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General considerations 

Production schedule for contributors 

Your chapter (along with a final abstract, keywords, and short biographic paragraph) should 

be submitted to the editors by the agreed date. 

Your contact editor 

If you have any difficulties or queries during the writing process, please be in touch with your 

contact editors (copying in both Professor Fergusson and Professor Elliott). With a large 

project, it is important that issues are dealt with as swiftly as possible to maintain the 

publication schedule. 

Structure 

Length  

The agreed word limit should not be exceeded. This is important given the large size of the 

volumes and the number of contributors involved. The word limit includes referencing and 

suggested reading. 

Notation 

Footnotes should be kept to a minimum and used only for essential references or brief 

additional information. Footnotes should only very rarely exceed two sentences in length and 

should not be used to remove illustrative quotes from the text, these should be included in 

brief in the main body of the text or paraphrased there.  

Referencing/documenting  

Use author-date or Harvard style to document your chapter. Full bibliographical information 

for all citations should appear in a section titled ‘Works Cited’ at the very end of the chapter. 

In general, references should only be made to materials that are likely to remain accessible for 

the life of the volume. Unpublished conference papers, etc. should not be referenced unless 

they are forthcoming in some published form. 

Material on the web should be treated with caution. Please give a hard copy reference as 

opposed to an online one, if possible. Where an item is available exclusively online, include it 

as a reference only if you have substantial confidence that it will remain valid without a 

change in web address. 

 

References are discussed in more detail here. 

For more on structure, visit here. 

https://global.oup.com/academic/authors/author-guidelines/reference-styles/?cc=gb&lang=en
https://global.oup.com/academic/authors/author-guidelines/components-of-manuscript/structure/?cc=gb&lang=en
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Chapter content 

Permissions 

 

You are responsible for obtaining permission to re-use copyright material in your work. You 

should bear the following in mind: 

 

 Start early: failure to obtain permission to use copyright material may significantly 

affect the content of your chapter, as well as the publication schedule.  

 Formal permission is needed to reproduce any material in copyright, unless the use 

made of the original is covered by ‘fair dealing’ being used for purposes of criticism, 

review, or the reporting of current events, or is covered under the STM Publishers’ 

Guidelines.  

 Non-exclusive world rights in English, covering hardback, paperback and electronic 

editions of the book are required. 

We discuss material where permission is required and how to approach copyright here. 

Tables and figures 

Tables and figures occupy a disproportionate amount of space on the printed page and are 

also 'attention-grabbers'. If included in your contribution, they should be used sparingly. 

 

For more guidance see also sections on Artwork and Tables.  

 

A final chapter abstract 

 

The History of Scottish Theology will be included on Oxford Scholarship Online. Please 

prepare an abstract for your chapter once you have completed it. This should run 120-150 

words and present an overview of the chapter. It should outline the main questions, 

arguments, and conclusions of your chapter. Please avoid the following: ‘I discuss’ (better to 

write ‘This chapter discusses’). 

 

Chapter keywords 

 

In addition to preparing a 120-150 abstract for online use, please provide five to ten keywords 

for the chapter. The keywords: 

 Should appear in the accompanying abstract (where possible); 

 Should be short, concise and one or two words (longer specialist terms are 

acceptable); 

 Should not be too generalized (eg ‘religion’, ‘philosophy’); 

 May be from the book title so long as it is also in the abstract text. 

 

We discuss Abstracts and Keywords in more detail here. 

Noteworthy features of Oxford House Style 

 

OUP has a clear house style for authors to follow concerning spelling, punctuation, text 

formatting, abbreviations, acceptable language, numbers, dates, and units of measure. 

https://global.oup.com/academic/authors/author-guidelines/copyright-permissions/?lang=en&cc=gb
https://global.oup.com/academic/authors/author-guidelines/artwork/?lang=en&cc=gb
https://global.oup.com/academic/authors/author-guidelines/tables/?lang=en&cc=gb
https://global.oup.com/academic/authors/author-guidelines/absandkeywords/?lang=en&cc=gb
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 When writing, think about the language you use—your work may be published in 

several ways now or in the future. Ensure it is not specific to just the printed book and 

that references to material elsewhere in your work make sense to readers whatever 

device or format they are using to access the information.  

 This document provides a brief overview, but more details on OUP’s house style can 

be found in New Hart’s Rules.   

Parenthetical referencing 

The principal function of a reference is to provide the source of a quotation or 

the authority on which the interpretation is based.  Use references sparingly.  

