Referencing

(
( Citations and references
( When you refer to, or quote, the work of other people in your own work this is a citation; you are citing someone else's ideas. 

A citation in your text must always be immediately followed with some details about the source you have used. These details then refer the reader to a reference.

( A reference is a piece of text that lists all the information a reader needs in order to identify and locate the source that you have cited in your work.
( Why Reference?

( Academic reasons:

to show the variety of sources you have used 

to show that you have used relevant sources 

to support the ideas and arguments that you discuss in your work

Often you will gain marks if you have used a wide range of different sources to justify and support your work. 

If you find information from sources that are not on your reading list it shows initiative and independent thought. 

If you do not include the details of the different sources of information that you use in your work it will not be possible for a tutor to see what you have read and judge if it is relevant and if you have discovered it yourself.

If you do not include references in your work you are likely to lose marks.  

( Practical reasons:

to help a reader to trace the sources you have used

to help you to retrace the sources you have used in the past

The number of sources available is increasing at a rapid pace. 

It is very difficult to find a specific source without knowing who the author(s) is/are or its title. Sometimes several items have the same title, therefore more information is required.

A reference provides enough information about a source for it to be located quickly and efficiently. This helps your tutor to find the sources for themselves.

Referencing can also be useful for you: if you wish to find a source that you have used in a previous assignment its details will be available in the reference list.


( Legal reasons to avoid plagiarism

Plagiarism is the use of another person's ideas or work without acknowledging them.

If you talk about someone's work or gain ideas from it without referencing the source, this is plagiarism.

If you use a quotation from someone else's work or paraphrase (put their information in your own words) without referencing the source, this is plagiarism.

The University takes plagiarism very seriously. 

If you do not reference the sources of information that you use in your work it is likely that you will be penalised at 40% or get a mark of zero. 

You may also face disciplinary action. 

( Numeric Referencing
**Picture of Referencing**

( Numeric Referencing
( School of Computing uses the Numeric Referencing system

( You MUST NOT use the Harvard system of referencing

( The Good and the Bad
( Advantages

(A running number within the text 

(Easy to compile the reference list for the end of your paper, because the list is created as you prepare your paper

(The references list is arranged in the order the citation appears in the text/main body of your work, not alphabetical order

( Disadvantages

( The reference list is not organised alphabetically and therefore may be more difficult to browse (e.g. for a specific author).

( It can be difficult to insert a reference into your work at a later date as this will cause the numbers of the citations after the insertion to be shifted down (in order to maintain the numerical sequence). 

However, software can overcome this.

( Using Citations
( When using the numeric style, a citation generally requires only the name of the author(s) and the number of the reference.
( One author of one work:

( As Williams [1] outlines: 'It would be dangerous to enable applets arriving from anywhere on the World Wide Web to be able to read files on the client system.‘

( Two or three authors of one work:

( Davies and Jones [2] recently stated...

( Four or more authors of one work:

( Jenkins et al [3] contend that…

( If you refer to an item of work more than once, you should use the first number given to that piece of work. 

Therefore, no matter how many times you may refer to a particular piece of work in your text, there will only need to be one entry giving the bibliographic details in your reference list. 

( If particular parts of the document are cited page numbers may be given after the numerals (3, pp. 23-24)

( Superscript7, brackets (8) or square brackets [9] may be used.

Bit stick to one

( Try not to be boring!

( Vary the way that you use references

( In an investigation conducted in large factories, Gibbs reported that absenteeism was higher on the night shift than the day [1].

OR

( In an investigation conducted in large factories, it has been reported that absenteeism was higher on the night shift than the day [1]

OR

( In an investigation conducted in large factories, it has been reported that ‘absenteeism on the night shift was measured and found in every instance to be significantly higher than that on the day shift’ [1].

Using Direct Quotes
( Don’t over-use direct quotes (i.e. verbatim, exactly as stated in the original)

( You should aim to paraphrase information provided by an author in your own words as this helps to demonstrate to the reader your understanding of the information. 

( Only quote directly from the text when you:

( Cannot present the information more succinctly or in any other way.

( Need to present a particular portion of an author’s text in your work to analyse it.

( You must discuss any quotes you use. 

( You must provide page numbers for direct quotes.

( As Jones [1] says, ‘for a short quotation of 1 or 2 lines, include it in your sentence and use single quotation marks’.

( For a long quotation consisting of at least one sentence / two full lines:

( Begin on a new line

( Indent one tab space for whole quotation

( Use exact wording and punctuation

( Use single spacing 

( Use three dots (…) if you omit some of the original words

( Use square brackets if you insert words of your own

( Long Quotation
( **Show long quote**
( Analysis and evaluation
( Avoid a biased review.

