Kingsley |Community|- Developing and Equipping People to Serve in and Through the Local Church to Shape their Community
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From the Principal::

Thankyou for taking the time to consider studying at Kingsley. Kingsley exists to serve the whole Christian church by providing practical accredited theological education and training.

Kingsley is committed to helping people be thoroughly prepared to fulfil the call that God is placing on their life. We believe that God calls all His people to minister in and through the local church. 

Kingsley serves the church by developing and equipping people through His transforming power to carry out His mission. 

Some people will be preparing for a vocation in Christian ministry in pastoral work, Christian education, mission or Christian counselling. Others will need to be equipped to live out their Christian faith and ministry in their workplace, community, family or church. 

Whatever your calling, Kingsley has the programs to help you become empowered and passionate in shaping your world – wherever that may be. 

Kingsley is also committed to spiritual formation. Our training is based on the spiritual development of individuals as they grow in God’s grace and are transformed into the likeness of Christ. We are excited about having you become part of Kingsley |Community| and sharing in the exciting possibilities of ministry in God’s kingdom. 

Rev. Kevin Brown, Principal of Kingsley Australia
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About Kingsley |Community|::

Background 
Kingsley |Community| is a local church based training program that is designed to equip people to serve in and through their local church to have an impact on their community and the world. 

Kingsley |Community| offers study from Certificate IV, Diploma, Advanced Diploma to Vocational Graduate Certificate. The Certificate IV in Christian Ministry and Theology is an award that can be completed in 8 subject including electives. This can be studied fulltime in one year or part time over several years.  Having completed the Certificate IV, students can continue on to study the Diploma in Christian Ministry and Theology as a second year of full time study. Those seeking an equipping for further ministry can enrol into the Advanced Diploma or Vocational Graduate Certificate in Christian Ministry and Theology and study at an academic level that is increasingly challenging.  

Where can Kingsley |Community| be Delivered?

Kingsley |Community| is delivered through the Kingsley Ministry Training Network in local churches and regional centres throughout Australia as well as Kingsley Community College in Melbourne. It is offered in partnership with ACOM (Australian College of Ministries), the Registered Training Organisation. 

Kingsley |Community| study involves face to face instruction, group work, local church internships and coaching/mentoring with local church leaders. Assessment could also include a short term cross cultural experience in Australia or overseas. All subjects are also available by distance education.

Purpose Statement

Through the transforming power of the Gospel of Jesus Christ, Kingsley develops and equips people to become empowered and passionate in shaping their world.

Accreditation::

[image: image2.png]oot

australian college of ministries



The Course

Satisfactory completion of the course fulfills the requirements a Certificate IV in Christian Ministry and Theology.  This qualification is recognised nationally under The Australian Qualifications Framework (AQTF). The Certificate IV in Christian Ministry consists of one year of full time study and is comprised of 6 core competencies plus 140 hours of electives.
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The Registered Training Organisation

Kingsley |Community| is a Partner Training Institute of the Australian College of Ministries Training Network. ACOM is an RTO and is registered in NSW. 

RTO Provider #90965


Government Assistance

Individuals may qualify for Austudy, Abstudy or Youth Allowance depending on their circumstances through an application to CentreLink. Students should apply directly to their local CentreLink office following application into the Certificate IV or Diploma.

Subjects::

Certificate IV Subjects

Each student will be required to complete 6 competencies plus 140 hours of electives for the Certificate IV in Christian Ministry and Theology. Listed below are the competency codes and the subject options available to complete the competency.   

1.
CMT007 The Church in History: This subject will be a journey through the history of the church to where it is today. It will include a discussion of what the Church of the future might be as students realise their place in its future.

or

CMT007 Wesleyan Theology: During the 18th Century John Wesley drew from the Scriptures and church history to preach and write of an understanding of God that is distinctively Wesleyan. John Wesley’s experience and ministry as a pastor/evangelist lead him to write of his search for an authentic Christian experience. This subject is an exciting study of the distinctives that were not new with Wesley, but have since become known as a Wesleyan approach to salvation, sin, grace, love and the doctrine of the church.   

