 
 
 

	Lesson Title:


	Harvard Referencing (for L4 CET learners) Feb 2020



	No. of Students:

	4-8
	Duration of Lesson:
	1 hour 30 mins


	Lesson aim:

	To enhance academic research, assignment writing and referencing skills.


	Objectives: By the end of the lesson learners will be able to:


	Assessment activities: (linked to  objectives)



	1. Identify different forms of plagiarism
2. Identify a citation
3. Write a full book reference
4. Apply Harvard Reference techniques within written examples exercise

	1. Q&A, Discussion
2. Individual Written Exercise
3. Written Exercise
4. Written Exercise Workbooks


	Linked Awarding Body Criteria or College of Policing NOS:



	N/a



	Timing
	Session Content


	

	
	Trainer Activities 
(including any specific questions asked e.g. for assessment purposes)
	Learner Activities
(including objectives met)
	Resources

	0-9 mins


	INITIAL OPENING (Slide 1)
PLAY PLAGIARISM CLIP (Obama V Trump) (link embedded under Harvard Referencing Title)
Q: WHAT IS PLAGIARISM?
When could plagiarism occur in the course of your qualification…what counts as plagiarism?
Plenary – ensure all answers covered as on notes pages.

Trainer summary: state It is surprisingly easy to accidentally plagiarise, but this is easily avoided by thorough referencing and noting if it is someone else’s work!  
Q: Who has used referencing previously for a qualification?” “How did you find it?”
(to gain knowledge of their current experience)
GESTALT – what the session will cover and length of session

	Watching YouTube Clip

Listening

Discussion around what is plagiarism, identifying types of plagiarism and how plagiarism can occur.

precious use of referencing
Objective 1
Learners to discuss previous use of referencing and experiences.
	PowerPoint (including notes pages)

Slide 1
You Tube Clip (linked to front page of PowerPoint)

	9-10 mins


	AIM & OBJECTIVES (Slide 2)
Aim: To enhance academic research, assignment writing and referencing skills.
· Identify different forms of plagiarism

· Identify a citation

· Write a full book reference

· Apply Harvard Reference techniques within written examples exercise
	Listening

Reading
	PowerPoint (including notes pages)

Slide 2



	10-15 mins
	SOURCES OF INFORMATION

Q. What sources may you use to find information to complete your qualification?
Facilitate answers A: (suggestions) Books – journals – websites – articles – email – chapter in a book  

Reveal Pictures as summary
	Learners to discuss where they could find information on learning when completing assignments.

	PowerPoint (including notes pages)

Slide 3



	Timing
	Session Content


	

	
	Trainer Activities 
(including any specific questions asked e.g. for assessment purposes)
	Learner Activities
(including objectives met)
	Resources

	15-20 mins


	WHAT NEEDS TO BE REFERENCED?

Q: WHAT SHOULD WE REFERENCE IN THOSE SOURCES?
Plenary for answers 
Most importantly referencing sources also stops candidates accidently plagiarising other people’s work! – heavily linked with our code of ethics and honesty and integrity.
Reveal pics as summary

Q. Harvard referencing contains 2 parts, a citation and a reference.  What is the difference between the 2? (assess baseline knowledge)
Citation points you to the full reference of the source!  We will go on to break the 2 down to explain and give you a step by step guide to be able to do both!. (leads on to next slide)
	Discussion on what needs to be referenced. (See PowerPoint notes for suggested answers from learners).
Learners to explore pre-conceptions on citations and references
	PowerPoint (including notes pages)

Slide 4



	20-25
mins
	Q: Where does a citation appear? (slide 5)
After discussion from learners reveal answer
Here is an example of what it looks like in your assignment. (slide 6) reveal ringed section.
	Learners to discuss previous knowledge of where a citation appears.
	PowerPoint (including notes pages)

Slide 5 & 6



	25-35 mins
	HOW DO I CITE A SOURCE? (slide 7)
Trainer to explain: Citing is STAGE 1.  It is the ‘indicator’ to alert the reader to the fact you are talking about somebody else’s work or words.
Reveal - In the body text you need to clearly detail the name of the author and the year(date) their work was published – citation 
Explain difference in brackets depending on how you are using the quote.  A good way to remember is if your sentence finishes after the quote- brackets round all, if it is part of your sentence – leave the author out!
If you are not using direct text from another source, but still referring to another's work or idea you must still cite!
Citation Exercise..WRITTEN ACTIVITY 1 WORKSHEETS  Handout one sheet per learner 

	Listening

Reading

ACTIVITY 1 WORKSHEETS  
Learners to individually circle all the citations they can find within the worksheet (5 mins).
Objective 2

	PowerPoint (including notes pages)

Slide 7


	35-40 mins
	WHAT IS A REFERENCE?

Q: We have looked at what a citation is – so what is a reference? (slide 8)
Reveal – Definition – a list at the end of your assignment – giving full details of the source.
Reveal – example for context (slide 9)
Reveal – highlighting the ‘cited’ reference we looked at earlier.
Trainer to stress the importance of the following:

Notice Your reference list will contain ALL sources. Must always be in alphabetical order,  (works with no author must be listed by the first significant word in the title), with both printed and electronic materials in the same list.  
The main rule for each full reference is that they follow the same format as closely as possible. The format is set by what you must include, depending on the type of source material you are quoting from.  Let’s have a look at a book reference list (next slide)


	Answering ideas on what is a reference
Listening

Reading


	PowerPoint (including notes pages)

Slide 8 & 9


	40 – 60 mins
	PRINTED SOURCES
Books are the most likely source you will be using along with the internet.  The format always stays the same when referencing.
Q: Where can you find the publication details?

Discuss Books, Later editions (reveal circle to emphasise)
Activity

Trainer to Instruct learners to complete reference for CET book (as this is what they will be using for the majority). Trainer to write correct answer on whiteboard following attempts.
Trainer to hand out other books for paired referencing, circulate the room and ensure that all have completed by giving out laminated correct answers.  Rotate books for further practicing, until confident (ensure to collect answers in between books ()

	Learners to identify publication details found on the first couple of pages of a printed book.  Can use CET books to look for these.

Activity
1. Learners to reference their CET book individually, Check answers against whiteboard, correct reference.
2. In pairs, learners reference other identified books, rotating until enough practice had.  Self-check on laminated sheets. 
Objective 3
	 PowerPoint (including notes pages)

Slide 10
CET Books 
Books identified on laminated list

Laminated lists of correct book references

	60 mins – 1hr 20 mins
	ELECRONIC REFERENCES

Q: What are the immediate differences from a book? 
Reveal available at and date accessed.  
No publisher or place as irrelevant.
Summative Written Activity 2-pairs
Handout source prepped question sheets.
Learners have 15 mins – trainer to circulate and provide formative assessment OR debrief each activity incrementally depending on confidence and competence of group.

	Discussion around Available at and access 
Summative Written Activity 2
Learners to complete in pairs:
1. Identifying the Source worksheet

2. Correct or incorrect referencing worksheet

3. Reference lists worksheet
Objective 4


	PowerPoint (including notes pages)

Slide11
Worksheets for learners
Trainer answer worksheets

	1hr 20 mins– 1hr 25 mins
	FINAL HINTS

Trainer to provide summary of hints and hand out quick guides
	Reading

Listening
	PowerPoint (including notes pages)
Slide 12
Quick guides



	1 hr 25 mins – 1hr 30 mins
	Q:questions

	Asking any questions
	PowerPoint (including notes pages)
Slide 13



	Evaluation of lesson:

	Learners receive an email to provide feedback on content after attendance on full CET course
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