Try to cite references for and against your argument (it also makes for more interesting reading). 

( Be analytical.  

Don’t just LIST the different arguments.  Pick the RELEVANT views and discuss them.  

( Link ideas together. 

Try to compare and contrast views, and interpret what they mean. 

( Writing Styles

( Write in the third person.  

For example, rather than ‘ I found…’ you should say something like ‘It was evident…’.

( Use a formal style of writing.  For example: 

( no contractions – ‘it’s’  should be ‘it is’, ‘don’t’ = ‘do not’.

( Avoid slang – ‘if you pay peanuts you get monkeys’

( Always, always, always: 

( SPELLCHECK your work.  

( Also grammar check.  

( Get somebody to proof-read your work where possible.

( Reference List
( At the end of your paper you must provide a list of all the references cited in the main body of the paper, 

( citing the full bibliographical details of each reference. 

Each individual reference is made by putting together all the details needed to find a piece of information, in a specified order. Different details are needed for different formats of information.

( The numeric style only requires that references are listed in numerical order. 

( There is no single standard which defines the style or appearance of the reference. It is however, essential that references are correct, complete and consistent. 

( It is important to use the same style, punctuation and order of details throughout your piece of work.

Bibliography
( Sometimes you are requested to give a record of the information you have read for background reading. 
( If you have read a source but did not cite it in your work the reference for this item should go in a bibliography. 
( A bibliography is organised alphabetically by author surname and follows your ‘Reference’ list at the end of your work. 

( How to reference

**Animated list**
( a book 

a chapter in an edited book 

a secondary reference 

a journal article 

a conference paper 

Theses and dissertations

Online sources (e.g. an article in an electronic journal)

Books

( Author(s) and Title should be given as they appear on the title page inside the book. (The front cover may have less detail.) 
( Information such as the year, place of publication and publisher is usually on the back of the title page. 

( Edition should be abbreviated: 2nd ed. 

( Place of publication is usually a town or city. For U.S. place names, give the two-letter state abbreviation as well.

**EXAMPLES**

Secondary references
A work that has not been read in the original but has been summarised or discussed in some other work is known as a secondary reference. 
Both the primary source and the source actually read should be quoted in your paper/report:

**Examples**
In the numeric list at the end of your work only include the reference where you read about the original work. You cannot include details about the original study as you have not read it.

Chapter in a Book

**Description

**Examples
Journal Articles

**Description

Date of Publication should include the month or season if it appears on the journal:
**Examples
Published Conference Proceedings
**Description

**Examples
Unpublished Paper

**Description

**Examples
Thesis or Dissertation

**Description

Qualification should be abbreviated as Ph.D., M.Phil., etc. 

The type of report (e.g. thesis, dissertation, etc) should be given as it appears on the document as the terminology may vary between countries. 

It is helpful to add the country unless the university is particularly well-known.

**Examples
Unpublished Source 
**Description

The type of document might be an unpublished manuscript, e-mail or private correspondence, etc.

Clearly these are not available to your readers but you should still give as much detail as you can.

**Examples
Online Source

**Description

**Examples x 2

Using Software

You can keep a record of the sources you use on a computer in a bibliographic management package. 

Endnote

One system is called Endnote and trial versions are available to students online. 

This allows you to build a store of references that can be sorted, searched and automatically inserted into documents. 

It takes a little time to set up but can save you a lot of time if you use the same references regularly.
Author(s) of chapter | "Title of chapter" (in quotes) | in Title of book (in italics) | Edition (if not the first) | Editor(s) of book | Place of publication | Publisher  | Year of publication | Pages covered by chapter
Examples
[6]   G. O. Young, “Synthetic structure of industrial plastics,” in Plastics, 2nd ed., vol. 3, J. Peters, Ed. New York: McGraw-Hill, 2004, pp. 15-64.

[7]   S. Godsill, P. Rayner, and O. Cappé, “Digital audio restoration,” in Applications of Digital Signal Processing to Audio and Acoustics, M. Kahrs and K. Brandenburg, Eds. Boston, MA: Kluwer Academic, 2008, pp. 133-194.

[8]   J. K. Hao and R. Dorne, “Study of genetic search for the frequency assignment problem,” in Artificial Evolution: European conference, AE 95, Brest, France, September 4-6, 1995 : selected papers,” J.-M. Alliot, Ed. Lecture Notes in Computer Science, 1063. Berlin: Springer-Verlag, 1996, pp. 333-344.
