CLL REFERENCING GUIDELINES

Introduction

The golden rules of referencing

· Be consistent – use only the guidelines provided by your department and stick to them for all your work, unless a lecturer tells you otherwise. (for Joint/With students, and students undertaking a Free Elective, you will normally be expected to follow the referencing guidance from the department that is running the module. If you are unsure about this, you should ask the module leader.

· Follow the detail in these guidelines absolutely, for example punctuation, capitals, italics and underlining. If you do not do this, you may lose marks for your work. Referencing is all about attention to detail! 
· If the source of information you are referencing does not fit any of the examples in your referencing guidelines (see below), choose the nearest example and include enough information for your reader to find and check that source, in a format as close to the example as possible. For further guidance on these types of references, see “Frequently Asked Questions” section (below).
· Gather all the details you need for your references whilst you have the sources of information in your possession. If you forget to do this and cannot find the sources of information again (they may have been borrowed from the Library, for example, by another reader), you cannot legitimately use them in your essay. If you do so without referencing them, you could be accused of plagiarism.

· Keep the referencing details you have gathered in a safe place. You can use small index cards for this or an electronic database such as the EndNote program, so that you can sort your references into the order laid down in your guidelines – usually alphabetical by author’s surname.

What referencing is

Referencing is acknowledging the sources of information (originated by another person) that you have used to help you write your essay, report or other piece of work. In your academic work, you should use the existing knowledge of others to back up and provide evidence for your arguments. The sources of information you use may include books, journal articles (paper or electronic), newspapers, government publications, videos, websites, computer programmes, interviews etc. 

Why you must reference your sources of information

There are several reasons why you must reference your work. In no order, these are:
· As courtesy to the originator of the material.

· To provide evidence of the depth and breadth of your reading.

· To enable your reader to find and read in more detail, a source of information to which you refer in your work.  
· To allow your lecturer/marker to check that what you claim is true; or to understand why you have made a particular mistake, and teach you how to avoid it in future.

· To enable you to find the source of information if you need to use it again.

· To avoid accusations of plagiarism.
What plagiarism is

In its Code of Practice on the Use of Unfair Means (http://www.student-admin.hull.ac.uk/downloads/code.doc), the University of Hull defines plagiarism as follows:

Plagiarism is a form of fraud. It is work which purports to be a candidate’s own but which is taken without acknowledgement from the published or unpublished work of others. (University of Hull, 2004)

In other words, plagiarism is using the work of others without acknowledging your source of information; that is, passing off someone else’s work as your own (stealing it). 

The same Code of Practice lays down severe penalties for committing plagiarism, which is regarded as a serious offence. Further information can be found at http://student.hull.ac.uk/handbook/academic/unfair.html
When you must use a reference in your work

You must use a reference whenever you:

· Use a direct quotation from a source of information.

· Paraphrase (put into your own words), someone else’s ideas that you have read or heard. This is an alternative to using a direct quotation.

· Use statistics or other pieces of specific information, which are drawn from a recognisable source.

How to use quotations in the text of your work
Quotations should be used sparingly, for example as primary source material or as evidence to support your own arguments. They should be fairly brief if possible, so that there is room in your work for plenty of your own arguments, not just those of others. When using quotations in your work:

· Copy the words and punctuation of the original, exactly, except when you wish to omit some words from the quotation. In this case, use three dots … to indicate where the missing words were in the original. 

· If the original has an error, quote it as written but add [sic] in square brackets to tell your reader that you know it is an error but that this is what the original says. 

· Make minor amendments to grammar if necessary, so that your writing and the quotation flow naturally. Put your amendments in square brackets, for example: “In his autobiography, Churchill says that [he] was born at an early age…” The original says “I was born at an early age…” 

You must also explain how to format and present quotations within the text of your work, depending on your department’s preferences. One example is: 

· If the quotation is a line long or less, incorporate it into your text and enclose it in quotation (speech) marks.

· If the quotation is longer than a line, put it in an indented paragraph (start it on a new line; indent it at either side; single space it; and do not use quotation (speech) marks).  

Referencing in the text of your work

In the text of your work you are expected to reference your sources of information in an abbreviated (short) format, which signposts your reader to the full details of the sources in your list of references/bibliography at the end of your work (see below). You do not use full references in the middle of your work because they are bulky; they break up the flow of your writing; and they are included in your word count.

The Harvard system involves referring to Authors in the text in the following ways.

Harris (2003) argues that postmodernism has a dubious future.

It has been argued that postmodernism has a dubious future (Harris 2003).

The point has been made that ‘it is not easy to see what contribution postmodernism will make in the twenty-first century’ (Harris 2003: 131).

At the end of your work the full details for ‘Harris 2003’ would be given in the Bibliography as follows.

Harris, J. 2003. The meaning of postmodernism for research methodology, British Journal of Sociological Research. 15:249-66.

If you make use of notes or endnotes in an essay, consecutive numbers enclosed in brackets and listed at the end of the essay should identify them in the text.  You should make use of this method when citing Web sites.

Referencing at the end of your work 

The references at the end of your work must give the full details of your sources of information, which are signposted from the short references in the text of your work. These full references enable your reader to find and check your sources of information if they wish to.

The Harvard system involves the use of a Bibliography only and is the preferred style of referencing for CLL. References are quite rare when the Harvard system is used as the information on sources is firstly contained in the text and then full details are found in the bibliography.  You may however use references to indicate that you cannot elaborate on a point but include a reference where a more detailed discussion can be found see example below.
   You may perhaps use a reference to elaborate on some details of your argument - see example 
.

