SUPERVISING ON THE 

MOORE COLLEGE 

CORREPSONDENCE COURSE

THANK YOU!

Thank you very much for agreeing to supervise one or more students of the Moore College Correspondence Course.  You may well be aware that Moore College, Sydney, Australia, has been providing theological education for 150 years and is now the leading college in the Southern Hemisphere, training men and women across the denominations in Bible-based ministry.  The Correspondence Course provided by the Moore External Studies Department has been operating in the UK for almost ten years and is now administrated in the UK, Europe and Africa from the offices of The Good Book Company under the umbrella of the Open Bible Institute (OBI), a college which offers short practical ministry courses and Certificates of Higher Education in addition to the Moore College course. 

This aim of this guide is to explain what it means to be a Moore College Supervisor. We would be grateful if everyone could read section 1.  If you have simply agreed to act as an invigilator for a friend sitting their Moore College exam then this first section will let you know what to expect and you need not read any further.  Each subsequent section of this guide corresponds to a progressively higher level of responsibility and involvement.  It is entirely up to you (and your students) how far you would like to be involved.  If you have any queries, would like to take course yourself or know of others who would please contact our office.  The Moore Course has been greatly used by God in the lives of thousands of students.  We are very grateful for your partnership and hope your contact with the course is a blessing to you.

MCESUK c/o The Open Bible Institute, Elm House, 

37 Elm Road, New Malden, Surrey KT3 3HB

www.open-bible-institute.org
admin@open-bible-institute.org
0845 225 0885

– SECTION 1 – 

BASIC SUPERVISING

The purpose of this section is to let you know what to expect now you have agreed to supervise one or more exams. And to outline the minimum amount of involvement your role entails.

Before the Exam

When your student enrolled on the course, they gave us your name and address as their supervisor – the person willing to invigilate their exam. So, at the appropriate point in the term, we will send you their exam paper. When is that time? 

There are three exam periods per year, each two weeks long: 

  Spring (late March / early April), 

  Summer (late June / early July) and 

  Autumn (late November / early December).  

Your student will select one of these in which to sit their exam – exact dates are always advertised on our website.  Around three weeks before the beginning of the exam period we will send you a package containing:

  a) a letter to you as supervisor;

  b) a sheet giving instructions on how to conduct the exam;

  c) the exam paper itself (this will come in a sealed envelope – & should not be opened until the exam begins)

  d) an enrolment form for your student’s continued studies.

If you do not receive this pack by 10 days before the start of the exam period, or if you can see through the window on the exam paper envelope that we have sent you the wrong paper, please contact our office.  Once you have received the pack you will need to arrange with the student a mutually convenient date and time within the set fortnight when you can invigilate the exam.

The Exam

This can be conducted in any suitable venue – living room, church hall or anywhere else that is quiet.  Please ensure that both you and the student read through the exam instructions before starting.  The time limit for each exam is two and a half hours plus ten minutes to read through the paper before writing.   Bibles, notes and course material are not allowed in the exam room.  Special provisions can be made for students with disabilities or with English as an additional language where necessary – for example a scribe, word processor or English dictionary may be allowed. More details can be obtained from the office.

After the Exam

The completed exam scripts should be stapled together with the student’s cover page and returned to the New Malden office address as soon as possible.  Please do not use paper clips as these invariable fall off. We strongly recommend that the student’s answers are photocopied before posting and that you keep this copy until the results have been received.  The student is responsible for providing you with a stamped addressed envelope for this posting.  (It is not necessary for them to provide a SAE to their home address for results.)  You may then give the enrolment form (enclosed in the invigilators pack) to the student for them to fill in and send off to order the next Moore module. Or you can encourage them to enrol by phone or e-mail. Please ask them to let us know whether they would like the next book posted to you or directly to them.

If you have more than one student you may well be asked to organise the sending off of a number of exam papers in one package or to submit the enrolment form on behalf of a number of students.  If you would like guidance on this and feel happy taking on a slightly greater role co-ordinating students please move on to the next section…

– SECTION 2 – 

ORGANISING

Gathering a Group

· Are there a growing number of people at your church keen to study with Moore College and looking to you as co-ordinator?

