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When you begin studying and researching for your assignments you will need to keep a record of certain details. It is useful to keep a list on a document on your computer, a written record or to use a card index system so the information is easily to hand.  
Essential information
Books

The surname(s) and initial(s) of the author(s)
Date of publication

The full title of the book, including any sub-headings
Place published
The name of the publisher

(When making notes keep a record of the page numbers of any quotations you might want to use in future).
Edited books

Some books have editors, with chapters that are written by different people.  As well as the above information you will also need to note:

The author(s) of the chapter(s) that you have read
The title of the chapter(s)
Page numbers of the chapter(s)
Websites

Author of the website/article
Date of website/article
Title of website/article

The relevant URL website address details

Date that you accessed the website (day, month and year)
Academic journals

Author(s) of the specific article you have read

The date of the article

The title of the article 

Name of journal 

Volume number and issue number if given 

Month or time of year the volume was published

Page numbers of the article 
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1. Introduction
In the School of Early Years you will need to reference the information you use when researching and preparing your assignments. Referencing (or citing) means you are acknowledging when and where you have taken ideas or words from an article, book or website you have read, a CD you have listened to, a DVD you have watched or any other source, including the internet, and placed it into your assignment.  It is essential that any information you have used is referenced correctly. Referenced work should be paraphrased (put into your own words) and not used directly from the source, unless you are including direct quotations, which must also be correctly referenced.  It is unacceptable to translate written content word for word and to include this in your assignment; unless you are quoting the work must be presented in your own words. 
Failure to reference means your work could be considered to be plagiarised which is the equivalent of cheating and is a serious offence which is unacceptable in the University.  If you are suspected of plagiarism the School will proceed according to the regulations set out in the Academic Quality Handbook (section 13.8.4).  The School of Early Years recommends that written work is submitted to Turnitin by students in order to avoid plagiarism (you will be provided with training sessions for using Turnitin).

The School of Early Years uses an ‘author, date system’ based on Harvard referencing.  This handbook has been prepared to ensure you use the system correctly and use the format the School of Early Years suggests as appropriate.  The guidance includes:
· Examples of how to reference your work 
· Examples of how to place direct quotations in your work 

· Examples of how to paraphrase 

· How to produce a list of references
· Advice on how to set out your list of references
· A sample list of references
This guidance is important and is the tool you use when writing any piece of course work in order to ensure you are referencing correctly.  Referencing requires practise so all your course work should be prepared with this guidance document to hand.

Referencing provides the evidence that you have undertaken your own research enabling you to find the information necessary for in-depth learning.  It allows you to gain a broad perspective on different issues and to consider different aspects and points of view in the subjects you study.  This cannot be achieved by simply using lecture notes and hand-out information to complete your assignments.  Information and notes from lectures are guides for further study and research and should not be used as the basis for your assignments.
The whole process of referencing involves you maintaining a detailed account of every piece of information you use.  It is frustrating to find a useful article or document and then be unable to locate it again if needed because you have not kept an accurate record of the source.  Should you be unable to access the source you will have no record of the information and will no longer be able to use it in your assignment. Record keeping is essential (see section 4 for details of the information you will need to compile a list of references).

There are examples later in this guide of what information you should record for each type of resource you use.  

A minimum of 10 sources should be accessed for each assignment.  You must be careful to use a range of academically accecptable sources which will provide information at the appropriate level of study. 
Paraphrasing

This is what you generally do in essays and other assignment work when you take the ideas and principles you have read and considered and put them into your own words.  It is a widely held misconception that only direct quotations need to be referenced.  This is not the case.  Ideas, theories, opinions or any other information taken from elsewhere must be referenced correctly.  The art of writing a good essay is to be able to use your own academic style to weave together other authors’ ideas and research results. However, you must cite all the sources that have provided you with this knowledge as you are not personally responsible for the theories or research cited.  In fact you must use other people’s research as a means to underpin the issues you discuss in an essay or other assignments.  Your personal viewpoints and opinions are not valid evidence for academic assignments.
2. Citing (or referencing) sources in assignment text

2.1 Citing sources which have one author
2.1.1  Citing directly in your work
Examples: 

1. Jones (2008) suggests that outdoor play provides children with important social skills.

2. Outdoor play provides several important social skills. This view is supported by Jones (2008).

Note that the date the work was published is in brackets after the author’s surname.  You do not include the author’s initials within the work.
2.1.2  Citing indirectly in your work
Examples:

1. Outdoor play provides children with several important social skills (Jones, 2008).  

2. Language development may be linked to attachment (Lord, 2003).
Here the author and date are all in brackets after the statement being made, and the author’s surname is followed by a comma.  A full stop is included after the final bracket.
2.2. Citing sources with more than one author
2.2.1  Citing directly in your work
Examples:

1. Jones (2008) and Evans (2009) suggest that outdoor play provides…..

2. This view is supported by Jones (2008) and Evans (2009)…

2.2.2  Citing indirectly in your work 

Examples:

1. Several authors suggest that outdoor play supports social development (Thomas, 2005; Jones, 2008; Evans, 2009).  

2. The link between cognitive development and self-esteem has been widely acknowledged (Lloyd and Smith, 2003; Bruce, 2006; Anderson, 2009).

Note the use of semi-colons between each source.
If you indicated something that is a widely held view or that several authors have suggested as a point of view then you must cite all the sources where you have read this information.

2.3 Citing co-authors

2.3.1  Two authors for the same work 

When there are two authors for a source they should both be noted in the text: 

Citing directly 
Examples:

1. Davies and Evans (2008) in their recent research paper found that…….. 

2. Lord and Faulkner (2010) stated that ...

Citing indirectly 

Examples:

1. Recent research demonstrates that outdoor play benefits a child’s social skills (Davies and Evans, 2008).

2. Outdoor play has been shown to be beneficial in supporting the development of children’s social skills (Lord and Faulkner, 2010).

2.3.2 Citing more than two co-authors

Where there are three or more authors’ names on a source only the first author should to be referenced in the text followed by ‘et al.’ meaning ‘and others’; note that et al. should always be followed by a full stop.
Citing directly 

Examples:
1. Evans et al. (1995) found that the …
2. Research by Smith et al. (2011) demonstrated …
Citing indirectly 

Examples:

      1.   Recent research has found that …… (Evans et al., 1995).
      2.   It has been shown that ... (Smith et al., 2011).
When using this method ‘et al.’ is followed by a comma before the date, and, if the reference is at the end of a sentence the last bracket is followed by a full stop. 

2.4 Citing multiple works by one source 
2.4.1  One source in different years 
If one source illustrates the same point but the sources have been published in different years the references should be cited in chronological order (the earliest first), with a comma between each date.

Citing directly 

Examples:

1. As suggested by Jones (2008, 2009) outdoor play supports children’s social development. 

2. Matthews (2008, 2012) demonstrated that nutrition is an important factor in brain development.

Citing indirectly 

Examples:

1. Outdoor play can support children’s social development (Jones, 1992, 1994).

2. Brain development is affected by a lack of adequate nutrition (Matthews, 2008, 2012).

2.4.2  One source in the same year

Examples:

1. Department for Children, Education, Lifelong Learning and Skills. (2008) Framework for Children’s Learning for 3-7 year olds in Wales. Cardiff: WAG. 

2. Department for Children, Education, Lifelong Learning and Skills. (2008a) Play/Active Learning. Cardiff: WAG. 

3. Department for Children, Education, Lifelong Learning and Skills. (2008b) Observing Children. Cardiff: WAG. 

4. Department for Children, Education, Lifelong Learning and Skills. (2008c) Learning and Teaching/Pedagogy. Cardiff: WAG. 

When several works are published in the same year and are referred to on one occasion or the same author or group of authors have made the same key points in several publications in the same year they can all be cited by including a lower case letter after the year of publication. 

Examples:

1. Although research (Department for Children, Education, Lifelong Learning and Skills, 2008) found that outdoor play was included in the curriculum, recent research has indicated that practitioners did not have the skills to provide apropriate provision (DCELLS, 2008a).

2. Research (DCELLS, 2008, 2008a) indicates that outdoor play benefits children’s learning.
3. The Welsh Government’s (DCELLS, 2008b) stance on planning and assessing activities for young children reflects the importance of the role of skilled practitioners within early years settings (DCELLS, 2008, 2008a, 2008c). 
Note that the full name or title is used for the first citation but this may be abbreviated to the acronym in subsequent citations within the same assignment.
2.4.3   Sources with no date 
If a source of information does not have a date this must be indicated by the phrase ‘no date’.