2. 
CMT008 Introduction to the Old Testament: Introduction to the Old Testament takes each student back to foundations. Beginning with Genesis a foundation to understand the world, sin, God and humanity is built. A foundation built from the building blocks of the Old Testament then becomes a firm basis upon which to build our lives. Students will gain a greater appreciation for God’s work in the world and history, His patience, and His ongoing desire to see men, women and children in relationship with Him. 

or

CMT008 The Story of the Bible: The Story of the Bible seeks to introduce the student to the contexts of both the revelation and the record of Gods mission, so that the student is able to read scripture within its context. It will also help the student to gain an overview of Gods working with people and, in particular, Gods use of leaders to accomplish His mission. 

3.
CMT009 Introduction to the New Testament: Digging deep into the New Testament will be an encounter with the greatest story ever told. Through reading, discussion and study students will come to understand more of Jesus, the first church, letters of pastoral care, and finally the mighty vision of John. Moving beyond information about the New Testament students will be challenged to apply what they learn. A study of Jesus and His first church is a call to live in a way that reflects the power and principles of the New Testament. 

or

 
CMT009 The Jesus I Never Knew: The Jesus I Never Knew is a subject which will enable the student to see Jesus as they have never seen Him before. The student will be able to discern the values and plans of Jesus as they study with fresh insight. Students will then be able to follow Jesus in more ways, and live life by the values that He sees as important.  

4. 
CMT010 Basic Christian Beliefs: By studying Basic Christian Beliefs you will learn about the Bible, the characteristics of God, how God created humans in his own image, what God has done for us in Christ, the purpose of the church and much more. Basic Christian Beliefs in an excellent foundational subject for Christian life and ministry. 


5.
CMT011 Spiritual Formation: Through the centuries Christian people have longed for their lives to be formed into the image of Christ. Students will gain an overview of several avenues for spiritual formation and ultimately be challenged in regard to their own spiritual journey and maturity. 

or

CMT011 Wesleyan History: Very often the best way forward for Christians and the church is to first look back to learn from their past. The God empowered movement begun with John and Charles Wesley continues to shape the church as a whole and particularly their spiritual children. The study of Wesleyan History is an essential look in the rear view mirror to better move forward with purpose and God’s power and purity. 

6. 
CMT012 Communicating Your Faith: An examination of the biblical call to personal evangelism will then lead students into opportunities to consider several tools for personal evangelism. Students will become better equipped at explaining their faith and calling others to consider the claims of Christ. 

or



CMT012 Introduction to Preaching: In an age when preaching may be viewed with suspicion, it is even more important to know how to be God’s spokesperson. Introduction to Preaching gives solid tools for studying the Bible and then the skills to communicate what God says clearly and appropriately. 

140 Hours of Electives: 

- 
CHCCD509C Small Group Leadership: Small groups are an essential part of ministry both for pastoral and educational reasons. Students will consider how best to use small groups in their ministry settings and develop skills as leaders of small groups. (64 hours)

or 

CHCCD509C Introduction to Christian Leadership: This subject in Christian Leadership is designed to equip the Christian with the knowledge and personal life skills foundational to on-going involvement in Christian ministry, ministry that is consistent with the Biblical criteria for Christian leadership and service. (64 hours)

- 
CHCCD401D Finding Your Place In Ministry: God continues to empower His people for effective ministry. Students will be able to consider God’s call, better understand their gifts and discover their place in ministry. In turn students will be able to then help others in the journey of discovering where they can best serve God, His Church and their community. (40 hours)

- 
CHCCOM403A & CHCGROUP403D Worship Ministry: Worship is at the heart of all we do as Christians. Worship Ministry will allow students to consider the place of worship in the life of the church. Students will develop and hone skills in leading others in praise and worship of our great God. (100 hours)  

or

CHCCOM403A & CHCGROUP403D Children’s Ministry: We are in a climate of ministry where families are breaking down and are looking for help, and yet studies show us that the church is reaching only three percent of Australia’s children with the message of Jesus Christ. Children’s Ministry will encourage the passion of students seeking to work with children, and give foundational skills required for effective children’s ministry. (100 hours)

or

CHCCOM403A & CHCGROUP403D Youth Ministry: This course is designed to develop in students the basic knowledge and skills appropriate for working with youth in a school, church or community context. Areas covered include youth and their problems in 21st century Australia; issues involved in working with young people; the legal, social, economic and political context of youth work; ethical issues in youth work; and running an effective Christian youth ministry. (100 hrs)

How are the subjects organised? 