In your initial references, please mention the principal or key works on which 

you are relying, thereby averting the need frequently to refer to them.  This 

will help to conserve space. 

 

Use of dates and abbreviations   

In the text the correct usage of a date is 5 January 1695 but in the note it is 

abbreviated 5 Jan. 1655. 1860s and 1930s; the 1940s; 1800-01; 1958-59, 1914-

18.  All months are abbreviated in the notes except March-July inclusive. 

 

Punctuation 

The closing full point comes outside the quotation mark, unless the quotation 

is a grammatically complete sentence. 

No full points in USA/UK, MP, BBC, Mr/Mrs/St 

Points in initials: W.S.C. and in a.m./p.m. 

Comma in thousands (1,482); but none in 10 Downing Street, or in dates, e.g. ‘in July 

1948’ 

The English, the Irish, and the Welsh.  [Note the obligatory Clarendon comma after 

the second element in the series.] 

 

Quotations 

Quotations should be in single quotation marks, double within single.  Long 

quotations of five or more lines should be indented without quotation marks.  

Avoid lengthy block quotations.  If they are indispensable, break them up with 

a comment to explain why it is necessary to quote at such length. 

 

Spelling 

British spelling should be used. Please follow the Oxford English Dictionary for 

spelling and hyphenation; -ize/-yse ending; focused; judgement; despatch; towards; 

adviser; guerrilla; philippics. Per cent, not %. Free access to the OED is available to 

all contributors. Your contact editor can provide access instructions. 

 

Capitalization 

 



5 

gospel 

 

a gospel 

the Gospel (= a general reference to the message of Christianity in the sense 'the good news') 

the gospels (= a reference to two or more of the four gospels) 

the fourth gospel (informal reference to the Gospel of John) 

the synoptic gospels (= a reference to two or more of Matthew, Mark, and Luke) 

the Gospel of Matthew/Mark/Luke/John 

Matthew's Gospel/Mark's Gospel/Luke's Gospel/John's Gospel 

 

 

 

letter/epistle 

 

In any one text the letters of Paul and others, which follow the gospels in the NT, should be 

consistently referred to either as 'letters' or 'epistles' but preferably not a mixture of the two. 

Locutions using these words are a bit more difficult than 'gospel'.  

 

the letters/epistles of Paul 

the pastoral epistles 

the Epistle/Letter to Colossians 

Paul's Epistle/Letter to Colossians 

 

 

scripture/bible 

 

Scripture/the Scriptures (= the body of Jewish and Christian writings) 

scriptural 

the Bible (= the collection of Jewish and Christian writings) and the Apocrypha 

a bible (= a copy of the Bible) 

biblical 

 

church 

 

the Church (= the body of Christians) 

the Church militant/triumphant etc. 

the Western/Eastern Church 

the Roman Catholic Church (= the denomination) and the Church (in the same sense) 

church (adj.) – church governance, church property, church music 

a church (= a building) 

the Church of St Thomas/St Thomas's Church 

the Church of the Holy Trinity/Holy Trinity Church 

Watford Baptist Church 

 

Transliteration 

 

Greek, Coptic, Syriac, and other scripts should be transliterated into Roman. Follow the 

general purpose transliteration style of The SBL Handbook of Style. 

 

Works in Text 
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The Bible 

 

Biblical references to chapters and verses should use Arabic numerals for both, separated by a 

colon and no space (Luke 2:34). Fuller forms (the second epistle of Paul to the Corinthians) 

are generally more appropriate to open text, and more or less abbreviated citations (2 Cor. or 2 

Corinthians) to notes and parenthetical references in text, but the degree of abbreviation 

acceptable in running text will vary with context. 

 

Names of books of the Bible, which should not be italicized, are conventionally abbreviated 

as follows: 

 

Old Testament 

Genesis      Gen. 

Exodus      Exod. 

Leviticus     Lev. 

Numbers     Num. 

Deuteronomy     Deut. 

Joshua      Josh. 

Judges      Judg. 

Ruth       Ruth 

1 Samuel      1 Sam. 

2 Samuel      2 Sam. 

1 Kings      1 Kgs 

2 Kings      2 Kgs 

1 Chronicles      1 Chr. 

2 Chronicles      2 Chr. 

Ezra       Ezra 

Nehemiah      Neh. 

Esther       Esther 

Job       Job 

Psalms       Ps. (pl. Pss.) 

