Harvard referencing
Reference list vs. Bibliography
In the Harvard style, references are listed at the end of your work, and are organised alphabetically by the surname of the author.
A reference list includes all works that have been referred to in the assignment.
A bibliography includes all the material consulted in writing your assignment even if you have not cited them within it.
Many people use these terms interchangeably so, if you are unsure about whether you need to include a bibliography as well as a reference list, ask your tutor.

This guide details the Harvard style of referencing based upon the advice given in the book "British Standard BS ISO 690:2010 Information and documentation. Guidelines for bibliographic references and citations to information resources." This is the style of Harvard that The University of Sheffield supports.
Referencing in the Harvard style is a two–part process:
· Citation in the text: this is the brief indication of the source within the text of your work immediately following the use of the source whether quoted or summarised.
· Reference list: a complete list of all the cited references used in your work with full bibliographic details, to allow the reader to follow up these references and find the original text.
Creating a citation and reference list
Creating a citation 
Harvard style referencing is an author/date method. Sources are cited within the body of your assignment by giving the name of the author(s) followed by the date of publication. All other details about the publication are given in the list of references or bibliography at the end.
Citations which are used with direct quotations, or are referring to a particular part of a source, should include the page number in your citation e.g. (Smith 2017, p. 42) or Smith (2017, p. 42).

Tips on citing where page numbers are not present
If a citation does not have page numbers, then you should use the number of the paragraph (if available) e.g. Climate change can refer to local, regional, and global changes in weather (Met Office, 2013, para. 2.).
If the paragraph number is not available, then you may direct the reader to a specific section of the item, and then the number of the paragraph e.g. Using the factor command can...(Gaubatz 2015, Generating Factors, para. 2.).
If the name of the section is long, you may use the first few words of the section in quotation marks, e.g. The value of numbers needs to be random...(Gaubatz 2015, "Random Numbers and Generating" section, para.2.).

Tips for citing
· If the author(s) name appears in the text as part of the body of the assignment, then the year will follow in round brackets, e.g. According to Smith (2017).

· If the author(s) name does not appear in the body of the text, then the name and date should follow in round brackets, e.g. The terminology has been called into question when it was discovered...(Smith 2017).

· The abbreviations ibid. and idem. should not be used within the Harvard referencing system.

· If more than one of your citations has the same author and year of publication, then you should distinguish between them by using a lower–case letter following the year, e.g. It was discovered that...(Smith 2017a), this was supported by... (Smith 2017b).

· Some authors have the same surname and works published in the same year, if this is the case use their initial to distinguish between them, e.g. When looking at the average income it was found that...(Williams, A. 2009). However, it was also discovered that...(Williams, J. 2009). 

· In some instances you may need to cite more than one piece of work for an idea. If this occurs, you should separate the references with a semicolon and cite them in chronological order, e.g. This point has been shown by numerous authors...(Jones 2014; Smith 2017). 

· When citing in-text, include the name of up to three authors, if there are more than three authors for the work you are citing then use the name of the first author followed by "et al.", e.g. This was shown to be the case when Taylor et al (2015)...Or, the study shows...(Taylor et al. 2015). 

· For items where the author is a corporation, cite the name of the corporation in full e.g. Birdwatching in the woods...(Woodland Trust 2016), unless their abbreviation is well–known e.g. The governance of the network...(BBC 2017).

· If a work is designated as Anonymous, use Anon instead of the creator's name, e.g. The literature suggests that...(Anon 1816).

· If the year of publication is not given, but can be established, it should be supplied. If the exact date is not known or cannot be established, an approximate date followed by a question mark (?), or preceded by ca. should be given. e.g. 
· When discussing matters of...(Hill 2005?).
· When discussing matters of...(Hill ca. 2005)
· It was found that...(Hill 21st century).

· If no date, or approximate date can be found, then you would state this, e.g. The ancient text indicated the use of... (Wells no date).

