Getting your referencing right (Phil Race)
(Adapted by the author from Race, P. (2003) How to study Oxford, UK: Blackwell).
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This is about giving due credit, in your own writing, to the ideas of others, and in particular getting your references exactly right. More importantly, it’s about making sure you are not accused of plagiarism – that is very serious! Getting your references exactly right is important not only in any assessed coursework which refers to the work of others, but even more so when you go on to write for publication (research papers, conference contributions, books and articles) when it’s essential to be seen to be professional about referencing others’ work – otherwise at best you’ll have a lot of fiddling about to do to satisfy eagle-eyed editors, or at worst (more usually) simply have your work rejected.

1 Know the relationships between ‘citing’ and ‘referencing’. ‘Citing’ is the way you refer in your own work to other people’s published work. ‘Referencing’ is the related task where at the end of your own work you compile an exact and detailed list of the work you’ve cited, and is the hardest bit!

2 Use the ‘Harvard’ system, whenever possible. The Harvard system (as discussed below) is by far the most widely accepted one. However, if you’re actually asked to use the alternative ‘numeric’ system, go along with it (but sooner or later you’ll need to master the Harvard system anyway). The ‘numeric’ system puts superscripts above authors’ names (Race7 suggests….) and then presents the references in numerical order at the end of your work.

3 Be aware how fussy people are about citing and referencing! In assessed coursework, you’ll always lose marks if there is anything wrong with either. Journal editors or referees are particularly fussy, not least if you happen to be citing their own work in the subject, and getting the details wrong. External examiners can be really pernickety about referencing, not least as they are also likely to be journal editors or referees. 

4 Get into the habit of recording full details of the data you need to get your references exactly right. It’s best to do this at the time you use each article or source, and you’ll save time when you refer to other people’s work. You need to keep all of the following bits of information about each book or article:

· each author (and/or each editor): surnames, then initials 

· year of publication

· exact title of article, book or chapter

· the volume, part number and page numbers, particularly for journal articles or which particular edition you’re referring to for books

· place of publication: city, country 

· publisher.

Some find it useful to use computer software to record and store such details, others keep boxes of small cards, one card for each source, with space for you to record carefully bits you may wish to quote directly in your own work.

5 Find a recommended book or journal to use as a convenient example. It’s well worth having such a source to guide you until you become really familiar with citing and referencing. However, make sure the source you choose is doing it properly – there are plenty of books, journals and articles where citing and referencing are not done well. You can check out your own sources by comparing how they handle references against advice contained in the tips below.

6 Practise writing book references in the required form. For example, the book from which these tips were extracted is:

Race, P. (2003) How to study Oxford, UK: Blackwell. 

Another way of summarising the Harvard style in general is:

Author surname followed by comma, initials (year of publication in brackets) Title of Book in italics, Place of Publication, Country: Publisher.

Look at the lists of references in your own textbooks and journal extracts to see how more complex sources are referred to.

7 Be careful of the differences between articles and books. The main difference is that for journal articles the article title is in normal print, and the journal title in italics, and that you need to include the volume number (and part number if appropriate) of the journal, and the page numbers of the article (but not this time any details of the publisher or place of publication). For example:

Hogwarts, D. and Alterio, M. (2007) Getting your references right when writing essays  British Journal of Proper Writing 93, 2, pp.24-36.

8 Make sure you remember what is going to be put into italics. This is straightforward if you’re using a word processor to store your details in the first place, but if you’re in a library using a pen, it’s easy to forget what to italicise later. One way round this is simply to underline in your handwriting the bits which will go in italics later.
9 Get your in-text citing right too. In your text, simply refer to author(s) and date as follows: ‘Good advice on how to write references is given by Hogwarts and Alterio (2007) who suggest that….’. Alternatively, if you’re making a direct quotation from your chosen source, this could be duly indented as follows:

‘It is really important for students to pay due attention to precise referencing, particularly when quoting directly from the work of others’ (Hogwarts and Alterio, 2007).

10 Use et al appropriately. ‘Et al’ is short for ‘et alia’ which stands for ‘and others’. When there are several authors involved in an article or book, it would be clumsy to list them all every time you cited their work. When there are only one or two names to consider, use both as in the examples shown previously. But when there are three or more authors (such as in the historic ‘Taxonomy of educational objectives’) you could refer to it as (Bloom et al, 1956) in the body of your work, but would need to give the full reference in your list at the end of your work. In this case, it is:

Bloom, B. S., Engelhart, M. D., Furst, E. J., Hill, W. H., and Krathwohl, D. R. (1956) Taxonomy of Educational Objectives: Cognitive Domain, New York: McKay.

Note that you may have to look twice to work out exactly whose initials go with their family names! With references involving several names, one of the most common mistakes is not having written down somewhere all the later names in the list, and this can cause a great waste of time and headaches when putting together your final list!

11 Try to avoid some of the other ‘jargon’ abbreviations. For example ‘op cit’ is sometimes used to refer again to work which has already been cited, and ‘ibid idem’ can be used to mean ‘in the same source referred to earlier’, but for most practical purposes it is easier simply to refer afresh to the source. Look at your own source materials in your own subject area to see whether such abbreviations are often used by other writers.

12 Take particular care with ‘compound’ references. This is when (for example) you’re referring to the work of particular authors contained in a chapter of an edited collection (for example, conference proceedings). An example of a correctly expressed compound reference is given below:

Lucas, L. and Webster, F. (1998) Maintaining standards in higher education? A case study. In Jary, D. and Parker, M. (eds) The New Higher Education: issues and directions for the post-Dearing University, Stoke-on-Trent, UK: Staffordshire University Press, pp.105-13.

13 Note the commonly used variants on the Harvard System. For example, some books or journals put the author (or editor) names in UPPER CASE BLOCK CAPITALS. Also, the place of publication is sometimes put last, instead of after the title. Some publishers expect the first letter of each word of the title to put in upper case, and others don’t! If you’re writing for a particular journal or publisher, it’s well worth conforming exactly to the expected house-style. 

14 Newspaper articles need references too. For example, if you’re referring to a news item or article in ‘The Guardian’, your in-text reference of say (Jones, 2006) would need to be followed by the full reference, with exact date of publication and page numbers, in your alphabetical list at the end of your work along the lines:

Jones, J. (2003) Students sent down for plagiarism The Guardian 31st Jan, pp.24-5.

15 Make your list of references in alphabetical (and where necessary date) order. This means in fact in alphabetical order of the family names of the first-named author. When you include an author more than once, you need to arrange the references in date order too, for example:

Smith, A. (1997)….
Smith, A. (2002)…and so on.

In cases where you have cited more than one source by a particular author in a given year, you need to show which is which, by including letters in the dates, as follows:

Smith, A. (2000a)…

Smith, A. (2000b)…

and in such cases when you cite their work in your text you need to use (Smith, 2000a) and so on.

16 Web-based sources need references as well! Author and title details are as for journal articles, but this time you need to include the URL of the source, e.g. http://www.leedsmet.ac.uk/the_news/nov03/r19nov.pdf (accessed 21st August 2006). The date that the reference was seen is included so that if the website address changes, it might be possible for the reader to track down where the reference is now stored (or whether it is no longer available!).
17 Do a careful check, just of the citing and referencing, when finishing off your work. Whether you’re preparing your work for assessment, or sending it off to a prospective publisher, it’s important to make time to check this aspect really carefully. In particular, check that each source you’ve cited is indeed included in the references, and that you haven’t included in the references any source which you subsequently deleted from your citations.

