Referencing Guide

Material quoted from another author’s work needs to be acknowledge. The following is a guide to referencing such work. 

There are two main referencing systems commonly used. The first is the ‘in-text’ (or sometimes revered to as the Harvard system) where one uses brackets in the text to refer to surname of the author, date of publication and the page number. The second is the   ‘footnoting’ (or sometimes referred as the Oxford system) if the footnote is at the bottom of the page, or ‘endnotes’ where the footnote is placed at the end of the article/chapter where one puts a number in the text after the quote and at the bottom of the page or at the end of the paper.

This guide adopts the APA standard (American Psychological Association) form of the in-text referencing system. What is most important in referencing, however, is consistency; two or more systems can not be combined. 

The following is a simplified guide, further information may be obtained from publications such as Publication manual of the American Psychological Association (5th ed.), (2002).
1.
What information must be referenced?

1.
Quotations

2.
Information paraphrased or summarised from other sources

3.
Factual information not commonly known or accepted in the discipline in which you are writing.

4.
A line of thought borrowed from another author.

2.
In-text Referencing Format

1.
Under this system the surname of the author, year of publication and relevant page number are placed in brackets and positioned within the body of the text.

Example

"Most teachers have conceptualised some kind of teaching model ... that they use to guide their teaching" (Cole & Chan, 1987, p. 4)

· Give the author's initials if the essay cites two authors with the same surname.

· If the assignment cites more than one work published in the same year by the same author, add the letters a, b, c, etc to the date of publication - e.g. (King, 1990a; King, 1990b).

· If there are two or more authors use all the names.

· If the assignment cites two or more works of the same author the dates should be in chronological order.

Example

(Bass, 1985, 1992)

2.
If the author’s name appears in the text then the year of publication and page number are shown in brackets.

Example

Woolfolk (1990, p. 239) states that "many cognitive psychologists believe certain types of knowledge are organised and represented in propositional networks"

3. Multiple citations from different authors are arranged in chronological order, and for a single year in alphabetical order. A semicolon is used to separate different references.

Example


(Willis, 1971; Adams, 1984; Smith, 1984; Duke, 1993)

4.
For material found in a secondary source both the secondary source and the primary source are to be acknowledged.


Example


(Bender, 1973 cited in Berger, 1988, p. 237).
5.
Quotations longer than one sentence should be indented, single spaced with no quotation marks.
3. 
List of references Format

1.
At the end of the assignment list the references containing full bibliographical details of all the sources you have cited. (List only the works you have referred to in your assignment - not all the works you have read)

2.
List the sources in alphabetical order by author's surnames.

3.
Indent every line after the first line of each entry.

· For a book the order of entry usually is:

author’s surname name comma author’s initials full stop (date of publication) full stop title (in italics and only the first letter in upper case) full stop place of publication colon publisher full stop

Examples

Dunford, R.W. (1989). Organisational behaviour: An organisational analysis perspective. Sydney: Addison Wesley.

French, W.L., Bell, C.H. & Zawacki, R.A. (1989). Organisation development: Theory, practice and research. New York: Irwin.

· For a journal article the order of entry usually is: 

author’s surname name comma author’s initials full stop (date of publication) full stop article title full stop journal title (in italics) comma volume number (issue number) comma page numbers full stop 


Example

Gellerman, S.W. (1986). Why good managers make bad ethical choices. Harvard Business Review, 64 (2), 85-97.

· For a chapter of a book, the following format is usually adopted

Example

Lett, W. (1989). Creativity and giftedness. In P. Langford (Ed.), Educational 

psychology (pp. 64-89). Sydney: Longman Cheshire.

· For a report, magazine, newspaper or government publication when the author is known, the following format is usually adopted 
author’s surname name comma author’s initials full stop (date of publication) full stop article title full stop publication title (in italics) comma publication date comma page numbers full stop 

Example

Carroll, J. (2003). Keeping your head when brats lose it. The Australian, May 14, p. 16.

· For a report, magazine, newspaper or government publication when the    author is unknown, the following format is usually adopted

Publication title (in italics) or body which commissioned the report/document full stop (year of publication) full stop article title full stop publication date comma page numbers full stop 

Example

The Australian. (2003). Psychology cracks dry old edifice. May 14, p. 44. 

Victorian Department of Education. (1994). Schools of the future. 
Melbourne: Victorian Department of Education.

·  For all other cases where the author is unknown (including web based material) the title moves to the first position on your reference entry

· For an online article where author is known, the following format is usually adopted.
The same format as an above except a retrieval information statement and date must be added

Example (author known)

Ferguson, A. & Wood, C. (1998). Step aside: Women coming through. 
Retrieved Feb 19, 2002, from 
http://www.brw.com.au/root_brw/090298/brw01.htm 


Example (author unknown)

Gun control vs gun rights. (2001). Retrieved Jan 20, 2004, from http://www.opensecrets.org/news/guns/

Note

If information is retrieved from an online database providing the name of the database is sufficient. For example, Retrieved Jan 4, from the proquest database. The URL is not needed.

If a full Journal article with format identical to the printed form, is sourced from an online database there is no need for a retrieval statement.

· For  Lecture or study guide notes, the following format is usually adopted

author’s surname name comma author’s initials full stop (year  of presentation) full stop subject title and code (in italics) comma lecture date or study guide page/notes page comma institution name full stop 

Note: Websites can be a very important source of information but the sites also need to be evaluated. Websites that do not name the author of the material or do not tell you about the authors’ credentials or biases carry little authority. Work at this level should be based on data from acknowledged authors, books or journals.

Information from the web must be sited just like any other source including the author, title, URL of website and date of retrieval.