Individual subjects within the Certificate will be offered in a variety of ways. At times you will need to read through chapters of a book, answer some questions related to your reading and then talk through your discoveries when you meet with others studying the same subject. Some subjects will require preparation of presentations to be given before your class, while other assessment may be made through written assignments, quizzes or exams. The form of study and assessment is designed to help you develop know-how and practical skills for ministry.     

Can I Transfer this Study into a Degree?

The Certificate IV in Christian Ministry and Theology and Diploma of Christian Ministry and Theology can gain credit into the degree program of colleges partnering with Kingsley Australia. Partner colleges include the Nazarene Theological College in Brisbane, Booth College in Sydney and Tabor Victoria in Melbourne. 

Is it possible to study as an Audit Student? 

Yes, in other words, students will be able to join a class and be part of the regular discussion but need not complete the assessment tasks. No credit will be earned for participation in class time, however much can be learnt through reading and discussion. The intention of offering audit study is to bless the local church and community by offering affordable involvement in a class for those who do not want to receive credit for their study.   

Fees and Responsibilities::

What does it cost?

Each Kingsley |Community| Training Centre will be responsible for setting their own fees for students, ask your local Training Centre for information regarding fees, subjects offered and commencement dates for study.   

Who is responsible for what? 

Kingsley |Community| Training Centres are responsible to; set a budget for payment to facilitators, arrange for training of facilitators, provide facilities for delivery, and handle general office, stationary and local administration costs. As students you will be in contact with your local Kingsley |Community| Training Centre, however if subjects that you require to complete your Certificate are not offered locally you can complete subjects through other Kingsley |Community| Training Centres, or directly through Kingsley Community College in Melbourne.  

As a student you will register and pay for subjects at your local Training Centre. Your local trainer will assist you with your study and notify you of your final grade when each subject is completed. Each Kingsley |Community| Training Centre will make sure that the record of your registration and study results are communicated to Kingsley Australia.   

At the conclusion of your Certificate studies the local Training Centre will arrange for presentation of your Certificate IV in Christian Ministry and Theology.

Kingsley Australia will cover the costs of course development, basic course materials, overall administration, maintaining student records, maintaining a web site and general promotion. As part of the overall supervision of each Kingsley |Community| Training Centre, Kingsley will also moderate assessment of students and ensure that a high quality training experience is provided for students. At the completion of the Certificate IV in Christian Ministry and Theology, Kingsley will arrange for the official certificate and forward it to your Training Centre. 

Recognised Prior Learning::

Introduction

Recognised Prior Learning (RPL) is available for all Qualifications taught through Kingsley |Community|.  RPL is a process through which students can apply to have recognized existing competency within a qualification. This can only be done by direct application to ACOM, Kingsley |Community|’s accrediting agent. 
Application

If you would like to apply for RPL for any part of the available qualifications please contact the staff at the LocalNet office. Contact details can be found on the ACOM website;  

http://www.acom.edu.au/page/126/Contact+the+Voc+Ed+Team
Or via the National Help Desk which is a free call available during business hours on 1800 672 692.
Policies and Procedures::

Student Orientation

Kingsley |Community| is committed to ensuring that all new students are oriented to the expectations and privileges which are theirs as Kingsley |Community| students. A time for orientation is generally part of the first day of classes, for example the beginning of a new semester, or a new year as appropriate.

Your student orientation program will include:

· Information about the operation of your Local Training Center and Kingsley |Community|

· An outline of Kingsley |Community| Access and Equity Policy, Bullying and Sexual Harassment Policy, Occupational Health and Safety Procedures, Fees and Refunds.

· An introduction to important staff and how to contact them

· Information about Recognised Prior Learning (RPL) and Mutual Recognition

· An introduction to academic expectations. 

Assessment

If a student is assessed as Not Yet Competent, the Assessor/s shall determine what has not been achieved and provide appropriate help towards competency. If after continued re-assessment by the Assessor the participant does not satisfy the required achievement level/s, then the Assessor shall:

· lodge the assessment results with the Director of Studies at Kingsley and,

· provide a written report to the Director of Studies, Kingsley following the re-assessment.

