name of Editor. 
Place of Publication: Publisher, Date of Publication. 
 
Attridge, Harold W. “Jewish Historiography.” Pages 311-343 in Early Judaism and Its 
 Modern Interpreters. Edited by R. A. Kraft and G. W. E. Nickelsburg. 
 Philadelphia: Fortress, 1986. 
 
Example for EBSCO Bibliography: 
 
McDowell, Janet Dickey.  “Ethical Implications of In Vitro Fertilization.”  Christian 
Century 100, no. 30 (19 October 1983):  936-38.  Cited 27 January 2009.  Online: 
http://search.ebscohost.com/login.aspx?direct=true&db=rfh&AN= 
ATLA0000933977&site=ehost-live. 
 
 
NOTE:  The order is day first, only when the periodical requires it, and only when citing 
an online source that is also found in print (7.3.13). 
 
Spell out the entire name of the month—no abbreviations. 
 
Ok, so what’s an Annotated Bibliography? 
 
An annotated bibliography is the same as a bibliography with one important difference: 
in an annotated bibliography, the bibliographic information is followed by a brief 
description of the content, quality, and usefulness of the source.   
 
What are “works cited” and “works consulted” pages? 
 
Sometimes you may be asked to include these – especially if you have used a 
parenthetical style of citation.  A “works cited” page is a list of all the works from which 
you have borrowed material.  Your reader may find this more convenient than footnotes 
or endnotes because he or she will not have to wade through all of the comments and 
other information in order to see the sources from which you drew your material.  A 
“works consulted” page is a complement to a “works cited” page, listing all of the works 
you read in preparation for your paper, whether they were useful or not.   
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Isn’t a “works consulted” page the same as a “bibliography” then? 
 
Well, yes.  The title is different because “works consulted” pages are meant to 
complement “works cited” pages, and bibliographies may list other relevant sources in 
addition to those mentioned in footnotes or endnotes.   Choosing to title your 
bibliography “Works Consulted” or “Selected Bibliography” may help specify the 
relevance of the sources listed.   
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Footnote and Bibliography Examples 

Talmud 

For list of abbreviations of tractates of the Talmud, see The SBL Handbook of Style, pp. 
79-80. 
 
 1b. Menah. 91b. 
 
The Babylonian Talmud. 30 vols. Edited  by Isidore Epstein. New York: Traditional 
 Press, 1979. 
 
Talmud of the Land of Israel. 33 vols. Edited by Jacob Neusner. Chicago: University of 
 Chicago Press, 1982-1994. 
 

Mishnah 
 
For list of abbreviations of tractates of the Mishnah, see The SBL Handbook of Style, pp. 
79-80. 
  

 5m. Menah 5:2. 
 
The Mishnah. Translated by Hebert Danby. London: Oxford University Press, 1933. 
 
Mishnha: A New Translation. Translated by Jacob Neusner. New Haven. Conn: Yale 
 University Press, 1988. 
 

Midrash 
 

For list of abbreviations of tractates of the Midrash, see The SBL Handbook of Style, p 81. 
 
 2Midr. Lev. 11:5. 
 
Midrash Rabbah. 10 vols. Edited  by Isidore Epstein. 3rd ed. New York: Soncino Press, 
 1983. 
 

Tosefta 
 
For list of abbreviations of tractates of the Tosefta, see The SBL Handbook of Style, pp. 
79-80. 
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 3t. Ber. 1:1. 
 
The Tosefta. 2 vols. Translated by Jacob Neusner. Peabody, Mass.: Hendrickson, 2002. 
 

Targumic Materials 
 
For list of abbreviations of Targumic materials, see The SBL Handbook of Style, p 80. 
Exception: Following the abbreviation Tg., use the SBL Handbook abbreviations for 
books of the Bible. 
 
 4Tg. Is. 30:26.  [Targum of Isaiah] 
 
The Isaiah Targum. Introduction, translation, apparatus, and notes by Bruce D. Chilton. 
 The Aramaic Bible, vol. 11. Wilmington, Del.: Michael Glazier, 1987. 
 

Festschrift 
 
 6John W. Drane, “Why Did Paul Write Romans?” in Pauline Studies (ed. Donald 
A. Hagner and Murray J. Harris; Grand Rapids: Eerdmans, 1980), 210. 
 
Drane, John W. “Why Did Paul Write Romans?” In Pauline Studies.Edited by Donald A. 
 Hagner and Murray J. Harris. Grand Rapids: Eerdmans, 1980. 
 

Dictionary 
 7A. Leo Oppenheim, “Assyria and Babylonia,” IDB 1:271. 
 
Oppenheim, A. Leo. “Assyria and Babylonia.” Pages 262-304 in vol. 1 of The 
 Interpreter’s Dictionary of the Bible. Edited by G. A. Buttrick. 4 vols. Nashville: 
 Abingdon, 1962. 
 

Cassette 
 8Earl West, “Is Material Prosperity a Sign of God’s Favor?” Oklahoma Christian 
College Lectures. (Oklahoma City: Oklahoma Christian College Media Center, 1977), 
cassette. 
 
West, Earl. “Is Material Prosperity a Sign of God’s Favor?” Oklahoma Christian College 
 Lectures. Oklahoma City: Oklahoma Christian College Media Center, 1997, 
 cassette. 
 
 
Use s.l. if place of publication is not given. 
Use s.n. if publisher is not given. 
Use n.d. if copyright date is not given. 
Use n.p. if page numbers are not given. 
 