Citing directly 

Examples:

1. Thomas (no date) has demonstrated …
2. Jenkins (no date) suggested that …
Citing indirectly 

Examples:

1. Innovative research (Smith, no date) demonstrated that….. 

2. Research (Jenkins, no date) suggests that...
Every effort should be made to find the year of publication when using the information in an assignment.

2.5  Using Page Numbers 

The general rule is:

●
you must always use page numbers when referring to direct quotations (see section 3). 

 ●
if you paraphrase a specific idea or issue which is found on a specific page or section of a book or article then this should also be given a page number(s). 
Page numbers are not always necessary when you paraphrase broad ideas especially when these ideas are at the heart of an author’s theory or work or are overriding points which an author repeats throughout their book or article.

Citing directly 

Examples:

1. Lawrence (1966:125) stated that …
2. Jones (1999: 32) emphasised the significance of communication delay …
Citing indirectly 

Examples:

1. Outdoor play provides stimulating experiences (Lawrence, 1966:125).

2. Communication delay may have a significant effect on cognitive development (Jones, 1999: 32).

125 and 32 refers to page numbers; note the use of the colon and a space between the date and the page number.
3. Different methods of referencing quotations your work

3.1 Quotations 

3.1.1  Direct Quotations
Sometimes a piece of information is so clear and relevant to the context of your assignment that you wish to quote it directly; you wish to place word for word in your assignment.  This is a direct quotation and you must demonstrate that it is a direct quotation in your work.  Direct quotations should be used sparingly and for emphasis.  An assignment which is one long quotation after another is weak as it does not allow you to demonstrate analytical and evaluation skills.  Over use of quotations suggests that you are unable to make sense of the work yourself.  Use quotations that support the arguments and issues you are trying to make in your work, they are evidence for the ideas you have discussed in your assignments.  As a general rule you should not have more than two quotations on any page of an assignment.  Failure to reference quotations correctly may lead to accusations of plagiarism.
All quotations should include: 

●
author surname or the source title
●
date of publication

●
page the quotation was found in the source

Examples:

1. (Jones, 1999: 56).

2. (Children in Wales, 2009: 12).

As with section 2.5 note the use of the colon and a space between the date and the page number.
3.1.2  Short quotations (30 words or fewer)

These are inlcuded in the text of the work, using single quotation marks to denote the beginning and end of the quotation.  Note the placement of the quotations in the examples below.
Examples:

1. Jones (2008: 57) suggests that a ‘child responds positively to outdoor experience’ and therefore should be encouraged to engage in outdoor activities.

2. The report published by Children in Wales (2009: 12) stated that ‘poverty is affecting 20% of Welsh families’.

3. It is important to challenge learners in order to retain their enthusiasm.  One way of doing this is to set students a range of interesting problems to solve because ‘thinking can be very exciting and highly motivating for students’ (Cowley, 2004: xiii).
3.1.3  Long quotations (more than 30 words) 

Long quotations must be presented in the correct format.

Examples:
1.  Outdoor experiences provide young children with opportunities to improve their physical, social and cognitive skills:

The outdoors provides an unrivalled activity centre, where children can run, jump, climb, learn to play with friends and carers and learn about nature. They can feel the different elements, engage all their senses and most importantly have fun and exercise.
  





                      (Jones, 2008: 25).
2.  Action research can provide evidence of procedures and practice within schools which might otherwise be missed.  Attitudes and perceptions are difficult to acertain through observation alone and may not allow opportunities for discussion:

The working party process revealed a school that desired to learn and to seek change.  It provided evidence that the separation of teachers and governors was historical and that the broad foundations for a collaborative learning culture that included school governors had been laid.






        (Lomax, 2007: 163).

You do not use quotation marks for long quotations.  The reference is set below the quotation, on the right margin.  Note that quotations are not presented in italics.  Quotations should be meaningful and add to the points being made.  Do not use just for the sake of reaching your word limit or because you think you have to.  

How to present long quotations
The quotation is placed away from the main essay text and is indented on each side.   The indentation is 1.5cm.  

Word 2003:  click ‘Format’ > ‘Paragraph’ > ‘Indents and spacing’ > use arrows to change right and left indent to 1.5cm > click ‘OK’.

Word 2010: click ‘Page layout’ >Indent’ > use arrows to change right and left indent to 1.5cm.
The long quotation, unlike most of your written work, should be single spaced.  
Word 2003: click ‘Format’ > ‘Paragraph’ > ‘Indents and spacing’ > use arrow to change line spacing to 1.