Any student who is assessed as Not Yet Competent and wishes to dispute their assessment can do so through a written application to the LocalNet Director (ACOM), according to the Kingsley |Community| grievance procedure.

Mutual Recognition

Upon application, discussion and interviews, credits are granted on the basis of certificates issued by other RTO’s as either Mutual Recognition (MR) and/or RPL. Information on RPL procedures are described above. Applications for Mutual Recognition can be made directly to the LocalNet Director (ACOM).

Student Welfare and Guidance Services

The local Coordinator of each Kingsley |Community| training centre is available to contact for any inquiries about your course, questions about the processes of Kingsley |Community|, or for raising issues you may have of a welfare nature which require assistance.

The Coordinator can also give you advice on the shape of your course and keep you informed about competencies you have completed and what areas of the course you still need to complete. 

Disputes

Kingsley |Community| is committed to resolving any difficulties students have with Kingsley |Community| procedures and staff. All parties involved in the grievance/dispute or complaint are expected to maintain confidentiality with respect for all individuals who may be involved in the dispute in any way. Confrontation is avoided and every effort made to reach a conciliatory and satisfactory agreement for all parties concerned. 

Students and staff should make every effort to resolve any dispute initially at the level at which the incident occurs.

Any student who wishes to appeal against a decision relating to his/her studies shall consult, in the first instance, with the trainer concerned.

If an agreement is not reached between the student and the Kingsley |Community| trainer or local Coordinator a request in writing should be delivered to the LocalNet (ACOM) Head Office for a final meeting of all parties involved in the incident. The request will be addressed within fourteen (14) days of receipt of such a request.

At a mutually agreeable time all parties should endeavour to solve the problem and resolve the appeal, grievance or complaint to enable all parties to feel good about themselves : a win, win situation.

If an agreement is not reached between the student and ACOM, the matter would be reviewed by the Sydney College of Divinity Academic Board. The decision of the Academic Board shall be final.

Access & Equity

Kingsley |Community| will ensure programs and services are relevant, accessible, fair and inclusive for all who agree with the philosophy and training levels of Kingsley |Community| by: 

· promoting courses to the Christian and wider community in a manner that includes and reflects the diverse nature of Christian denominations 

· ensuring all prospective participants are well informed on the options available to meet their individual training needs

· ensuring women, people with disabilities, those from differing age groups or, from culturally and linguistically diverse backgrounds, Aboriginal and Torres Strait Islander peoples with differing language and literacy skills are able to gain access to the training 

The local Coordinators and the Kingsley Australia Director of Studies shall monitor policy compliance requirements. If you have any questions regarding access and equity or you need to lodge a complaint please contact your local Kingsley |Community| Coordinator and if need be, the Director of Studies at Kingsley Australia. 

Occupational, Health and Safety

Kingsley |Community| has a responsibility to provide a safe, healthy workplace for its staff, volunteers, trainers, and students, by providing a working environment that is safe and healthy to function in. It seeks to do this by:

· complying with the requirements of the Workplace Health and Safety Act in your state. 

· informing students and staff of such matters as; exits and the assembly area in the event of a fire, location of fire extinguishers, location of first aid kits, contact details for Centre Coordinator for reporting of OH&S concerns. 

· by adopting risk management systems designed to optimize risk assessment and minimize risk.

· instilling a conscious attitude of safety through education and review processes.

· reporting and reviewing accidents for changes to practices.

· proficiently managing injury or accident situations, and therapy thereof.

· elimination of habits that could lead to accidents and/or injury.

Students shall:

· comply with any instruction given by the local Coordinator on matters relating to Workplace Health and Safety.

· use any personal protective equipment as supplied, required and legislated for the task be it supplied by the organization, subcontractor or self-employed person

· ensure those using protective equipment have been trained in the use thereof; (note any student who has not been trained shall immediately inform the Coordinator).

· Take reasonable care for their own safety and of other persons who may be affected by their actions or omissions.

· Report to their Supervisor/Coordinator any situation which they have reason to believe could present a hazard which they themselves cannot correct. 

· not misuse or abuse items or processes designed to provide OH&S at the workplace.

· not seek to use equipment for which they have not been trained

· Report any accident, near miss or injury to health which arises in the course of or in connection with their work or study.