· Are you in pastoral ministry and looking to gather a group to study the Bible in more depth?

Whether a group has naturally arisen or you are actively on the lookout to establish a discipleship course, having someone as the main point of contact in your church or organisation for Moore College can be very useful.  A group organiser tends to be responsible for advertising the course and organising enrolments and exams. 

Advertising

If you would like help raising the profile of the course in your church or organisation, please contact our office and we would be very happy to provide you with any number of brochures, taster packs, posters and fliers, free of charge. We can sometimes arrange for speakers to come to your church as well if this would be of use. 

Church Administration

Once your advertising is underway, you will need to establish some kind of system whereby students in your church contact you to let you know that they are interested in the course. We will be asking for student names, addresses, phone numbers and e-mails. So please make sure you ask your students to let you know what they are! 

Enrolling a Group

Enrolments for Moore College can be made at any time in the year but it is worth bearing in mind that our timetable is broken down into three terms of ten weeks each per year. – Spring, Summer and Autumn.  Each block of ten weeks is followed immediately by the two week exam period.  So whilst enrolments can take place at any time – there are optimum times to enrol people if they are to plan their studies effectively. If students are to work the recommended 5 hours per week for ten weeks before the exam, then enrolments are best made just after the previous exam period.  For example, if students would like to be enrolled for the Spring term (sitting their exams at the end of March or beginning of April) then enrolling at the end of December (after the Autumn exams) means that course materials can be posted out in good time to start studying in early/mid-January.

You might like to be aware that there is also the option of studying one module over two terms – for example starting in January but not sitting exams until June/July.  This may be particularly appropriate if a) students do not feel they will have 5 hours per week to spare for study; b) students would prefer more time for study (perhaps English is an additional language); or c) term has already started – for example an enrolment in late January or early February might best be made with Summer as the designated exam period.

It is recommended that all students begin with the Introduction to the Bible module. But it is possible for students to start with other modules if there is a good reason for doing so.

Rates are listed in the Moore College brochure including discounts for full-time gospel workers on low salaries and those on state benefits.  There is a slightly higher rate for foreign students to cover postage.  There is no reduction for students opting not to take the exam and course materials must not be shared except in the case of a married couple where both are enrolled for a special reduced rate.

Enrolments can be made using various methods:

  a) post -  you can give each student an application form to fill in and send to the office (forms can be found at the back of the red and tan Moore College brochures). Each student can send in their form separately or you can collate the forms and send them to us in one envelope. It is appreciated if payment (cheque or credit card) can accompany the applications but it may be possible for us to issue you with an invoice;

  b) post – if you have been a supervisor for a while, you will receive a group enrolment form with each set of exam papers. You can use this form to tell us what modules your existing students would like to do next. You can write on the names and contact details of any new students too. Please let us know whether you want the study guides to be sent to you or to the students. Again, payment is appreciated with the enrolment form;

  c) e-mail – you are welcome to send us an e-mail listing students, the module they would like to take (and their contact details if they are new to the course) to the office email address. Study guides will then be dispatched with an invoice. We can send one invoice to you or separate invoices to the students, whichever you prefer;

  d) telephone -  you can call the office on the usual number (0845 225 0885) and speak to our administrator. You will be asked for student names, contact details and details of which module they would like to take – so please have this information ready.

Please feel free to use any or a combination of these methods.  

Re-enrolment

Whilst the pass rate of the Moore College course in over 90%, there will always be some students who fail a module. There will always be others who, through pressure of time of personal commitments, are unable to sit an examination as hoped. Such students are welcome to re-enrol on their module i.e. re-register for the exam.  There is an administration charge for a new exam paper – currently 10 pounds.  Re-enrolments can be made using any of the methods listed above – either by you or by the students themselves.

