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SCOTTISH WIDER ACCESS PROGRAMME (SWAPWEST)

ACADEMIC REFERENCING GUIDE
This section of Preparation for Higher Education focuses on Academic Referencing. This section is designed to expand upon the information in the study skills section of the SWAPWest Preparation for Higher Education Materials.

In this section, you will learn how to reference the sources of information that you use to write essays or reports.  You may feel a bit worried about referencing your written work if you have never had to do it before.  However, once you understand the theory behind it and try it out a few times, you will find that it is actually quite easy to do.
Academic Referencing
The following is a general guide on how to reference your work at university.  Please bear in mind that each university and department may have their own preference of the style and type of referencing that should be used.  Consult your departmental website, course manual or adviser of studies for more information on their particular guidelines.

What is referencing?

Referencing is how you acknowledge other people’s writing or ideas in your own coursework. There are generally two parts involved in referencing: 

1) Whenever you use information that you got from another source (e.g. book, journal article, web site, etc.), you must insert a reference in the main body of your work, immediately after the information you used, to show where it came from. 
2) At the end of your essay or report, you will include a complete list of all the references you used, including the full details of the source (i.e. author, title, chapter, page number etc.).
Who should use referencing?
Students at college or university should reference their academic work.  Academics and some professionals (e.g. journalists) also use referencing in their formal written work.  
It is never too early to start referencing; the earlier the better!  Even if your college does not currently require you to reference your written work, now is a good time to become more familiar with referencing methods and learn the basics. Academic writing is an excellent skill to possess; it will increase your performance at university as well as your employability.
Why reference?

After you have researched your subject area, it is important to reference your sources for a number of reasons:
· To support your arguments and add credibility to them

· To acknowledge the source of the ideas or information

· To allow the reader to find your sources for themselves
· To avoid accusations of plagiarism 

· To gain better grades in essays, reports and exams
· To show that you have used reliable sources of information
Giving accurate references to the information contained within your work shows your tutor that you can you can use a range of different sources and select the appropriate information that supports of your ideas, put this information into your own words and signpost where you found the information so that other can access this too.

When should I insert a reference into my work?

You must insert a reference into your work every time you cite information that you have acquired from somewhere else (e.g. book, journal, web site, etc.). If you cite information that you have read in, say, a journal article, you would insert a reference to your source as below: 
Both of the above examples are legitimate ways to reference a source. While it is perhaps more common to see sources referenced at the end of a sentence, sometimes it works better to refer to the source by name, as in the second example, in which case you would simply put the year of publication in brackets. Either way is correct, so you can choose which you prefer to use in each instance. 

Remember: You must insert a reference into your work every time you cite information that you have acquired from somewhere else, even if you have paraphrased it. 
What is paraphrasing? (See Exercise B)

Before you insert a reference, you will usually paraphrase the information. Paraphrasing is when you read a passage of someone else’s work, from a book or journal article, and then summarise this in your own words. There may be times when you prefer to use a direct quote from a source, but this should be done very sparingly and only when the direct quote is necessary to enhance or support your work. 

What sources should I use? (See Exercise A)
You can use books, chapters from books, e-books, newspaper articles, journal articles or periodicals, conference papers, electronic articles, podcasts, government or organisational reports, law reports, official websites, reviews, theses and dissertations, DVDs, photos, music CDs, etc.  
What style should I use?

There are two main systems used for the citation of references, so check with your department for their preference. 
The two main styles are the Harvard style and the Vancouver style.
Harvard uses an author and year system, where the authors are listed alphabetically in the references section/bibliography:

Vancouver style is a numerical system, where the sources are listed by number in the references section:


Exercise: 

Which referencing system is currently in use by your chosen university? Are there differences between departments? Take a moment to research this information by visiting your chosen university’s web site and a sampling of departmental web pages. Write your findings below: 
University name: _______________________________________________

	Department name
	Referencing style preferred

	
	

	
	

	
	


How do I insert a citation?
· One author


· Two authors


· More than two authors

· Secondary citations (citing a source within a source)
Secondary citations are required when you want to mention sources referred to within another source. For example, you have read paper (i) and within paper (i) you found information discussed in paper (ii).  You should not refer directly to paper (ii) if you have not read it.   
The best thing to do is to find paper (ii) for yourself; after you have read it,  you can cite it as normal. However, if you cannot find paper (ii), you will need to include a secondary citation.