Discrimination, Workplace Harassment and Unacceptable Behaviour

Kingsley |Community| is committed to ensuring that all staff and students have a place of work and study free from all forms of discrimination, harassment and bullying. Kingsley |Community| believes that all employees and students have the right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive, or disruptive, including sexual harassment. 

If you have any concerns or complaints regarding discrimination, work place harassment or what you believe to be unacceptable behaviour please see your local Coordinator, and if need be, contact the Director of Studies; Kingsley. 
Privacy Policy

Kingsley |Community| acknowledges and respects the privacy of individuals.

Collection and Use of Information.

Collection and use of an individual’s private information shall be subject to the following guidelines:

· The individual knows of and consents to the collection.

· The information shall be used for the purposes for which it was collected, e.g.:

· Training methodology.

· Mailing of information relevant to the person, etc.

· No disclosure to a third-party without the individual’s consent.

· No disclosure to other institutions and authorities unless required by law.

· Access by the individual to their recorded information within 14 days of receiving a written request.

· Information protection and usage restricted to those persons responsible for its maintenance and usage, e.g.,

· Computer password protection.

· Hard copies in lockable filing cabinets.

· Access limited to authorized personnel.

· All transfers and collection of electronic data that is not for general display will be via a minimum 64-bit encryption algorithm

Academic Expectations::

Absence from Class

If a student expects to be absent from class for any reason, please notify the trainer as early as possible.  It is the student’s responsibility to obtain all relevant information pertaining to a missed class.  It may be possible for the student (with the permission of the trainer) to arrange with another classmate for classes to be taped.  Punctual arrival for classes and attendance for the duration of the class-time is imperative.  Absence for any part of the class could result in the trainer deeming it a total absence from class. 

Class times are important opportunities to review the week’s work, hand in assignments and give presentations or reports. The trainer may focus in on one aspect of study to ensure that you have grasped an important matter. In your class times you will also be able to confirm the expectations for the coming study. This being the case, please contact your trainer prior to a class to notify them if you cannot attend a class or presentation. 

Late Work

Trainers may give permission for assignments, etc., to be handed in late if the following circumstances apply:

a)
Unexpected events of such a duration as to hamper one's study, i.e., illness, death in the family, etc.  Student pastorates, etc., would have unexpected events, but in most cases would not qualify under this category.

b)
Personal problems of such an extent that counselling is required.  A note from the student's counsellor should be obtained stating that such counselling is in progress or has been completed.

If a particular situation makes it impossible for students to meet due dates for individual assignments throughout the semester, an extension may be granted by the trainer for that particular requirement, but only if requested before the due date. Assessment tasks completed or handed in late without an extension granted may have marks deducted for lateness. 

Writing Papers And Reports:
Gender Inclusive Language

Please ensure that all written work uses gender inclusive language.  'Humanity' rather than 'man' or 'mankind' should be used when referring to the human race.  When an individual is being referred to, however, ''human', 'person', or 'human being' can sometimes sound awfully formal or clinical.  For example, "God loves all persons" or "God loves every human".  This can be overcome by the use of the third person plural, "God loves us all individually", or "We are all subject to the fatal consequences of sin".  The rather clumsy style in repeated instances of 'he/she', 'his/her' (or 'his and her', 'he or she') etc. can also be avoided by the use of the plural.  For example, "The student should know that she/he will be expected to use gender inclusive language" can be rendered "Students should know that they will be expected…etc."  Note, however, that if gender exclusive language is in a quotation, it should remain in the quotation intact.   

While this policy could be seen negatively by some students, as a form of 'political correctness', there are other reasons for its establishment.  Gender inclusive language is now considered to be standard English usage at all academic levels from primary to tertiary.  It is also accepted usage in the media, in government, in diplomacy, indeed at virtually every level of human interaction.  The church (and its educational institutions) may legitimately have its own set of treasured words and concepts, which may be unfamiliar to the wider community.  It cannot, however, afford to use a form of English (namely gender exclusive) not used even by its own members who, after all, live and work in that wider community, engaged in mission.  This is especially so among younger students for whom language other than gender inclusive seems strange and antiquated.  