The following web page provides a good summary of the Harvard method of referencing

http://www.bournemouth.ac.uk/academic_services/documents/Library/Citing_References.pdf
A bibliography includes all references, plus all the other sources of information which have been used to assist with the writing of a piece of work, but which are not actually quoted from, paraphrased or referred to in the text of a piece of work. A bibliography shows better than a list of references, how widely a student has read around his/her subject. Using the Harvard method entries should be in alphabetical order of surname, initials and year of publication, title, and publisher. This does not mean that you should include every book and article you have read for the duration of the programme in every Bibliography; you should only include the books and articles you have read in the preparation for that particular assignment.

The publication title might be written in italics, in some cases underlining is used (see referencing guidelines below). At the end of an essay all references used should be listed in alphabetical order according to the following guidelines:

	ELEMENTS OF REFERENCE


	ORDER OF ELEMENTS AND FORMAT OF REFERENCE




Books
	surname, initials and year of publication, title, place and publisher
	Young, K., 1999. The Art of Youth Work, Dorset: Russell House Publishing.


Chapters in books that are a collection of chapters by different authors

	surname, initials and year, title. In editor’s initials. surname, (ed.) Title, publisher, pages
	Jeffs, T., 1997. Changing their ways: Youth work and “underclass” theory. In R. MacDonald (ed.) Settlements, Social Change and Community Action. Good Neighbours, London: Jessica & Kingsley.  pp. 231- 239.


Printed journal/periodical articles

	surname, initials., year. Title. journal, volume, number, pages
	Jeffs, T & Smith, M., 2002.  Individualisation and Youth Work. Youth & Policy, No. 76. pp 39-65.




Electronic journal/periodical articles

	as above plus include the URL of the electronic site at which they may be found
	Neuman, B.C., 1995. Security, payment and privacy for network commerce. IEEE Journal on Selected Areas in Communications, Vol. 13, No. 8, October, pp. 1523-31. Extracted from www.IEEE.com


Individual work on the web

	Author's /Editor's name, initials., Year. Title . (Edition). Place of

publication, Publisher (if ascertainable). Extracted from: URL 


	Mandelson, P (1998) Tackling Social Exclusion. Speech, 14th April 1998, Fabian Soceity, London, extracted from Social Exclusion Unit website( www.cabinet-office), www.seu.gov.uk/indix/more.html


Thesis

	surname, initials, year of publication. Title of thesis, designation, (and type). Name of institution to which submitted.


	
AGUTTER, A.J., 1995. The linguistic significance of current British slang. Thesis (PhD). Edinburgh University.





Videos, films or broadcasts

	Title, Year. (For films the preferred date is the year of release in the country of production.) Material designation. Subsidiary originator. (Optional but director is preferred, SURNAME in capitals) Production details – place: organisation. Programmes and series: the number and title of the episode should normally be given, as well as the series title, the transmitting organisation and channel, the full date and time of transmission. 


	

Macbeth, 1948. Film. Directed by Orson WELLES. USA: Republic Pictures.

Yes, Prime Minster, Episode 1, The Ministerial Broadcast, 1986. TV, BBC2. 1986 Jan 16.

News at Ten, 2001. Jan 27. 2200 hrs.


Frequently asked questions

· What do I do if there is more than one author?

If an item is the co-operative work of many individuals, none of whom have a dominant role, e.g. videos or films, the title may be used instead of an originator or author.

If there are two authors the surnames of both should be given:- e.g. Matthews and Jones (1997) have proposed that…

If there are more than two authors the surname of the first be given, followed by et al.:-

e.g. Office costs amount to 20% of total costs in most business (Wilson et al.1997) A full listing of names should appear in the bibliography.

· What about sources of information with no acknowledged author?

For anonymous works use ‘Anon’ instead of a name.

· What about sources of information which have an editor, not an acknowledged author?

Use the following format:  Editor surname, initial(s). (ed.) (Year) Title of book, Publisher, Place of publication
· How do I reference a quotation by an author, which I found as a quotation in a book written by someone else?

You should mention the person’s name and you must cite the source author:- e.g. Richard Hammond stressed the part psychology plays in advertising in an interview with Marshall (1999). e.g. “Advertising will always play on peoples’ desires”, Richard Hammond said in a

recent article (Marshall 1999, p.67). (You should list the work that has been published, i.e. Marshall, in the bibliography.)

If you refer to a source quoted in another source you cite both in the text:- e.g. A study by Smith (1960 cited Jones 1994) showed that…(You should list only the work you have read, i.e. Jones, in the bibliography.)

If you refer to a contributor in a source* you cite just the contributor:- e.g. Software development has been given as the cornerstone in this industry (Bantz 1995).

· What do I do if the source of information has no date?

If an exact year or date is not known, an approximate date preceded by ‘ca.’ may be supplied and given in square brackets. If no such approximation is possible, that should be stated, e.g. [ca.1750] or [no date].

· How should I reference from lecture notes or handouts? 

You should try to avoid this as much as possible by looking up the information you want to refer to in a textbook or article, preferably recommended by your tutor, and referencing that. If you cannot find the information anywhere else you should reference it with the tutors name as the author , the year , Unpublished lecture notes from... and the date of the class.

For individual help with referencing, you can contact the Study Advice Services by email 
(studyadvice@hull.ac.uk), or:

· In Hull, make an appointment by telephoning (01482) 466344 or visiting the Study Advice Services Desk on the ground floor of the Brynmor Jones Library (turn left immediately after entering the Library).  

· In Scarborough, make an appointment by telephoning the Library on (01723) 357277 or visiting the Study Advice Services office in room C17b on the first floor of College House (up the stairs near Careers). 

The Study Advice Services website has a comprehensive leaflet on referencing, available at www.hull.ac.uk/studyadvice.
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� For a general discussion of this problem see, Wright, Levine and Sober (1992).


� By “material interests” here I simply mean the interests people have in their material standard of living