If using Microsoft Word, if you delete the superscript referencing your footnote, you 
delete the footnote. 
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Critically Analyzing Information Sources 
 
 
INTRODUCTION 
 
You can begin evaluating a physical information source (a book or an article for instance) 
even before you have the physical item in hand. Appraise a source by first examining the 
bibliographic citation. The bibliographic citation is the written description of a book, 
journal article, essay, or some other published material that appears in a catalog, index or 
database. Bibliographic citations characteristically have three main components: an 
author, a title, and publication information. These components can help you determine 
the usefulness of this source for your paper. (In the same way, you can appraise an 
internet site by examining the home page carefully.)  
 
INITIAL APPRAISAL  
 
Author  
What are the author's credentials--institutional affiliation (where he or she works), 
educational background, past writings, or experience? Is the book or article written on a 
topic in the author's area of expertise? You can use the various Who's Who publications 
for the U.S. and other countries and for specific subjects and the biographical information 
located in the publication itself to help determine the author's affiliation and credentials.  
Has your instructor mentioned this author? Have you seen the author's name cited in 
other sources or bibliographies? Respected authors are cited frequently by other scholars. 
For this reason, always note those names that appear in many different sources.  
 
Is the author associated with a reputable institution or organization? What are the basic 
values or goals of the organization or institution?  
 
Date of Publication  
When was the source published? This date is often located on the face of the title page 
below the name of the publisher. If it is not there, look for the copyright date on the 
reverse of the title page. On internet pages, the date of the last revision is usually at the 
bottom of the home page, sometimes every page.  
 
Is the source current or out-of-date for your topic? Topic areas of continuing and rapid 
development, such as the sciences, demand more current information. On the other hand, 
topics in the humanities often require material that was written many years ago. At the 
other extreme, some news sources on the internet now note the hour and minute that 
articles are posted on their site.  
 
Edition or Revision  
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Is this a first edition of this publication or not? Further editions indicate a source has 
been revised and updated to reflect changes in knowledge, include omissions, and 
harmonize with its intended reader's needs. Also, many printings or editions may indicate 
that the work has become a standard source in the area and is reliable. If you are using an 
internet source, do the pages indicate revision dates? 
 
Publisher  
Note the publisher. If the source is published by a university press, it is likely to be 
scholarly. Although the fact that the publisher is reputable does not necessarily guarantee 
quality, it does show that the publisher may have high regard for the source being 
published.  
 
Title of Journal  
Is this a scholarly or a popular journal? This distinction is important because it indicates 
different levels of complexity in conveying ideas.  
 
CONTENT ANALYSIS  
Having made an initial appraisal, you should now examine the body of the source. Read 
the preface to determine the author's intentions for the book. Scan the table of contents 
and the index to get a broad overview of the material it covers. Note whether 
bibliographies are included. Read the chapters that specifically address your topic. 
Scanning the table of contents of a journal or magazine issue is also useful. As with 
books, the presence and quality of a bibliography at the end of the article may reflect the 
care with which the authors have prepared their work.  
 
 
Intended Audience  
What type of audience is the author addressing? Is the publication aimed at a specialized 
or a general audience? Is this source too elementary, too technical, too advanced, or just 
right for your needs?  
 
Objective Reasoning  
Is the information presented fact, opinion, or propaganda? It is not always easy to 
separate fact from opinion. Facts can usually be verified; opinions, though they may be 
based on factual information, evolve from the interpretation of facts. Skilled writers can 
make you think their interpretations are facts.  
 
Does the information appear to be valid and well-researched, or is it questionable and 
unsupported by evidence? Assumptions should be reasonable. Note errors or omissions.  
Are the ideas and arguments advanced more or less in line with other works you have 
read on the same topic? The more radically an author departs from the views of others in 
the same field, the more carefully and critically you should scrutinize his or her ideas.  
Is the author's point of view objective and impartial? Is the language free of emotion-
arousing words and bias?  
 
Coverage  
Does the work update other sources, substantiate other materials you have read, or add 
new information? Does it extensively or marginally cover your topic? You should 
explore enough sources to obtain a variety of viewpoints.  
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Is the material primary or secondary in nature? Primary sources are the raw material of 
the research process. Secondary sources are based on primary sources. For example, if 
you were researching Konrad Adenauer's role in rebuilding West Germany after World 
War II, Adenauer's own writings would be one of many primary sources available on this 
topic. Others might include relevant government documents and contemporary German 
newspaper articles. Scholars use this primary material to help generate historical 
interpretations—a secondary source. Books, encyclopedia articles, and scholarly journal 
articles about Adenauer's role are considered secondary sources. In the sciences, journal 
articles and conference proceedings written by experimenters reporting the results of their 
research are primary documents. Choose both primary and secondary sources when you 
have the opportunity.  
 
Writing Style  
Is the publication organized logically? Are the main points clearly presented? Do you 
find the text easy to read, or is it stilted or choppy? Is the author's argument repetitive?  
 
Evaluative Reviews  
Locate critical reviews of books in a reviewing source, such as Book Review Index, Book 
Review Digest, OR Periodical Abstracts. Is the review positive? Is the book under review 
considered a valuable contribution to the field? Does the reviewer mention other books 
that might be better? If so, locate these sources for more information on your topic.  
Do the various reviewers agree on the value or attributes of the book or has it aroused 
controversy among the critics?  
 
For internet sites, consider consulting one of the evaluation and reviewing sources on the 
internet.  
 
Learning how to determine the relevance and authority of a given resource for your 
research is one of the core skills of the research process. For more assistance with 
the research process, consult your instructor or a reference librarian. 
 