· If you use the date of copyright you should precede the date with any of the following: 
· e.g. The BBC showed that... (cop. 2017)
· or © e.g. The BBC website used...(©2017)
Quoting
Quoting is including a section of a source in your own work using exactly the same words as those used by the original author.
If you are directly quoting from a source, then you should include the page number in your citation.
A short quotation (under two lines), should be within the body of the text and in quotation marks, e.g.
There is still a labelling issue when it comes to flavourings in food, it is noted that, "flavours such as vanillin which occur naturally in food are called ‘nature–identical’. The label does not have to state where it comes from." (Wilson 2009, p. 257).
If the quote is more than two lines, then it should be presented as a new paragraph which is preceded by a colon and indented from the rest of the text. You do not need to use quotation marks, e.g. 
Wilson (2009, p. 257) has looked at food flavourings in the UK and makes the following observation about Vanilla:
In Britain, flavours such as vanillin which occur naturally in food are called ‘nature–identical’. The label does not have to state where it comes from. A flavouring only counts as fully ‘artificial’ if it does not occur in nature at all, as is the case with another, stronger vanilla–substitute called ethyl–vanillin (often used in chocolate).
Omitting material from quotations
If you are omitting materials from an original source, use three dots [...] to indicate this, e.g.
Canter and Canter (1992) state that students come to the classroom with "their own needs, their own past experiences and ... their preconceptions of who you are, what your limits will be" (p. 49). It is important to manage the expectations of students effectively.
This does not need to be done at the beginning or end of a sentence.

Secondary referencing
This is when you reference one author who is referring to the work of another and the primary source is not available (refer to the primary source where it is available). Secondary referencing should be avoided where possible - if you have only read the later publication you are accepting someone else's opinion and interpretation of the author's original intention.
You must make it clear to your reader which author you have read whilst giving details of original term by using ‘cited in’, e.g. (Ecott 2002, cited in Wilson 2009) or (Cannon 1989, quoted in Wilson 2009, p. 269).
In the reference list you should give details of the item you looked at. Looking at the above examples, you would reference Wilson (2009) in your bibliography/reference list.

Creating a reference list 
A reference list is the list of items you have used in your work. Reference lists in Harvard are alphabetical.
General tips for creating a list are:
· If you have distinguished between authors in your citation, you should use the same letter in your reference list to distinguish e.g. (Smith 2017b) will be Smith, S., (2017b). ...

· A reference with one author will appear before a reference with two plus authors, if the first author has the same last name e.g. Smith, S., (2017b) would appear before Smith, S. and Jones, A., (2017)

· Multiple references by the same author or creator are listed in chronological order.

· Corporations are listed using the first proper noun of the name, e.g. Royal Academy of Arts (The). 

· For references with more than three authors, list all the authors in the reference list in the order they appear in the source. In some cases, there may be a long list of authors (in medical and scientific papers), if this is the case it is permissible to include the first author followed by et al. See Journal article with many authors for an example.

· Author/Editor names should be given in the following format: Surname, Initials e.g. Smith, F.G.

· Certain types of material, such as encyclopaedias or dictionaries, may not have one person or persons as the main author or editor. These can be referenced by title first e.g. OED online, ©2017. Oxford: Oxford University Press. [Viewed 26 January 2017]. Available from: http://www.oed.com

· Each reference should end in a full stop unless it is a link or DOI.

· Anonymous works should begin with Anon, followed by the date e.g. Anon, (1754). in your reference list.

· If the year of publication is not given, but can be established, it should be supplied. 
· If the exact date is not known, an approximate date followed by a question mark (?), or preceded by ca. should be given e.g. 
· [2005?].
· [ca. 2005].
· [21st century].

· If you use the date of copyright you should precede the date with any of the following: 
· e.g. (cop. 2015).
· or © e.g. (©2015).

· If no date, or approximate date can be found, then you would use [no date].

