Citations Hints and Tips
In‑text citations: Author vs information prominent: What to remember
Single author
· Format: (Surname, Year)
· Example: (Adams, 2021)
 Two authors
· Use and between names
· Format: (Surname and Surname, Year)
· Example: (Lewis and Patel, 2020)
 Three or more authors
· Use et al. after the first author
· Format: (Surname, Surname and Surname, Year)
· Example: (Nguyen, Thomas and Patel , 2019)
Four or more authors
· Use et al. after the first author. 
· Format: (Surname et al., Year)
· Example : (Williams et al., 2024)
🔹 Author‑prominent 
· Smith (2020) argues that…
· Lewis and Patel (2020) states that 
· Nguten, Thomas and Patel (2019) agree that 
· Willaims et al. (2024) explains that 
· Information‑prominent:
·  Mentoring improves retention (Smith, 2020).
· Studying improves focus (Nguyen, Thomas and Patel, 2019)
 Organisation as author
· Use the organisation’s full name
· Example: (Chartered Institute of Management, 2022)
Reference list: How to format different author counts
Book source
Author format: Surname, Initial(s). Students often forget full stops after initials.
· Year in brackets (2020). Remind them that the year always follows the author.
· Capitalise only the first word and proper nouns.
· Publisher: Sage. Use a colon, not a comma.
Correct pattern: Author, A. (Year) Title of the book. Publisher.
Common student mistakes:
· Using full first names
· Putting the year at the end
· Using commas instead of colons
Journal Article 
· Author + year stays the same as books.
· Article title in inverted commas and only capitalise the first word.
· Journal title comes after article title and uses capital letters for each main word.
· Volume number in italics, issue number in brackets, page range at the end.
Correct pattern: Author, A. (Year) ‘Article title’, Journal Title, Volume(Issue), pp. xx–xx. Available at: hhtps://doi45739379 . 
Website Source
Author or organisation: if no person is named, use the organisation.
· Year : no year, use (no date).
· Page title: Title of webpage.
· Website name: if different from the author.
· URL + Accessed date: essential for online sources.
Correct pattern: Author/Organisation (Year) Title of webpage. Website name. Available at: URL (Accessed: Day Month Year).