Used by permission 
Olin Research Library, Research & Learning Services, Cornell University, Ithaca NY 14853 
http://www.library.cornell.edu/olinuris/ref/research/skill26.htm 
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Scholarly Periodicals vs. Popular Periodicals 
 
 
http://www.library.vanderbilt.edu/peabody/tutorials/scholarlyfree/ 
 
 Many students have trouble distinguishing between scholarly sources and popular 
sources in their research.  Often, below the graduate level, students form the habit of 
using light popular treatments of a topic for essays and school projects. Also, the worldly 
ideas about relativism and inclusiveness have influenced Christians more than we 
realize—we think sometimes that it is bad to make any distinction between scholarly 
work and non-scholarly.  The only valid distinction, many students believe, is between 
works that are biblical and ones that are not.  This leads to problems with papers, with 
grades, and with the overall quality of education that students receive. 
 

• Scholarly sources are written by specialists in the field. 
 Popular sources are written by pastors and evangelists, who, due to the 
 nature of their ministry, are generalists. 

 
• Scholarly sources consider the topic fairly and objectively and most often from 

an academic perspective. 
  Popular sources can be either devotional (encouraging Christian to live  
  for Christ) or polemical (advocating the author’s point of view using  
  rhetoric rather than reason).  Either way the popular source covers a topic  
  very lightly. 
 

• Scholarly sources include documentation (footnotes or endnotes). 
  Popular sources normally do not bother with such matters. 
 

• Scholarly sources consider a matter in some detail. 
  Popular sources offer a quick overview of the matter. 
 

• Scholarly sources use language that is at least somewhat formal and objective.  
The goal is precision in expressing the exact truth of a matter.   

  Popular sources use language that is friendly, familiar, and makes an  
  appeal to the reader.  Precision and formality are not important. 
 

• Scholarly sources often look “plain” in terms of the page layout, book cover, etc. 
since they focus on the ideas themselves. 

  Popular sources often use creative fonts, sidebars, colorful bindings etc.,  
  to appeal to the eye and draw the reader in. 
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Popular sources are not necessarily “bad” in terms of their intended purpose. In fact, the 
best popular sources are written by pastors or by specialists who have done the hard work 
of scholarly reading and research, and who have taken solid information and “distilled it 
down” so as to make it appeal to laymen. 
 
If you try to get by in your paper using light, easy reading produced by popular writers, 
you will do two things: 
  
 1) You will write a shallow paper that won’t be well supported and which won’t  
  get a good grade. 
 2) You will deny yourself the opportunity to explore deeply the truth in the area  
  of your topic—thus, you will have only “warmed over hash” to give the  
  people to whom you minister.  If you do the deeper reading required of a  
  good paper, you will be able, years later, to recall what you’ve learned and 
  to make it simple, clear and relevant to the people who will hear you  
  preach and teach. 
 
Seek out and use the best scholarly sources for your paper (even though they are often 
less “fun” to read and less “interesting” than the popular book). You owe it to yourself 
and to the people you minister to, both now and in coming years, to do the hard scholarly 
work now while you are in seminary. 
 
Dr. C. Fred Smith and Dr. Leo Percer 
Liberty Theological Seminary 
2005 
Used with permission 
 
Scholarly periodicals     Popular periodicals 
Called journals     Called magazines 
Written by experts     Flashy advertisements 
Reviews by experts     Sold at newsstands and checkout 
Peer-review process      counters 
Authoritative      Newspapers are considered popular 
Sold generally by the publisher    periodicals 
Lists author’s credentials    Brief articles, usually 1-5 pages 
Abstract      Trade papers are considered popular 
Biography       periodicals. 
Footnotes 
Bibliography 
Specialized vocabulary 
Longer in length 
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How to Evaluate a Website 

 
Questions to ask to help evaluate a website:  
 
• Who is the author? 
• What academic credentials does he/she have relative to this topic? 
• What is the author’s experience related to the topic? 
• What other kind(s) of credential(s) does the author have (such as a license or 

certificate)? 
• What is the author’s affiliation? 
• What else has the author published? 
• Is the author well-known in the field? 
• Is the site sponsored by a reputable and stable organization? 
• What is the sponsor’s philosophy? 
• Is the sponsor suitable to address this topic? 
• Do others recognize this organization? 
• Does this organization have any particular bias? 
• Does the author provide a bibliography? 
• Is the bibliography up to date? 
• Did the author prepare this information as a part of his or her professional duties, or 

does the author have some other relationship with the sponsor? 
• Is contact information given? 
• If the site is from another country, is it valid for the purpose of your research? 
 
 
 
Notes to remember to help evaluate a website:  
 
• Reliable Internet resources include postings by government agencies, articles by 

recognized scholars in a given field of study, and information gained from academic 
sites (e.g., a professor's class notes).   

• A full-text journal article read from the web is still a journal article.  The form in 
which it was read is irrelevant. 

• Anonymous articles are always treated as unreliable resources. 
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Primary Sources and Secondary Sources 
 
 
Primary sources are original, uninterpreted information. Such sources are generally 
written as first-hand accounts or direct evidence. Often they are memoirs, 
autobiographies, or oral histories.  They can be found in various formats: diaries, 
correspondence, film, or emails, to name a few. 
 
Examples:  

• Bible 
• Memoirs 
• Diaries 
• Autobiographies 
• Interviews with people 
• Letters 
• E-mails 
• Memos 
• Listservs 
• Blogs 
• Discussion threads 
• Meetings and minutes to meetings 
• Surveys 
• Government documents 

 
 
Secondary sources interpret, analyze or summarize.  These sources provide commentary 
upon, or analysis of, events, ideas, or primary sources.  
 