· If the item is widely known by, or was originally issued under, a title different from that of the preferred source, the alternative may also be given, in brackets if necessary. E.g. 
Browne, J., (2010). Securing a sustainable future for higher education: an independent review of higher education funding and student finance [The Browne Report].
· If a publisher is not listed or cannot be found, use one of the following (listed in order or preference):
· Publisher or production company
· Distributor or issuing body
· Printer or manufacturer
· Sponsoring body
Citing and referencing foreign language materials 
Citing material from non-roman script e.g. Cyrillic, East Asian languages
If you are citing materials from non-roman script, you should transliterate the references to roman script. If you are unsure, you may want to consult with an expert of the language or an international standard to check.
[bookmark: _GoBack]For in-text citations
· Spell out the authors' family name, or corporate name, in roman script. If you are unsure of the correct spelling, you may want to consult with an expert of the language to check.
For references in the reference list/bibliography
· The family name of the author should be written in full roman script. The initials of the author(s) should also be given in roman script. The name should be given in the order in the reference.
· The title of the item (article/book/book chapter, etc.) should be given in roman script using the standard conventions for that language.
· The title should be translated into English and placed in square brackets immediately after the romanised title. The words in the square brackets should not use italics.
· The journal title, or title of a book (if it is an edited book), publisher's name all need to be given in roman script, but do not need to be translated. If there is an official English translation, then you may use it especially in cases where it provides greater understanding of the subject or publication.
Example
Terao, M., (1998). Denai kugi wa suterareru [The nail that does not stick up may be thrown away]. Tokyo: Fusosha.
Online image (e.g. Flickr) with full details 
In the text
For an in–text citation in your work, you would cite the reference as follows:
Sunblocker by Schlamann (2015) depicts the lionfish...
The image Sunblocker shows the lionfish...(Schlamann 2015)
The image Ladybower Plughole by Andy_C (2005) shows the overflow...
The overflow of the Ladybower reservoir can be seen in the image Ladybower Plughole (Andy_C 2005).
In the bibliography/reference list
Artist surname, Initial(s)., (Year). Title of image [Type of image]. [Date viewed]. Available from: URL
Andy_C., (2005). Ladybower Plughole [digital image]. [Viewed 6 July 2016]. Available from: https://www.flickr.com/photos/andycpics/3035948922
Schlamann, C., (2015). Sunblocker [digital image]. [Viewed 6 July 2016]. Available from: http://photography.nationalgeographic.com/photography/photo-of-the-day/lionfish-underwater-sunlight/
Online image without a clear title
In the text
For an in–text citation in your work, you would cite the reference as follows:
The beach huts in the image by Ren_7 (2010) depict...
The beach huts shown in the image (Ren_7 2010) are typical of those at British resorts...
The image from NASA Johnson Space Center (2015) shows the Earth as observed from...
The image of Earth (NASA Johnson Space Center 2015)...
Pluto as seen by the New Horizons Spacecraft (NASA Johnson Space Center 2015) shows the surface...
The surface of the dwarf planet Pluto by NASA Johnson Space Center (2015)...
In the bibliography/reference list
Artist surname, Initials., (Year). [Title of image] [Type of image]. [Date viewed]. Available from: URL.
NASA Johnson Space Center., (2015). [Earth from Deep Space Climate Observatory] [digital image]. [Viewed 11 July 2016]. Available from: https://www.instagram.com/p/5Xs5tgqpIL
NASA Johnson Space Center., (2015). [Pluto from New Horizons Spacecraft] [digital image]. [Viewed 11 July 2016]. Available from: https://www.instagram.com/p/5Htd_cqpLC 
Ren_7., (2010). [Beach huts] [digital image]. [Viewed 11 July 2010]. Available from: https://www.flickr.com/photos/ren7/5108123117/



Online/Electronic
Author Surname, Initial(s) or Corporate Author., (Year of publication). Title of report Paper number (if applicable) [online]. Place of Publication: Publisher. [Date Viewed]. Available from: URL or doi:
J Sainsbury., (2016). Sainsbury's food surplus and food waste: how we are delivering a positive impact [online]. London: J Sainsbury Plc. [Viewed 4 May 2017]. Available from: http://www.j-sainsbury.co.uk/media/3442510/Sainsbury's%20food%20surplus%20and%20food%20waste%20figures%2015-16%20report.pdf
Joseph Rowntree Foundation., (2015). Building sustainable homes [online]. York: Joseph Rowntree Foundation. [Viewed 4 May 2017]. Available from: https://www.jrf.org.uk/file/46481/download?token=UXZzH3XM&filetype=full-report 
Snowdon, C., (2017). Cheap as chips: Is a healthy diet affordable? IEA Discussion Paper No. 82 [online]. London: The Institute of Economic Affairs. [Viewed 30 March 2017]. Available from: https://iea.org.uk/wp-content/uploads/2017/03/Cheap-as-Chips-PDF.pdf 
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