Exam decisions

Whilst we actively encourage students to take exams, there is no obligation on students to do so. If a student has not made up their mind about the exam at the time of the enrolment that is fine, but we do need to know their by at least a month before the exam period during which students will be sitting the exam.  If at this stage or earlier students would prefer to defer the exam until the next period there is no charge for this.  If, however, the student requests deferment after exam papers have been sent out then re-enrolment (with fee) will be necessary to cover print and postage charges.

The above role of ‘group organiser’ has been largely administrative. But it may be that your students would benefit from more than someone to do the paperwork. As organiser you may well be asked by students to facilitate group sessions.  If so please move on to the next section…

– SECTION 3 – 

FACILITATING

The shift here is from organising the course administration to organising study times and providing some low level academic support.  If you take on this role, it may well be useful for you to have a copy of the course material yourself (available at a special supervisor rate of 5 pounds per module) so you know what is being studied at each stage and what questions students are being asked to think about. 

Group Sessions

While many people study the Moore Course entirely alone, successfully and profitably, many students appreciate the opportunity to meet up regularly with other studying the same module to discuss questions, share their learning and encourage each other.  Having someone to facilitate such sessions is very valuable.

The frequency of sessions is entirely up to you but most groups have found that, if they are studying the module over a single term, meeting every week for the ten weeks (perhaps with a week off at half-term) works well.  It is best to make expectations clear at the outset – 5 hours study per week made up of 2 hours reading the course notes and relevant Bible passages, 2 hours of wider reading and study, and 1 hour revising and consolidating the learning. If students are doing the majority of their study alone, it is probably most appropriate if any group time is spent consolidating the material.

Format

Study Plans are available for some modules as downloads from the OBI website suggesting background reading and essay questions based on each unit.  Making these available to your group may be a good way to encourage them to prepare well during the week before meeting together.  

If study has been done by students prior to each session then the group time can afford a very useful opportunity for queries, clarification, application and prayer.  Simply using the ‘Before you Begin’, ‘Research’, ‘Exercises’ and ‘Reflection’ questions in the course notes can provide good prompts to discussion.  Some groups meet together specifically to troubleshoot; raising material from the course that they either did not understand or did not agree with.  Having a facilitator to chair this sort of discussion is very useful:

· ensuring everyone has the chance to contribute;

· keeping the discussion moving rather than getting bogged down on the first point;

· encouraging an edifying and light atmosphere (rather than a discouraging or heated one);

· steering discussion back to the course material and relevant Biblical texts when it unprofitably strays away.

Academic Issues

It may well be the case that either because the group is not preparing well for the sessions or because a more guiding, instructive hand would be appreciated you feel that facilitating the group is not enough.  If so, please move on to the next section…
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TEACHING

· Do you want to motivate the Moore College group to keep going with the course and get excited about the material?

· Do you want to ensure that the Bible is studied in depth and handled well when the group meets together?

· Do you want help the students apply their learning to their particular situations or ministries?

· Would students benefit from hearing teaching, seeing visual aids and verbalising their learning?

· Do you have wider learning on the subject being studied that could helpfully complement and clarify the course material?

If so, a more intentional and directed tutorial, session may be appropriate.  It will be important for you to have done a good deal of work on the course notes and relevant Bible passages yourself so you are in a position to help the group in their learning if you are to undertake this role successfully.  

Aims

As with all teaching, having an aim in mind for each session will be very useful – for example, one aim might be that by the end of the first session of ‘Introduction to the Bible’, the group understands that the Bible is a single story of salvation, or that the group is excited about the rest of the course and getting into their Bibles, or that the doctrine of inspiration is clearly grasped.  The aim may differ depending on the group.

Formats

How your aim is achieved is largely dependent on your personal style, the needs of the group and the material in question.  Sometimes something very similar to a small group Bible study will be appropriate looking at the key passage(s) on which the unit is built.  On other occasions a more didactic talk may be appropriate, perhaps with the accompaniment of handout sheets and/or visual aids.  Usually, something in between a lecture and a Bible study will be best with a number of questions on the course material and Bible texts to maintain interaction and drive the session.  In time we hope to have a number of sample talks or suggested questions for particular units available for download from the OBI website.  The following one-hour, sample lesson plans are only suggestions to be adapted and altered to fit your situation and the needs of your group.