Examples:  

• Commentary on the Gospel of John 
• Review articles from scholarly journals 
• Scientific reports 
• Conference papers and proceedings 
• Handbooks 
• Databases 
• Newspaper articles that analyze events 
• Dictionaries and encyclopedias 
• Magazine articles 
• Multimedia that has been edited 
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Quoting Material 
 
Quoting is taking the exact words from an original source.  You should quote material 
when you believe the way the original author expresses an idea is the most effective 
means of communicating the point you want to make.  If you want to borrow an idea from 
an author, but do not need his or her exact words, you should try paraphrasing instead of 
quoting.   
 

• How often should I quote? 
 
Quote as infrequently as possible.  You never want your essay to become a series of 
connected quotations, because that leaves little room for your own ideas.  Most of the 
time, paraphrasing and summarizing your sources is sufficient. (But remember that you 
still have to cite them!)  If you think it’s important to quote something, an excellent rule 
of thumb is that for every line you quote, you should have at least two lines analyzing it.  
 

• How do I incorporate quotations in my paper? 
 
Most of the time, you can just identify a source and quote from it.  Sometimes, however, 
you will need to modify the words or format of the quotation in order to fit in your paper.  
Whenever you change the original words of your source, you must indicate that you have 
done so.  Otherwise, you would be claiming the original author used words that he or she 
did not use.  But be careful not to change too many words!  You could accidentally 
change the meaning of the quotation, and falsely claim the author said something he or 
she did not.   
 
For example, let’s say you want to quote from the following passage in an essay called 
“United Shareholders of America” by Jacob Weisberg:   
 
“The citizen-investor serves his fellow citizens badly by his inclination to withdraw from 
the community.  He tends to serve himself badly as well.  He does so by focusing his 
pursuit of happiness on something that very seldom makes people happy in the way they 
expect it to.” 
  
 When you quote, you generally want to be as concise as possible.  Keep only the 
material that is strictly relevant to your own ideas.  So here you would not want to quote 
the middle sentence, since it is repeated again in the more informative last sentence.  
However, just skipping it would not work – the final sentence would not make sense 
without it.  So, you have to change the wording a little bit.  In order to do so, you will 
need to use some editing symbols.  Your quotation might end up looking like this: 
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 In his essay, “United Shareholders of America,” Jacob Weisberg insists that 
“The citizen-investor serves his fellow citizens badly by his inclination to withdraw from 
the community.  He tends to serve himself badly. . .  by focusing his pursuit of happiness 
on something that very seldom makes people happy in the way they expect it to.”   
 
The ellipses (. . .) indicate that you have skipped over some words in order to condense 
the passage.  But even this version is still a bit lengthy – there is something else you can 
do to make it even more concise.  Try changing the last sentence from  
 
“He tends to serve himself badly. . . by focusing his pursuit of happiness on something 
that very seldom makes people happy in the way they expect it to.” 
 
to 
 
“He tends to serve himself badly. . . by focusing his pursuit of happiness on [money].” 
 
 
The brackets around the word [money] indicate that you have substituted that word for 
other words the author used.  To make a substitution this important, however, you had 
better be sure that “money” is what the final phrase meant – if the author intentionally left 
it ambiguous, you would be significantly altering his meaning.  That would make you 
guilty of fraudulent attribution.  In this case, however, the paragraph following the one 
quoted explains that the author is referring to money, so it is okay.   
 
 As a general rule, it is okay to make minor grammatical and stylistic changes to 
make the quoted material fit in your paper, but it is not okay to significantly alter the 
structure of the material or its content.   
 

• Quoting within Quotes   
 
 When you have “embedded quotes,” or quotations within quotations, you should 
switch from the normal quotation marks (“ ”) to single quotation marks (‘ ’) to show the 
difference.  For example, if an original passage by John Archer reads: 
 
The Mountain Coyote has been described as a “wily” and “single-minded” predator by 
zoologist Ima Warner.   
 
Your quotation might look like this: 
 
As John Archer explains, “The Mountain Coyote has been described as a ‘wily’ and 
‘single-minded’ predator by zoologist Ima Warner.” 
 
Note the double quotes surrounding the entire quotation, and the single quotes around the 
words quoted in the original.   
 

• How do I include long quotes in my paper? 
 
 The exact formatting requirements for long quotations differ depending on the 
citation style.  In general, however, if you are quoting more than 3 lines of material, you 
should do the following: 
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• Change the font to one noticeably smaller (in a document that is mostly 12 point font, 

you should use a 10 point font, for example) 
• Double indent the quotation – that means adjusting the left and right margins so that 

they are about one inch smaller than the main body of your paper. 
• If you have this option in your word-processor, “left-justify” the text.  That means 

make it so that each line begins in the same place, creating a straight line on the left 
side of the quotation, while the right side is jagged.  

• Do NOT use quotation marks for the entire quotation – the graphic changes you have 
made already (changing the font, double indenting, etc.) are enough to indicate that the 
material is quoted.  For quotations within that quotation, use normal quotation marks, 
not single ones. 

• You might want to skip 1.5 times the line-spacing you are using in the document 
before you begin the quotation and after it.  This is optional and depends on the style 
preferred by your instructor. 
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The following material was obtained from www.plagiarism.org 
from the research resources.  The materials are printable handouts 
for educators. 

 
 
 

Plagiarism 
 
Many people think of plagiarism as copying another’s work, or borrowing someone 
else’s original ideas.  But terms like “copying” and “borrowing” can disguise the 
seriousness of the offense: 
 
 According to the Merriam-Webster OnLine Dictionary, to “plagiarize” means 
• to steal and pass off (the ideas or words of another) as one's own  
• to use (another's production) without crediting the source 
• to commit literary theft  
• to present as new and original an idea or product derived from an existing source.   
 