· Quotations

Humanities students use quotations more often than science students, who would rarely use quotations.  Quotations ought not to be used frequently in an essay and should only be used to add to your essay or to give deeper insight into the subject you are discussing.  

If you do use a quotation, you should introduce the quote with a colon, start a new line, indent, use quotation marks and refer to the source, including the page number, before the full stop like this:

· What to use…et al, et al, et al., et al.

You will see the use of the Latin, ‘et al’ the Harvard system when there are more than two authors.  ‘Et al’ is an abbreviation of ‘et alii’ and it means ‘and others.’  You will see et al used with or without italics and with and without the abbreviation full-stop after ‘al.’ If you are citing a source with more than two authors, you should not write out all of the authors’ names because it becomes unwieldy. Instead, you would use ‘et al’ (e.g. Simmons and Robertson, et al, 2009)
How do I list sources in the References Section/Bibliography ?
It is important to observe that each referencing style has its own way to list sources in the references list at the end of your work.  The following states the order to present this information in your work:
Books

To list books correctly in your bibliography list:

1. Name of author(s)

2. Year the book was published

3. Title of the book (in italics)

4. The edition

5. Place of publication

6. The publisher

7. Pages referred to

Example:
Cottrell, C., 1999, The Study Skills Handbook, 1st edition, Chippenham, Antony Rowe Ltd., pp. 123.
Chapter in a book (where the chapters have multiple authors)

Include in the following order:

1. Name of the Author(s) of the contribution

2. Year the book was published

3. Title of the contribution chapter

4. Title of the book (in italics)

5. The edition

6. Place of publication

7. The publisher

8. Pages referred to

Example: 
Martin, T. S., 2005. Adult Education Development in the 21st Century. In: Proctor, D. ed. New Practices in Adult and Continuing Education, 1st ed., Bath, X Publishing, pp. 115 -142. 

Periodical or journal article

1. Name of author(s)

2. Year the journal was published

3. Title of the article 

4. Title of the article (in italics)

5. The volume and part number

6. Pages of the article
Example: 
Griffiths K. and Campbell, M., Discovering, applying and integrating: The process of learning in coaching, International Journal of Evidence Based Coaching and Mentoring, Volume 7, No 2, pp. 16 – 30.

Periodical or journal article online

1. Name of author(s)

2. Year the journal was published

3. Title of the article 

4. Title of the article (in italics)

5. The volume and part number (if available)

6. Full URL address – Available from:

7. Date you accessed the material [in square brackets]

Example:
Galbraith, P. W., 2009, Moe: Exploring Virtual Potential in Post Millennial Japan, Electronic Journal of Contemporary Japanese Studies, Article 5 in 2009. Available from: http://www.japanesestudies.org.uk/articles/2009/Galbraith.html [Accessed 22nd December 2009] 
Newspaper article

1. Journalist name

2. Year article was published

3. Title of the article 

4. Name of the newspaper (in italics)

5. Day and month of article

6. Page number (and column number if known)

Example:
Rowan, M., 2008. SEPA investigation finds pollution.  Glasgow Herald, 8th July, p7.

Online articles or publications

1. Author or publisher (e.g. World Health Organisation)

2. Year article was published (if known)

3. Title of the article 

4. Publisher of the site (if not already stated)

5. Full URL address – Available from:

6. Date you accessed the material [in square brackets]
Example:
World Health Organisation, 2009.  Wold Malaria Report 2009.  Available from: http://www.who.int/malaria/world_malaria_report_2009/en/index.html [Accessed 22 December 2009]
What is a Journal Article? (See Exercise C – Looking at Journal Papers)
A journal article is a piece of work that researchers or reviewers have written in order to share their information, research or views with others. Articles are usually reviewed by other academics (or peers), to ensure that a certain standard of work has been achieved.  Only then can the work be published in periodicals, academic journals, online journals or other types of publication. 
Journals in different subject areas have different formats, however all journals will have a title, followed by a short summary (or ‘abstract’)of the paper, the main body of information and, finally, a conclusion.  The abstract sums up the whole paper in a paragraph or two and is useful to read to see if the paper is relevant to your subject.

Science journals and some health- and nursing-related articles will follow the format of title, abstract, introduction, methods, results, discussion, conclusion then list of references, in a similar way you would write a good level science report.  The other subject areas will have fewer sub-headings and follow the general structure of title, summary, main body and conclusions.
Where can I search for journal articles? 