There are also explicitly theological reasons why gender inclusive language should be used. As Christian people we bear full witness to the biblical principle that in Christ "there is no longer Jew or Greek, slave or free, male or female; for all…are one in Christ Jesus (Galatians 3:28)".  The Wesleyan Methodist Church is committed to the full participation of women as well as men at every level of church life, including its leadership and its ordained ministry.  It has been so committed since the mid-nineteenth century, long before the current debates about the so-called 'gender wars'.  It is not a question of 'rights' (neither men or women have a 'right' to be ordained), but of 'gifts, graces, and calling'.  On the Day of Pentecost, God poured his Spirit out on his sons and his daughters and they prophesied    (Acts 2:17). 

This policy is not intended to eliminate references to God as 'Father', or to Jesus as the 'Son' of God.  Such usage is quite proper and accurately reflects the way God has chosen to reveal himself to humanity, and the language of the Old and New Testaments.   An important principle of Bible translation is that, as far as possible, the original writings should be translated as accurately as possible into the modern language of the day. For example when Paul says 'brothers' he means 'brothers and sisters'.  In the first century church 'brother' (adelphos) was understood to mean  'any believer'.  Today it is understood to mean only 'male believer'.  Therefore, to translate the word 'brothers' as 'brothers and sisters' would more accurately reflect the meaning of the original Greek and communicate to a 21st century reader more correctly.  To do this is not to interfere with the Scriptures, but simply to communicate their meaning accurately.  

Plagiarism 

Plagiarism is the action/practice of including as one's own the thoughts/writings of another without appropriate acknowledgement of the source.  It is an act of plagiarism when:

· a single sentence or a significant part of a sentence or paragraph is copied directly and not enclosed in quotation marks and appropriately acknowledged;  

· direct quotations are paraphrased or summarised and the source of the material is not acknowledged; 

· an idea is obtained from the electronic media, computer stored data, lecture notes, or tapes and is used without reference to source and author of that idea.

Plagiarism is an unforgiveable academic sin.  The direct use of someone else's ideas, work and words and their presentation as your own, without acknowledgement is cheating and will result in the rejection of the essay and its failure.  In all written work, students must show the author and all resources from which they have obtained their material, whether using the words or ideas of another writer, or paraphrasing the work of another.

Remember that all material copied, wholly or in part, must be acknowledged.  It should be enclosed within quotation marks or, if more than four lines in length, indented and typed in single-space.  The source must always be cited, either within the composition or in the footnotes/endnotes.  For all material used, but not taken verbatim, credit must also be given. 








(For more information, see sites such as http://www.indiana.edu/~wts/wts/plagiarism.html)

Guidelines for the Presentation of Work
All written work should be:

· Typed, double spaced, on A4 paper, using size 12 font.  

· Margins should be 40mm on the left-hand side of the page and 25mm on the right.  

· All work should be left-hand justified only.  Pages should be numbered at bottom centre.

· Paragraphs should be indented no more than five spaces.  

· All assignments should be accompanied by an Assignment Cover Sheet and a Title Page.  

The Title Page should include the following:


1.  
The Student's Name, centred on the page.


2.   
The Title or Topic of the Essay centred below the students name.


3.
The Lecturer/Tutor's Name, Subject Title, Due Date,
Basic Structure

One of the most important aspects of essay writing is its structure.  The structure of your essay must be plain to your reader and be appropriate to the topic.  Essay structure enables you to effectively present your argument or present your case.  The structure of your essay consists of the introduction, the body of the essay and the conclusion. 

The Introduction should not exceed more than 10% of the total word requirement and should only indicate what your essay is about in general terms.  By briefly outlining the main themes of the essay you provide the reader with an idea of what to expect.  

Likewise, the Conclusion should not exceed more than 10% of the total word requirement and should draw together what has been discussed and may include your own comments on the wider implications of the topic.  However no new material should be presented in the conclusion.

The body of your essay should be carefully organised to effectively present the logical development of your findings in response to the question asked.  The subject matter of your essay should be organised in such a way that the flow of your arguments is clear, shows continuity and is logical.  Each paragraph should present one aspect of your argument or case clearly and concisely and should be a natural progression from its predecessor.

However, even a well structured essay that does not deal with the topic will not gain good marks.  Please ensure that you clearly understand the essay question that has been assigned, and, if in any doubt, ask the appropriate lecturer.