In other words, plagiarism is an act of fraud.  It involves both stealing someone else’s 
work and lying about it afterward.   
 
But can words and ideas really be stolen? According to U.S. law, the answer is yes.  In 
the United States and many other countries, the expression of original ideas is considered 
intellectual property, and is protected by copyright laws, just like original inventions.  
Almost all forms of expression fall under copyright protection as long as they are 
recorded in some media (such as a book or a computer file).   
 
All of the following are considered plagiarism: 
• turning in someone else’s work as your own 
• copying words or ideas from someone else without giving credit 
• failing to put a quotation in quotation marks 
• giving incorrect information about the source of a quotation 
• changing words but copying the sentence structure of a source without giving credit 
• copying so many words or ideas from a source that it makes up the majority of your 

work, whether you give credit or not (See our section on “fair use” rules.) 
 
Attention!  Changing the words of an original source is not sufficient to prevent 
plagiarism.  If you have retained the essential idea of an original source, and have not 
cited it, then no matter how drastically you may have altered its context or presentation, 
you have still plagiarized. 
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Most cases of plagiarism can be avoided, however, by citing sources.  Simply 
acknowledging that certain material has been borrowed, and providing your audience 
with the information necessary to find that source, is usually enough to prevent 
plagiarism.    
 
 
Types of Plagiarism 
 
Anyone who has written or graded a paper knows that plagiarism is not always a black-
and-white issue.  The boundary between plagiarism and research is often unclear.  
Learning to recognize the various forms of plagiarism, especially the more ambiguous 
ones, is an important step in the fight to prevent it.  
 
SOURCES NOT CITED 
 
“The Ghost Writer”  

The writer turns in another’s work, word-for-word, as his or her own.   
 
“The Photocopy” 

The writer copies significant portions of text straight from a single source, 
without alteration.   
 
“The Potluck Paper” 

The writer tries to disguise plagiarism by copying from several different sources, 
tweaking the sentences to make them fit together while retaining most of the original 
phrasing.   
 
“The Poor Disguise”  

Although the writer has retained the essential content of the source, he or she has 
altered the paper’s appearance slightly by changing key words and phrases.   
 
“The Labor of Laziness”  

The writer takes the time to paraphrase most of the paper from other sources and 
make it all fit together, instead of spending the same effort on original work.   
 
“The Self-Stealer” 

The writer “borrows” generously from his or her previous work, violating policies 
concerning the expectation of originality adopted by most academic institutions.  
 
SOURCES CITED  (but still plagiarized!) 
 
“The Forgotten Footnote” 

The writer mentions an author’s name for a source, but neglects to include 
specific information on the location of the material referenced.  This often masks other 
forms of plagiarism by obscuring source locations.     
 
“The Misinformer” 

The writer provides inaccurate information regarding the sources, making it 
impossible to find them.   
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“The Too-Perfect Paraphrase” 
The writer properly cites a source, but neglects to put in quotation marks text that 

has been copied word-for-word, or close to it.  Although attributing the basic ideas to the 
source, the writer is falsely claiming original presentation and interpretation of the 
information. 
 
“The Resourceful Citer” 

The writer properly cites all sources, paraphrasing and using quotations 
appropriately.  The catch?  The paper contains almost no original work!  It is sometimes 
difficult to spot this form of plagiarism because it looks like any other well-researched 
document.   
 
“The Perfect Crime” 

Well, we all know it doesn’t exist.  In this case, the writer properly quotes and 
cites sources in some places, but goes on to paraphrase other arguments from those 
sources without citation.  This way, the writer tries to pass off the paraphrased material as 
his or her own analysis of the cited material.    
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Plagiarism Tutorial 

 
 
http://www.lib.usm.edu/legacy/plag/plagiarismtutorial.php 
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Academic Honesty at Heritage Christian University 
rev. 2010 05 21 

Heritage Christian University is dedicated to Christian service, Biblical scholarship, 
Christian leadership, and to the principles of honesty, fairness, respect, and 
accountability. Students commit to reflect upon and uphold these principles in all 
academic and non-academic endeavors, and to protect and promote integrity. 
Read the following information carefully.  Then complete the student commitment at the 
end. 
Types of Academic Dishonesty 
Plagiarism: Stealing Words and Ideas 
Many people think plagiarism is copying another’s work, or borrowing someone else’s 
original ideas. But terms like “copying” and “borrowing” can disguise the seriousness of 
the offense. 
According to the Merriam-Webster Online Dictionary, to “plagiarize” means: 
 to steal and pass off (the ideas or words of another) as one’s own; 
 to use (another’s production) without crediting the source; 
 to commit literary theft; 
 to present as new and original an idea or product derived from an existing source. 
Plagiarism is the intentional or unintentional presenting of another’s words or ideas 
without clear and proper acknowledgement.  Intentional plagiarism is an act of fraud. It 
involves both stealing someone else’s work and lying about it afterward.   
But can words and ideas really be stolen?  According to U.S. law, the answer is yes. The 
expression of original ideas is considered intellectual property, and it is protected by 
copyright laws, just like original inventions. Almost all forms of expression fall under 
copyright protection as long as they are recorded in some way, such as in a book or a 
computer file.  
Plagiarism may include but is not limited to: 