University library online catalogue, for example: 

· For University of Glasgow, use their online journal search here:

http://eleanor.lib.gla.ac.uk/search~S1/
· At University of Strathclyde, search here: http://www.lib.strath.ac.uk/els.htm
· At Glasgow Caledonian University, search here: http://ilink.gcal.ac.uk/uhtbin/cgisirsi/eVXKId21dm/GCAL/139520105/60/1196/X/BLASTOFF
· For University of the West of Scotland, search under serials here:
http://146.191.33.6/TalisPrism/
· For University of Stirling, search under journals here:
http://libcat.stir.ac.uk/
Other Sources
· Athens is an online journal resource where you can search for journals and other resources in any subject area: http://www.athens.ac.uk/.  You will need to acquire an Athens password from your university.

· The Glasgow Caledonian library has a database (‘Discover’) that includes alternative resources, which can be accessed from this page: http://www.gcu.ac.uk/library/ 
· Directory of Open Access Journals have journals that are free to access from anywhere: http://www.doaj.org/
· Use references from other papers! At the end of a journal article, the author(s) will have listed all of their sources.  You can search online to find articles of interest. 
Need Further Help?

When you progress on to university, you will have access to workshops and possibly online resources from student learning services.  See the following web pages for more information:

Glasgow Caledonian University: http://www.gcu.ac.uk/learningdevelopmentcentres
Glasgow University: www.gla.ac.uk/services/sls/
Stirling University: http://www.strategicplanning.stir.ac.uk/CAPL/student-learning-services/index.php
Strathclyde University: www.strath.ac.uk/caple/
UWS: http://www.uws.ac.uk/international-students/international-student-support/study-skills/
It is also worth remembering that there are many study skills resources on the internet (e.g. Open University have information on referencing and other study skills online) and alternatively you can buy or borrow books on study skills from the library.  
Exercise A - Good source, bad source
Rate each of these sources in terms of reliability and credibility:
	Source
	Reliability

	
	Very poor
	Poor
	Average
	Good
	Very good

	Tabloid newspaper
	
	
	
	
	

	Broadsheet newspaper
	
	
	
	
	

	Textbook in library
	
	
	
	
	

	Wikipedia
	
	
	
	
	

	Journal article
	
	
	
	
	

	Government article
	
	
	
	
	

	BBC news online
	
	
	
	
	

	PhD thesis
	
	
	
	
	

	Independent webpage
	
	
	
	
	

	Conference paper
	
	
	
	
	

	Educational publication
	
	
	
	
	

	Official organisation webpage e.g. World Health Organisation
	
	
	
	
	


The most reliable sources of information are the books and periodicals that you would find in university libraries.  These have been reviewed and edited by established academics (peers) to make sure that the information is as trustworthy as possible.  
Other information sources like official or government website articles, PhD theses, conference papers, BBC news, etc. are respectable sources, but not peer-reviewed, so perhaps aren’t quite as reliable as a book or journal article.  
Other general articles on the internet and certain newspapers (some newspapers are more reliable than others) should be used with great caution, if at all. If in doubt, check with your tutor/lecturer to make sure that the source you’re referring to is an acceptable one. 

Exercise B – Paraphrase it!

Below are abstracts of journal articles in Humanities, Science and Nursing subject areas. Abstracts are summaries of the whole paper found at the beginning of an article. Please read through the paragraph of your subject area, paraphrase the abstract and insert a reference after the text.
· Humanities

Below is a shortened abstract of an academic paper from the journal, Anthropology Matters.  Read through the abstract and summarise what the paper is about in your own words:
Clark, H., Youth participation: creating good citizens or good subjects?. Anthropology Matters, Volume 10, No 1, November 2008. Available at: http://www.anthropologymatters.com/index.php?journal=anth_matters&page=article&op=view&path%5B%5D=42 [Accessed on 18 Dec. 2009]

“This article seeks to locate the idea of youth participation in the wider anthropological debates on nationalism and citizenship. By examining UK Government policy…the article will analyse the Government's approach to young people as citizens. 
This article will seek to show that the Government's thinking on citizenship and young people is somewhat confused, and that this has a direct impact on the forms of participation offered to young people. 
[This article] will show the impact this has on youth work practice and the ways in which young people experience citizenship and participation in everyday situations. Ultimately it will be argued that the Government's approach to citizenship is leading to the creation of good subjects rather than good citizens.”
Summary & reference:

· Science

Below is the abstract of an academic paper from the Journal, of Science Communication.  Read through the abstract and summarise what the paper is about in your own words:

