
 
    

REFERENCING GUIDELINES  
     
 Postgraduate and undergraduate written work, including dissertations, submitted to Crossfields 
Institute for assessment, must reference the ideas, research findings and writings of others.  We 
recommend that the Harvard (Author-date) system is used.  The recommended format is defined and 
illustrated in this document.  
  
WHY IS REFERENCING USED?  
  
During the preparation of an assignment, report or other piece of assessed work it is good academic practice 
to support arguments by reference to other people’s work.  Work such as published journal or newspaper 
articles, government reports, books, dissertations or material from the internet.  In order to correctly 
acknowledge other people’s ideas used in your work, it is essential to keep records of all material referred to 
and to cite it correctly.   
Citation is the practice of referring to the work of others in the text of your own work.  These works are cited 
to provide evidence of the background reading that has been done and to support the content and 
conclusions you are putting forward.  Citation allows you to place your work in the context of work that has 
been done by others and is the usual way of demonstrating scholarship. Each citation requires a full 
reference at the end of the work in order for the reader to trace the item should they wish to follow up what 
you have said about it or read it for themselves.    
Appropriate, comprehensive, consistent and correct referencing will help to raise the academic quality of 
a piece of work and therefore the grade awarded.  

  

AVOIDING PLAGIARISM correct referencing also means that you avoid the serious academic offence of 
plagiarism.  Plagiarism means copying from books, articles, web sites, or other student’s work without 
acknowledgement.  This is viewed as a form of cheating, because, without a citation, the reader will think that 
you have come up with the quotation, idea, argument, finding, statistic, table, picture or chart yourself.  Even 
when you have, for example, rephrased a point made by another author or modified a table you must still cite 
where the original idea or work came from.    

  
  
HOW TO PRESENT CITATION WITHIN THE TEXT  
In the main body of a dissertation, essay, paper, or other assignment, you need to give sufficient information  
(usually author/s’ surname/s and the year of publication) for example (Smith, 2013) to allow the reader to 
locate the full details in the list of references that you will give at the end of the work.    
  
  
HOW TO PRESENT A DIRECT QUOTATION  
The following presentation points should be noted when it is necessary to include the exact words used by 
others:  
• the quotation must be copied exactly, including spelling and ‘politically incorrect’ language (e.g. ‘man’, 

when it means human or people) - words of this kind may be followed by [sic]; the quotation needs a 
reference given in the same way as a citation (author, year) usually after the quotation and then the full 
details in the reference list at the end,  

• sections of the direct quotation that are not important can be omitted, if this is signified by ellipsis (three 
dots); additional words needed to clarify the sense can be inserted in square brackets, as in ‘ ... on 
being confined to a box ... and they [horses] may manifest stereotype behaviour.’;  

• a short quotation (usually less than three lines) is placed within the normal paragraph and enclosed 
within single inverted commas;  

• a long quotation is included as a separate indented section, without quotation marks.  Even if the rest 
of the text is double spaced, a long quotation should be single spaced.  

 
 
  



 
When to use direct quotation 
Direct quotation is often over-used and this should be avoided.  As a rule of thumb there are three and a half 
times when it is correct to quote. 

1. When you want to prove that an author really has said something (perhaps a controversial claim) that you 
are going to show is unreasonable.   

2. When you are repeating a classic formulation of a statement, e.g., Hume’s fork, and you are going to go 
on to examine its component parts. 

3. When a statement from an author is open to different interpretations and you are going to examine these 
different interpretations.  

½. When an author has concisely, amusingly or beautifully summed up a point and you prefer to use this 
than summarise it yourself.  This should be done very sparingly if at all. 

Another occasion of a different sort is where you quote, for example a poem, which you then go on to 
analyse. 

Note with all except the time that is only half correct the reason for quoting is to give the reader material that 
YOU are then going to work on.  NEVER think that a quotation can do the work for you.  If it is not worth 
discussing in your own words afterwards or before then it isn’t worth quoting. 

 

 HOW TO PRESENT THE LIST OF REFERENCES  
Place the list of all the references you have used, in alphabetical order, at the end of your work (dissertation, 
paper, essay).    Examples for various cases are given below with recommended punctuation (commas, 
full stops, brackets, inverted commas, colons); spacing; capitalisation and font style (regular, italic and bold).      