1. Using the exact words, even short phrases, from a source without quotation 
marks and/or without proper citation 

2. Using the sentence structure of an author without proper citation 
3. Paraphrasing ideas or words obtained from a source without proper citation 
4. Summarizing ideas obtained from a source without proper citation 
5. Attributing material to a source other than the source from which the material 

was obtained (faking citations) 
6. Submitting work prepared by someone else, including work obtained from 

internet essay sites or other students  
7. Helping other students to plagiarize on an essay or during a test by allowing 

them to copy or transmitting answers to them  in other ways  
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8. Using an assignment for more than one class without the express 
permission of both instructors 

9. Citing a source in the text of a paper but not providing full documentation of 
the source in a bibliography or works cited page, or documenting sources on a 
works cited page or bibliography but not providing source citation in the text 
of the paper 

10. Writing a group paper which each student turns in as his or her own work 
11. Failing to put a quotation in quotation marks 
12. Copying so many words or ideas from a source that it makes up the majority 

of your work, whether you give credit or not.  
Most cases of plagiarism can be avoided, however, by citing sources. Simply 
acknowledging that certain material has been borrowed, and providing your audience 
with the information necessary to find that source, is usually enough to prevent 
plagiarism.  
Cheating:   
Cheating includes using unauthorized notes, study aids, technology, or other devices 
during an examination or quiz; looking at another student’s work during the examination 
or quiz when collaboration is not allowed; trying to communicate with others in order to 
get help during an examination or quiz; preparing a written answer to an exam question 
prior to the examination period and submitting as an in-class essay; bringing an entire 
essay to an exam period when only an outline is allowed and pretending that the essay 
was written in class. 
Fabrication and Falsification:   
These include purposely altering information or inventing information, citation, or data.   
Some examples may include: 
1.   A student changes a graded work and then challenges the instructor’s evaluation. 
2.   A student invents a reference source or provides a false claim of how the information 
was gathered or collected; false citation of a source of information (e.g. listing an author, 
title, or page number as the source for the obtained information, but the material actually 
came from another source).  (See also plagiarism.) 
3.  A student forges signatures or falsifies information on forms, such as drop/add forms,      
incomplete forms, petitions, letters of excuse or permission, grade reports, or any other 
official university document. 
Multiple Submission:  
This includes submitting the same work or substantial portions of the same work in a 
course for credit more than once without the permission of the instructor; submitting the 
same work in more than one course without the permission of both instructors. (See also 
plagiarism.) 
Complicity:  
This includes knowingly allowing another student to copy one’s work during an 
examination or knowingly allowing another student to copy one’s essay, research project, 
or other assignments; failing to adequately protect test answers, notes, essays, or other 
projects or assignments. 
Abuse of Academic Materials:  
This includes purposely destroying, stealing, or making materials inaccessible for others; 
removing materials from the library without formally checking them out; refusing to 
return reserved materials. 
Unauthorized Possession:  
This includes buying or stealing exams; selling exams; failing to return exams to the 
instructor; photocopying exams; any unauthorized possession of exams.  
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Misrepresentation:  
This includes taking an exam or quiz or completing any academic assignment for another 
person; having someone do the same for him/her. 
Sources used: 
www.una.edu/english/Forms%20of%20Academic%20Dishonesty.doc 
www.plagiarism.org 
For further information: 
http://www.una.edu/library/help/plagiarism-students.html  (Student Guide to Plagiarism) 
http://www.wpacouncil.org/node/9 (Defining and Avoiding Plagiarism) 
http://www.lib.usm.edu/legacy/plag/plagiarismtutorial.php (Plagiarism Tutorial) 
Consequences for Academic Dishonesty: 
First proven offense: failure of the course.  Written report to Vice-President of Academic 
Affairs to be placed in student’s folder. Mandatory completion of Plagiarism Tutorial and 
passing of the Plagiarism Quiz after viewing of the plagiarism material. The “F” does not 
stay on the transcript once the course is retaken. 
Second proven offense: failure of the course and suspension from university for two 
semesters.  Written report to Vice-President of Academic Affairs to be placed in student’s 
folder. Mandatory completion of Plagiarism Tutorial and passing of the Plagiarism Quiz 
after viewing of the plagiarism material. The completion of the reworking of the “paper” 
that was plagiarized that is academically honest but for no credit.  The “F” for the course 
remains on the transcript. After the two semesters the Vice-President of Academic 
Affairs can decide whether the student is eligible to reapply to the university.   
Third proven offense, failure of the course and lifetime expulsion from the university. 
Written report to Vice-President of Academic Affairs to be placed in student’s folder. 
The “F” for the course remains on the transcript. 
This protocol will apply to offenses committed even during the same semester in 
different courses.  
 
 
Student Commitment to Academic Honesty: 
A copy of this signed commitment will be kept in the student’s file. 
I understand the information contained in the document, “Academic Honesty at Heritage 
Christian University.”  I agree to abide by these policies and face the consequences for 
non-compliance.  I realize that I may be asked to make a similar pledge at the beginning 
of each course, with the submission of each assignment, and/or with the taking of each 
exam.  If I am a Distance Learning student, I understand that HCU will contact my 
proctor to insure academic honesty in exams and other assignments. 
 
Student Name: _________________  Signature: ______________________   
 
Date: _________ 
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“… There is no new thing under the 
sun.” Ecclesiastes 1:9 

 
When in doubt, cite the source. 