Tatalovic M.. Science comics as tools for science education and communication: a brief, exploratory study. Journal of Science Communication, SSISA Medialab, Volume 8, issue 4, December 2009.  Available at: http://jcom.sissa.it/archive/08/04/Jcom0804%282009%29A02 [Accessed on 18 December 2009].
“Comics are a popular art form especially among children and as such provide 
a potential medium for science education and communication. In an attempt to present science comics in a museum exhibit I found many science themed comics and graphic books. Here I attempt to provide an overview of already available comics that communicate science, the genre of ‘science comics’. 
I also provide a quick literature review for evidence that comics can indeed be efficiently used for promoting scientific literacy via education and communication. I address the issue of lack of studies about science comics and their readers and suggest some possible reasons for this as well as some questions that could be addressed in future studies on the effect these comics may have on science communication.”
Summary & reference:
· Nursing

Below is information from a government leaflet on MRSA.  Read through the passage and summarise in your own words:
Scottish Government, CNO(2005) 2 - Annex A - MRSA Leaflet. Available at: http://www.scotland.gov.uk/Topics/Health/NHS-Scotland/19529/CNOANNEXA [Accessed on 18 December 2009].

“MRSA is one of many different kinds of infections associated with healthcare (in other words, healthcare associated infections - HAIs)…  MRSA is more common in hospitals than anywhere else…   MRSA stands for meticillin-resistant Staphylococcus aureus (MRSA). (Meticillin used to be known as methicillin).

MRSA is a common type of germ, known as Staphylococcus aureus, that has become resistant to a group of antibiotics. It lives on the skin and in the noses of many people without causing them any harm. 

…Staphylococcus aureus only becomes a problem to people who are vulnerable to infection (for example, the elderly, the very young and those with conditions such as diabetes or kidney disease). The germ is more likely to cause infection if it is able to enter the body, such as through wounds, or tubes (for example, catheters) placed in the body for treatment…
MRSA is mainly spread from one person to another by hand contact. Washing your hands thoroughly is one of the most effective ways of stopping the spread of MRSA. You can also use alcohol hand rubs…”
Summary & reference:

Exercise C - Looking at examples of journal articles
Please copy and paste the following links into your web browser (or press CTRL and click on a link) for examples of journal papers.  These journals are all from the Directory of Open Access Journals at www.doaj.org/.
The New Journal of Physics:

http://www.iop.org/EJ/toc/1367-2630/11/12
International Journal of Mathematics and Mathematical Sciences: http://www.hindawi.com/journals/ijmms/contents.html
Current Research Journal of Social Science: 

http://maxwellsci.com/jp/j2p.php?jid=CRJSS 

Biology and Medicine Journal: 
http://www.biolmedonline.com/current.html
Educate~: 
http://www.educatejournal.org/index.php?journal=educate
Film Philosophy Journal: 

http://www.film-philosophy.com/index.php/f-p
BMC Nursing Journal: 
http://www.biomedcentral.com/bmcnurs
Bulletin of the History of Archaeology: 

http://www.archaeologybulletin.org/
Engineering Education: 

http://www.heacademy.ac.uk/disciplines/engineering


















Your essay text appears here:


"Indent and insert quotation here." (Smith et al., 2005, p5).


Continue with your essay text here. 





To make a secondary citation:


In agreement with McDonald (2006, cited in Banks, 2008, p.11)……





Remember, your reference list at the end of your essay should include only those sources that you have read yourself. 





Andrews et al. (2009) detailed the theory of youth development…





The theory of youth development (Andrews et al., 2009) states that…..





McDonald and Peters (2008) performed a study that confirmed this finding.





This was confirmed in a subsequent study (McDonald and Peters, 2008).





Smith (2006) states that the behaviour of lower primary school children improved when given fruit as a snack instead of sweets.





The behaviour of lower primary school children improved when given fruit as a snack instead of sweets (Smith, 2008).





The Big Bang Theory suggests that our universe was formed from a singularity around 13.7 billion years ago [1].





The Big Bang Theory suggests that our universe was formed from a singularity around 13.7 billion years ago (Dolag et al, 2008).





For example: The Big Bang Theory suggests that our universe was formed from a singularity around 13.7 billion years ago (Dolag et al, 2008). 


Another way to say it: Dolag et al (2008) stated that the Big Bang is thought to have formed our universe from a singularity around 13.7 billion years ago.
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