BOOKS -  title and sub-title in italics; sub-title capitalisation only on first word, names, etc.  

Wood, P. and Smith, J. (2016). Educational Research: Taking the Plunge. Carmarthen: Independent 
Thinking Press.  

Stacey, R. D. (1996) Complexity and Creativity in Organizations.  San Francisco:  Berrett-Koehler.  
  

ARTICLE IN A JOURNAL:  cite the journal name in full, give inclusive page numbers, volume number in 
bold, part number only if used by journal.   

Simola, H. (2005)’ The Finnish Miracle of PISA: historical and sociological remarks on teaching and 
teacher education’, Comparative Education, 41, (4), 455-470.  

Haden, C. and Hoffman, P. (2013) ‘Cracking the Code: Using Personal Narratives in Research’.  
Journal of Cognition and Development, 14, (3), 361-375. 

Meyer, J. and Land, R. (2005) ‘Threshold Concepts and Troublesome Knowledge (2): 
Epistemological considerations and a conceptual framework for teaching and learning’. Higher 
Education, 49 (3), 373-388.  
  

WEB PAGE:  

National College for Teaching and Leadership (2017) Transformative Learning [www document].  
https://www.nationalcollege.org.uk/transfer/open/advanced-facilitation/advfac-s03/advfac-s03-t2.html  
(Accessed 3 January 2018).  

•  

• The WEB SITE ADDRESS ON ITS OWN IS NOT SUFFICIENT.  Full reference details must be given to 
allow readers to locate the material, if it still exists in the same place.  

• Note the originator - author/s or editor/s, if given, otherwise the company or organisation.  

• The year of publication (or last updating) should be given, if at all possible; this can often be found at the 
bottom of the page; otherwise record (No date) for the year.  

• The document title is shown in italics.  For a web page this will normally be the main heading on the 
page.  

• It is useful to indicate the medium or type of resource, to show that it is not a printed book or periodical  
e.g. [www document] or [online], [CD-Rom], [e-mail].  

• A full and accurate electronic address is required.  The Uniform Resource Locator (URL) can be copied 
from the browser and pasted into a Word document.  



 
MAKING REFERENCING A HABIT  
Initially referencing conventions may seem complicated, confusing, tedious and distracting (Barnes, 2005).  
Achieving comprehensive and accurate citation and listing, in a correct, ordered and consistent format can 
easily become a habit if the following routines are used from the start:  

• when making any notes always record the source or reference (for example, note it in the heading or 
margin) and ideally the page number, as the details can then be checked if necessary;  

• also record whether the words are noted word-for-word (by using quotation marks) or if they have been 
paraphrased;  

• whenever a photocopy is made, note down the reference on the copy.  Journals often print the relevant 
details on each page, but occasionally miss out some items (e.g. the year).  Many hours can be wasted 
by returning to look up this information later;  

• if a pdf file is printed or saved, make a note of the URL, for example by cutting and pasting it into a 
Word document;  

• in the case of reference to anything accessed via the internet it is essential to note the date accessed as 
this information on-line information can change without notice;  

  
• particularly when reading academic texts and research papers, notice how authors use referencing. 

This will help to ‘get a feel for’ when, what and how to reference;  
• act on assignment feedback to correct faulty habits.  
  
MICROSOFT  WORD REFERENCING TOOL  
Students can use the Microsoft Word Referencing tool: this allows details of sources cited to be stored as the 
document is put together and listed at the end.  Select References, choosing Harvard from the Style drop 
down menu.  Insert citation as the document is written and Insert Bibliography at the end of the 
document.  NB Microsoft calls the list “works cited” and “bibliography”.    

FURTHER INFORMATION  
Further information can be found at the following websites:  

http://www.harper-adams.ac.uk/library-services/information-skills/citing-and-referencing.cfm  -  
includes a useful  A-Z list of examples  

http://libweb.anglia.ac.uk/referencing/harvard.htm  

http://library.leeds.ac.uk/skills-referencing#activate-harvard_style   
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