Proverbs      Prov. 

Ecclesiastes     Eccles. 

Song of Songs (or Song of Solomon)  S. of S. 

Isaiah       Isa. 

Jeremiah      Jer. 

Lamentations      Lam. 

Ezekiel      Ezek. 

Daniel       Dan. 

Hosea       Hos. 

Joel       Joel 

Amos       Amos 

Obadiah      Obad. 

Jonah      Jonah 

Micah       Mic. 

Nahum      Nahum 

Habakkuk      Hab. 

Zephaniah      Zeph. 

Haggai      Hag. 

Zechariah      Zech. 

Malachi      Mal. 
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New Testament 

Matthew     Matt. 

Mark      Mark 

Luke      Luke 

John      John 

Acts of the Apostles    Acts 

Romans     Rom. 

1 Corinthians     1 Cor. 

2 Corinthians     2 Cor. 

Galatians     Gal. 

Ephesians     Eph. 

Philippians     Phil. 

Colossians     Col. 

1 Thessalonians    1 Thess. 

2 Thessalonians    2 Thess. 

1 Timothy     1 Tim. 

2 Timothy     2 Tim. 

Titus      Titus 

Philemon     Philem. 

Hebrews     Heb. 

James     Jas. 

1 Peter      1 Pet. 

2 Peter     2 Pet. 

1 John     1 John 

2 John     2 John 

3 John     3 John 

Jude     Jude 

Revelation    Rev. 

 

Apocrypha 

1 Esdras    1 Esdras 

2 Esdras    2 Esdras 

Tobit     Tobit 

Judith     Judith 

Rest of Esther    Rest of Esth. 

Wisdom    Wisd. 

Ecclesiasticus    Ecclus. 

Baruch     Baruch 

Song of the Three Children  S. of III Ch. 

Susanna    Sus. 

Bel and the Dragon   Bel & Dr. 

Prayer of Manasses   Pr. of Man. 

1 Maccabees    1 Macc. 

2 Maccabees    2 Macc. 
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Submission to proofreading 

Biographic information 

Please prepare a short biographic paragraph (2-3 sentences of no more than 100 words) about 

yourself, to be submitted with your contribution. This should include your full name as you 

wish it to appear in the book, any relevant affiliations, significant publications, and research 

interests. 

Submitting your manuscript 

Please submit all materials to your contact editor, both the initial documents (abstract, outline, 

and preliminary bibliography) and the final ones (chapter, biographic paragraph, final chapter 

abstract, and key words).  

The following are some of the key submission points to ensure that your manuscript passes 

efficiently through the production process. More detailed information can be found in the 

main Notes to Authors. 

o Double-space and Times New Roman all parts of the script, including notes, 

tables, quotations, and references.  

o Spell-check the text before finalizing it. 

o Ensure that different levels of subheading are clearly distinguished and that the 

style you have chosen for each level is applied consistently. 

o Clear all copyright permissions and check all aspects of the legal status of your 

script. 

o Paginate your script in a single sequence throughout. 

o Please provide: 

original artwork; 

a list of acknowledgements for copyright permissions; 

an identifiable list of captions for tables, illustrations, or figures (if any); 

a list of symbols or other unusual characters that you have used; 

notes on special conventions used in the script; 

in addition to the standard Word files, please supply a full PDF of your 

manuscript, with all fonts and characters correctly displaying. 

o Keep a copy of your script and electronic files that exactly corresponds with your 

submission. 

At this stage your contact editor will examine the chapter for content and coverage and may 

contact you with a set of queries for discussion. 

Review  

After delivery your submission will be reviewed. Your contact editor will contact you with 

feedback and any suggestions for changes to the material if necessary. 

Production 

During production the contact editor is the conduit for all queries and corrections. 

https://global.oup.com/academic/authors/author-guidelines/?lang=en&cc=gb
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Proofreading 

When first page proofs are available a complete copy will be sent to the editors for reading 

and checking. Each contributor will also be sent a proof for checking and will be asked to 

return it to the contact editor by a given date.  

The editors will take responsibility for collating the corrections submitted by each contributor 

onto their set of proofs, which becomes the master. They may also be asked to collate 

proofreaders’ corrections onto the master set, reconciling any rival changes made by different 

parties to the process. 

Figure, map, and illustration proofs follow a separate route through the production process 

from the text; they may or may not be in place on the first page proofs.  