Talk-driven:


Pray, asking that the session would be of not just short-term academic benefit but long-term spiritual benefit to the students and others.



(5 min)

Introduce topic and its relevance.
(5 min)

Talk – explaining and illustrating the material as vividly as possible, asking plenty of questions to maintain student engagement.



(20 min)

Question and Answer time – aiming to move into discussion by asking other students to contribute their research and thoughts.



(25 min)

Round up and pray together.

(5 min)

Bible-driven:


Pray.



(5 min)

Ask what particularly struck people from the course material or Bible in their preparation.

(5 min)

Divide the bulk of the meeting into two, three or four main sections representing the main chunks of material in the course notes.  Usually each section will have a particular Bible passage (or a single core idea) that can be the focus of questions and discussion.

(45 min)

Ask for ‘best thoughts’ or learning points from students and pray in line with these.

(5 min)

Notes-driven:

Pray.



(5 min)

Move steadily through notes asking students whether they had any problems or feedback on each page.  If none are forthcoming one or two questions prepared beforehand for each page could be used to spark discussion – How does this connect with what we saw last week?  How would we explain this in simple English?  Why is this important?  How should we live in the light of this?
(40 min)

Sharing thoughts and personal prayer requests and then praying for real life issues in the light of the new learning.




(15 min)

Maintaining momentum (and students)

Within the ten weeks of each module (or twenty if you are spreading the study over two terms) there will inevitably be times when students have found it hard to find time to prepare or have found the material difficult, at which points plenty of enthusiasm mingled with realism will be necessary to keep the group looking forward to the next unit.  Many students find having an exam to focus on at the end of the module does focus their study (though of course for others it can be an unnecessary stress).  The academic level of the Moore Course is around British A-Level standard.  If students are struggling with this then it may be necessary to spend longer explaining and ensuring everyone is clear on the key concepts.  It is the spiritual wrestling with the truths and the life application which should be most challenging not the language or level of discussion.

Once the module has been completed it can be very helpful to ask people to commit quite quickly to a further module.  Reminding students that each module is part of a series working towards a final certificate from Moore College, Sydney may give a sense of progress and achievement.  Even if the exam results turn out to be disappointing there is no reason why students should not carry on with the next module and re-sit the exam the next term or at a later date.  Exam results are sent out to students around six weeks after the end of the exam period.  Often there will be an examiner’s comment sheet accompanying the results with constructive feedback on how to improve for next time.  If, however, students are disappointed and discouraged by their results and either have not got a comments sheet or require some more feedback please do encourage them to get in contact with our office.  More often than not, poor exam results are a result of poor study and exam skills rather than lack of understanding of the Bible.  If you wish to be involved in helping your students in these areas please move on to the next section…
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COACHING

While the responsibility for study, revision and exam technique is always with the student, there are a number of things that can be passed on to your group which may substantially improve their results and, more importantly, the benefit and encouragement they draw from the course.  Most of this information is available in the form of student leaflets for download from www.open-bible-institute.org/support/leaflets/.

Weekly study

Do encourage students to be the following:

· Readers

a) reading and applying the principles in the ‘How to Study’ book which is given to all students with their first Moore module. 

b) reading wider than the course notes.  This is the way to deeper understanding of the subject and to higher marks in the exam.  It might be encouraged by providing students with a plan of additional reading suggesting chapters relevant to each session or by asking students to read different materials and report back to the group at the next session.

· Questioners 

a) questioning the notes – What does this mean? What is the main point? What are the implications? 

b) boxing the Bible passages with questions – What are the surprises? Why does it say this in this way and why here?

c) questioning their own understanding and life.  

· Digesters - The most commonly missed step is this last one of consolidating, integrating and assimilating new learning – summarising, committing to memory and relating the knowledge to prior learning and real life.  Leave time in each session for summarising, application and prayer and encourage the students to be using some of their own study time to make brief notes, spider diagrams relating different parts of the course together, perhaps wall posters or other memory aids and to spend time in applying personally.