The essay should not be more than 5% under or 10% over the required length.
Style

All written work must (unless the assignment requirements specify differently) be presented in prose form that is clear and smooth flowing.  Beware of rambling and overlong sentences.  Aim to be as concise and succinct as possible.  Pay attention to punctuation and spelling.  The writing of pleasing prose is not easy.  To evaluate the grammatical flow of your essay try having others read your work or read it aloud, with expression, as if to an audience.

Writing in the third person (she, he, they, them) is the accepted style. Even though the viewpoint and analysis you are presenting is your own, it should be, nonetheless, argued objectively, in the third person. An exception is in regard to assignments that specifically call for personal response. In that case, speaking in the first person is the natural style. Speak to your Trainer if you are unsure of their expectations. 

Many words have acceptable alternative forms of spelling, e.g. programme, program.  The form you adopt should be used consistently throughout the essay.  However, when quoting the original words from a text, the words must be true to the original form, even if it means using an alterative spelling from that which you have adopted in the text.

Referencing

Please use footnotes for referencing. Footnotes are to be single spaced at the bottom of the page and separated from the main text by a double space and a line. 

Quotations in your assignments longer than 5 lines of text shall be set off from the main text by indentation. These quotations are not enclosed in quotation marks are single spaced and indented 10 spaces from the left and right margins. 

Bibliography

The Bibliography should be typed on a separate sheet (headed "Bibliography").  References should be classified according to source, and alphabetized within each separate list.  If there are two or more entries by one author, type ten underlines (followed by a comma) in place of the name for the second and following listings.

Quotations- Footnotes

30 Max Lucado, Just Like Jesus (Nashville: Word, 1998), 19-20.

31 Encyclopedia Britannica, 13th ed., s.v. "Huygens, Christiaan."   OR

31 "Huygens, Christiaan." Encyclopedia Britannica, 13th edition.

32 The Age [Melbourne], 14 May 1985, 5, col. 3.

33 Barbara W. Tuchman, "The Decline of Quality," New York Times Magazine, 2 Nov. 1980, 38-42.

34 Writing Tutorial Services, Plagiarism: What it is and How to Recognize and Avoid It, Indiana University, Bloomington, on-line, available from http://www.indiana.edu/~wts/wts/plagiarism.html par.1.  

35 Thomas Aquinas, “Summa Theologica,” I:23, The Master Christian Library, Version 5, CD-ROM, Ages Digital Library, 1997, 147. 
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All material copied wholly or in part must be enclosed within quotation marks (or indented paragraphs - single spacing) and the source cited.  For all material used, but not taken verbatim, credit must be given. 

Glossary of Terms::
ACOM: an acronym standing for the Australian College of Ministries with which Kingsley |Community| has partnered to offer the Certificate IV and Diploma in Christian Ministry and Theology. 

Assessment: the way to ascertain if you are competent in an area of study. You may be assessed by writing assignments, through presentations, quizzes or by demonstrating a skill you are learning. 

Certificate: the award that you are working toward. When you have completed all competencies you will be awarded the Certificate IV in Christian Ministry and Theology. 

Class: Most subjects involve meeting regularly with other students working on that subject and a trainer. This is your class for that subject. 

Competencies: The Certificate IV in Christian Ministry and Theology is made up of 6 core subjects and electives. These subjects are known as competencies.    

Coordinator: The title used by the person overseeing a Kingsley |Community| Training Centre. Usually the Coordinator holds a Certificate IV in Training and Assessment and not only oversees the various classes and Trainers, but also serves as Assessor for the Centre.
Director of Studies: A staff member of Kingsley Australia is appointed Director of Studies to oversee study programs and students, this includes Kingsley |Community| studies. 

Kingsley Australia: With a head quarters and facilities for Christian ministry training in Melbourne, Kingsley Australia oversees all Kingsley |Community| Training Centres including the Kingsley |Community| College. For consistency, all registrations and study results are recorded at Kingsley.       

Kingsley |Community|: A network of lay ministry training centres located around Australia to provide solid Christian ministry training for those seeking to better serve their Saviour through the local church and community. 

Trainer: Qualified people who facilitate and assist students at the training centres are known as trainers. Trainers may hold a Certificate IV in Training and Assessment or be under the supervision of a Coordinator who holds that qualification. Trainers are people with experience and expertise in the field you are studying. They are not lecturers but will assist you to complete the study and gain the most from it.  
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