 
Give credit where credit is due. 
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20 Most Common Grammar Mistakes 

 
• Missing comma after an introductory element 
• Vague pronoun reference 
• Missing comma in a compound sentence 
• Wrong word 
• Missing comma(s) with a nonrestrictive element 
• Wrong or missing verb ending 
• Wrong or missing preposition 
• Comma splice 
• Missing or misplaced possessive apostrophe 
• Unnecessary shift in tense 
• Unnecessary shift in pronoun 
• Sentence fragment 
• Wrong tense or verb form 
• Lack of subject-verb agreement 
• Missing comma in a series 
• Lack of agreement between pronoun and antecedent 
• Unnecessary comma(s) with a restrictive element 
• Fused sentence (also known as a run-on sentence) 
• Misplaced or dangling modifier 
• Its/It's confusion 

 
Helpful books 
 
Azar, Betty Schrampfer, and Stacy A. Hagen. Understanding and Using English 
 Grammar: With Answer Key. 4th ed. White Plains, N.Y.: Pearson Education, 
 2009. 
 
Brimeyer, James L. You’ve Gotta Have HEART in Your Writing. 4th ed. Aloha, Ore.: 
 Uncial  Press, 2009. 
 
Forgarty, Mignon. Grammar Girl’s Quick and Dirty Tips for Better Writing. New York: 
 Henry Holt, 2008. 
 
Glenn, Cheryl, and Loretta Gray. Hodges’ Harbrace Handbook. 17th ed. Boston: 
 Thomson, 2010. 
 
Lunsford, Andrea A. The Everyday Writer. 2nd ed. Boston: Bedford/St. Martin’s, 2001.  
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Straus, Jane. The Blue Book of Grammar and Punctuation. 10th ed. San Francisco: 
 Jossey- Bass, 2008. 
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Student Supplement for The SBL Handbook of Style 
 
 
http://www.sbl-site.org/assets/pdfs/pubs/SBLHSsupp2015-02.pdf 
 
 
You would be wise to print off this PDF file.  The supplement will be helpful as you 
prepare SBL style papers. It includes how to avoid common mistakes when writing 
papers and how to format correctly using the SBL style. Samples are also included. 
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SBL Examples 
 

 **Article in an Encyclopedia or a Dictionary 6.3.6 
 
1. Stanley D. Walters, “Jacob Narrative,” ABD 3:599–609. 
 
Walters, Stanley D. “Jacob Narrative.” ABD 3:599–609.  
 
**Unsigned Article in an Encyclopedia or a Dictionary 
 
11. ”Scalp,” Wycliffe Bible Dictionary, 1532. 
 
Pfeiffer, Charles F. Howard F. Vos, and John Rea, eds. Wycliffe Bible Dictionary. 
 Peabody, MA: Hendrickson,  1975. 
 
**Multivolume Dictionary when citing only the complete work 6.4.10 
 
Freedman, David Noel, ed. The Anchor Bible Dictionary. 6 vols. New York: Doubleday, 
 1992. 
 
**Article in a Single volume Commentary 6.4.9 
 
2. Jack G. Partain, “Numbers,” in Mercer Commentary on the Bible, ed. Watson E. Mills 
et al.; (Macon, Ga.: Mercer University Press, 1995), 175–79. 
 
Partain, Jack G. “Numbers.” Pages 175–79 in Mercer Commentary on the Bible. Edited 
 by Watson E. Mills et  al. Macon, Ga.: Mercer University Press, 1995. 
 
**Multivolume Commentary by one author in a series 6.4.10 
 
3. Claus Westermann, Genesis 12–36, trans. John J. Scullion; CC (Minneapolis: Fortress, 
1995), 25. 
 
Westermann, Claus. Genesis 12–36. Translated by John J. Scullion. CC. Minneapolis: 
 Fortress, 1995. 
 
4. Mitchell Dahood, Psalms I, 1–50, AB 16 (Garden City, NY: Doubleday, 1965), 44. 
 
5. Mitchell Dahood, Psalms II, 51–100, AB 17 (Garden City, NY: Doubleday, 1968), 
347. 
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Dahood, Mitchell. Psalms. 3 vols. AB 16–17A. Garden City, NY: Doubleday, 1965–
 1970. 
 
Dahood, Mitchell. Psalms I, 1–50. Vol. 1 of Psalms. AB 16. Garden City, NY: 
 Doubleday, 1965. 
 
Dahood, Mitchell. Psalms II, 51–100. Vol. 2 of Psalms. AB 17. Garden City, NY: 
 Doubleday, 1968. 
 
**An Article in an Edited Volume 6.2.12  
 
6. Patrick D. Miller, NIB 6:577. 
 
Miller, Patrick D. “The Book of Jeremiah: Introduction, Commentary, and Reflections.” 
 Pages 553–926 in Introduction to Prophetic Literature, Isaiah, Jeremiah, Baruch, 
 Letter of Jeremiah, Lamentation, Ezekiel. Vol. 6 of NIB. Edited by Leander E. 
 Keck. Nashville: Abingdon, 2011. 
 
7. Harold W. Attridge, “Jewish Historiography,” in Early Judaism and Its Modern 
Interpreters, ed. R. A. Kraft and G. W. E. Nickelsburg (Philadelphia: Fortress, 1986), 
311–43. 
 
Attridge, Harold W. “Jewish Historiography.” Pages 311–43 in Early Judaism and Its 
  Modern Interpreters.  Edited by R. A. Kraft and G. W. E. Nickelsburg. 
 Philadelphia: Fortress, 1986. 
 
**An Article in a Festschrift 6.2.13 
 
8. John Van Seters, “The Theology of the Yahwist: A Preliminary Sketch,” in “Wer ist 
wie du, Herr, unter den Gottern?”: Studien sur Theologie und Religionsgeschichte 
Israels, ed. I. Kottsieper et al. (Gottingen: Vanderhoeck & Ruprecht, 1995), 219–28. 
 