Revising

It is very useful for students to have at least a week between the last group session and the exam.  This is not the time to take on board new material but can be fruitfully spent reading, re-reading and summarising the course material, perhaps making memory cards of particularly important Bible verses.  Using as many senses as possible will help the truths to sink in (Leviticus 1-7 is a brilliant example of this though perhaps difficult to replicate!).  Above all, the dictum ‘expression deepens impression’ is undoubtedly true and, as well as enhancing learning means the course can bless others than just the students themselves (Colossians 3:16).

Please draw attention to the sample exam paper enclosed with each module.  We hope to have additional sample exam papers for each module produced soon.  This gives students an idea what to expect in terms of questions and may be a useful way for them to focus their revision.  Students may find it helpful to sit a sample paper under fairly formal exam conditions as a ‘mock’. You may like to arrange such an exam.

Exams

Two points are particularly important to emphasise – they are often where exams are won or lost:

1. Timing – Students must discipline themselves to divide up their time in proportion with the marks available.  With the exception of the Introduction to the Bible exam, there will be 4 questions to answer  in 2½ hours. This will mean 35 minutes being allocated for each question with ten minutes leeway to check over the paper for mistakes.  Each period of 35 minutes might need to be further subdivided it questions are multipart (e.g.. ‘Write notes on three of the following’).

2. Read and re-read the question – It is an old cry but a necessary one.  Very often students misread a question. They write an excellent essay but on a subject that has little to do with the exam paper and so score very poorly.  The way to higher marks is precisely to understand and then ‘nail’ the question.

Short answer questions

These are included in all papers but the first – Introduction to the Bible.  Please point students to the ‘Gobbet’ leaflet on the OBI website.  Basically, these questions require at least half an A4 page (but not more than a page) and should be divided fairly equally between Context, Meaning and Significance.  ‘Context’ does not ask for the re-telling of the whole narrative or book within which the verse is found but for a) the immediate context; and b) why is the verse where it is?  - is it a turning point in the argument or story?  ‘Meaning’ requires a brief explanation of any theological words or undefined pronouns and a statement of the main thrust of the verse.  ‘Significance’ is often the weakest area.  It asks for the importance of this verse in terms of doctrine, biblical theology or Christian practice; i.e. So what?

Essay questions

Essay writing is a skill and often students may not have had to write an essay for many years so do encourage them to practise.  A leaflet on Essay Writing is available on the OBI website.  A number of points are really worth emphasising as answers in accordance will not score at all well:

1. Essays should be at least 2 pages of A4 in length with a clear structure that includes a paragraph introduction and a paragraph conclusion.

2. The question drives the answer.  The structure should be different depending on what the question is asking for.  ‘Discuss’ will require ‘Point of view A’, ‘Point of view B’, followed by a synthesis or personal evaluation.  ‘Compare & Contrast A and B’ does not ask for ‘Everything you know about A’ followed by ‘Everything you know about B’ but a list of similarities and differences.  ‘What does A teach about B?’ should not result in ‘Everything about A and B’ but a study of the intersection of these two topics, excluding everything irrelevant to the question.  ‘Why’ questions will require the setting out of reasons that actually explain the event.

3. Often the best way for students to achieve an answer that really does coherently answer the question is to spend five minutes at the beginning of each planning the answer.  This may involve noting everything recalled about the subject in question, striking out what does not answer the question, then rallying the remaining points behind a main argument.

4. As a rough guide most essays will need three or four key points.

5. Students should quote relevant Bible verses or at least demonstrating the Biblical grounding of the argument.

If you require any more assistance with study skills, please do not hesitate to call the office. It may be possible to arrange for a member of the OBI staff to come to your group to do a study skills evening.

Finally, can we thank you again for your work and your  commitment to your students and the Moore College course.  We, in the office, greatly appreciate your partnership and are here to help and support you just as we are here to help and support our students. Please do contact us anytime. And if you have any ideas of ways in which we can support supervisors more extensively, please do pass your suggestions through. 

The Open Bible Institute team.