Van Seters, John. “The Theology of the Yahwist: A Preliminary Sketch.” Pages 219–28 
 in “Wer ist sie du, Herr, unter den Gottern?”: Studien zur Theologie und 
 Religionsgeschichte Israels. Edited by I. Koppsieper et al. Gottingen: 
 Vanderhoeck & Ruprecht, 1995. 
 
**A Revised Edition 6.2.16 
 
9. James B. Pritchard, ed. Ancient Near Eastern Texts Relating to the Old Testament, 3d 
ed. (Princeton: Princeton University Press, 1969), xxi. 
 
Pritchard, James B. ed. Ancient Near Eastern Texts Relating to the Old Testament. 3d. ed. 
 Princeton: Princeton University Press, 1969. 
 
**A Work in a Series 6.2.24 
 
12. Otfried Hofius, Paulusstudien, WUNT 51 (Tubingen: Mohr Siebeck, 1989), 122. 
 
Hofius, Otfried. Paulusstudien. WUNT 51. Tubingen: Mohr Siebeck, 1989. 
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**A Journal Article 6.3.1 
 
11. Blake Leyerle, “John Chrysostom on the Gaze,” JECS 1 (1993): 159–74. 
 
Leyerle, Blake. “John Chrysostom on the Gaze.” JECS 1(1993): 159–74. 
 
**An Article in a Lexicon or a Theological Dictionary 6.3.7 
 
12. K. Dahn, W. Liefeld, “See, Vision, Eye,” NIDNTT 3:511–21. 
 
Brown, Colin, ed. New International Dictionary of New Testament Theology. 4 vols. 
 Grand Rapids: Zondervan,  1975–1985. 
 
**A Book by a Single Author 6.2.1 
 
13. Charles H. Talbert, Reading John: A Literary and Theological Commentary on the 
 Fourth Gospel and the Johannine Epistles (New York: Crossroad, 1992), 127. 
 
Talbert, Charles H. Reading John: A Literary and Theological Commentary on the 
 Fourth Gospel and the Johannine Epistles. New York: Crossroad, 1992. 
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Copyright and Its Laws 
 
Works created by a person or group of persons is owned by them.  Copyright is the 
ownership of that work.  The work can include books, articles, musical scores, lyrics, and 
films.  The owners (creators) can then sell the rights to publishers and other companies, 
usually for a profit. Thus, the publisher becomes the owner. 
 
Laws are created by the United States government to protect the creators of the works.  
These laws are broad, extensive, and often ambiguous.  Laws are frequently challenged 
and change over the course of time.  
 
Works that you create are yours, and you should be proud of the work you do.  You 
would not be inclined to have someone take your work and state that he or she created it, 
refusing to give you credit for it.  The same goes for everyone else.  The person who put 
time, effort, and energy into the product should be given credit. 
 
Copyright generally deals with the limits imposed on the reproduction of a work, the 
manner in which a work can be reproduced, and the legal treatment of the work (e.g., sold 
for profit).  Generally, materials cannot be put into a new format (e.g., print to digital) 
without permission from the owner.  All permission needs to be in writing when dealing 
with copyright. 
 
“Fair Use” practice allows educators and librarians opportunities to copy materials for 
educational use.  This is why educators can make copies of materials and give to 
students.  There are, however, restrictions to this as well. Again, how much of the work is 
being copied, how the material is “packaged” and either sold or given to the student, and 
how often the piece of work is used is all regulated.  No more than one article out of any 
given issue of a journal can be used for any one class.  Materials cannot be packaged into 
a “book” form and sold for profit. Teachers are not to use the same work repeatedly for a 
class.   
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Created 7.4.07; Revised 8.16.10; 10.02.15 
 
US Copyright Law seems to be in a state of major confusion.  It will always be the policy 
of Heritage Christian University to comply fully with the law. Until the courts bring 
clarification to the application of existing laws, the policy of Heritage Christian 
University is as follows: 
 
1. Do not post copyright protected material in any electronic form for student access. 
 
2. Do not create “print packs” of copyright protected material for student access.   
 NOTE: This restriction applies even if the “packs” are made available free or on 
 non-profit basis. 
 
3. Do not copy or require the copying of the same specific articles term after term. 
 
4. Use copyright protected electronic materials (video, digital material, etc.) only in 
 the classroom setting, unless you secure permission to use over the internet. 
 
5. Assign copyright protected reading to students only if they meet one of the 
 following conditions: 
 -The material is available to students online (ATLAS, EBSCO, etc). 
 -HCU holds permission from the copyright holder to copy the material for  
   classroom use. 
 -Students can purchase the material. 
 -OML can legally make the material available as requested by individual students.   
 -NOTE: It appears that current law excludes transmission of copyright protected  
   material by electronic means. Library staff will, as allowed by law, copy and 
   mail individually requested materials to students. 
 
6. Alternatives that will assist in compliance with the statements above include: 
 a. The teacher presents a summary of key articles to the class. 
 b. Individual students, respectively, present a summary of key articles to the  
  class.  (e.g., each key article is assigned to only one student who reviews  
  and reports to  the class.) 
 c. Expand the use of textbooks. 
 d. Give preference (in assignments) to articles available through ATLAS. 
 
     We acknowledge that these recommendations will change instructional procedures for 
some of you. We acknowledge that this will be inconvenient.  However, we are unable to 
identify a policy that allows unrestricted use of copyright protected material, even for 
educational purposes.   
 
 
For further information: http://librarycopyright.net/resources/digitalslider/ 
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