Word 2010: click ‘Home’ (top left of your screen) > find ‘Paragraph’ (centre of the toolbar > click the icon which has 2 arrows, one pointing up and the other down > click 1.0 for single line spacing. 
3.2   Paraphrasing

Paraphrasing is putting the information you have researched into your own words within your assignments.  For example, you may read and be familiar with Piaget and Vygotsky but you must always cite correctly when you discuss their ideas.  This is the nature of academic work where academics are courteous to each other and should never present someone else’s ideas as their own.  Regular use of Turnitin will help you to identify and avoid plagiarism.
An example of a section of text which is paraphrasing:
Jones (2008) highlights the importance of outdoor play and suggests that children require opportunities to engage with nature as a means to improve their emotional and physical development.  Other studies also highlight the importance of outdoor activities including Forest School initiatives (Evans, 2007; Thomas, 2009), outdoor learning experiences (DCELLS, 2008, 2008a, 2008b) and environmental education programmes (Fien and Tilbury, 1997; Kaplan and Kaplan, 2002).  Statistics cited in research undertaken on behalf of the Forestry Commission (Morgan, 2007) suggest that 30% of young children are not engaging with the natural environment more than once a week. 

4.   List of references
Citations are of no value without a reference list at the end of your assignment.  The list of references should provide a full set of details about each source you have cited in your assignment.

A reference list is a list of the sources you have used and cited within your work, which must correspond exactly to the list of sources included at the end of your assignment.  The School of Early Years uses the Harvard method and this is what you should follow in all your assignments.
4.1 Compiling a list of references 
How to find the information you need to compile a list of references
The information required will appear on the book, article, video, newspaper, DVD, or other source you use.  You must be a detective and ensure you find all the information required to produce an appropriate list of references. Some tips which will make this simpler include:
· Keep a note book, index cards or electronic document where you note down the reference details in full each time you use a source of information.  If you do this you will not lose important material and can find it again.
· Type your references for each assignment as you go along. Do not leave the typing of the reference list until the last minute as this is when typing errors and omissions creep into the work.

· Use Refworks as a means of keeping track of your on-line sources (a tutorial on using this method will be provided in your Academic Skills module).

4.2  Referencing books

This section will explain how to correctly set out a list of reference sources and the format required.  The use of punctuation and brackets is important when producing a reference list.  You may lose marks for incorrect presentation if you do not follow this guidance accurately. 

Format to follow:
Author(s) surname, followed by a comma
Author(s) initial(s), each followed by a full stop and a space
Date of publication (in brackets) 
Title of book in italics (followed by full stop)
Place of publication (followed by colon)

Publisher company (in full) (followed by full stop)

Examples: 

1 author

1. Bilton, H. (2002) Outdoor Play in the Early Years:  Management and Innovation. London: David Fulton Publishers.
2.   Hurst, V. (1999) Planning for Early Learning.  London: Paul Chapman Publishing.
2 authors

1. Greig, A. and Taylor, J. (1999) Doing Research with Children. London: Sage Publications.

2. Mitchell, P. and Ziegler, F. (2007) Fundamentals of Development: the Psychology of Childhood. Nottingham: Nottingham University Press.

Note that the word and is placed between the first and second author.
3 authors

As you add more authors the author before last has ‘and’ placed after the initial and full stop rather than a comma.  A comma is needed after the last initial letter of the previous authors:

1. Biddle, S. J .H., Fox, K. R. and Boutcher, S. H. (2003) Physical Activity and Psychological Well-being.   London: Routledge.
1. Sylva, K., Roy, C. and Painter, M. (1986) Childwatching at Playgroup and Nursery School. Oxford: Blackwell.
There should be a space between any punctuation marks and the next character.
4.2.1  Citing references in your work
Examples:

1. Sylva et al. (1986) highlighted the importance of observing children and how these opportunities can allow child care practitioners to improve the learning experiences of young children. Greig and Taylor (1999) support such views and provide a strong ethical framework in which to undertake observational studies. 

2. Biddle et al. (2003) suggested that the benefits of well-planned physical activities would support the social and personal development of young children.  This view is supported by Mitchell and Ziegler (2007).
4.2.2  Sample list of references 

Biddle, S. J. H., Fox, K. R. and Boutcher, S. H. (2003) Physical Activity and Psychological Well-being. London: Routledge.

Bilton, H. (2002) Outdoor Play in the Early Years:  Management and Innovation. London: David Fulton Publishers.

Greig, A. and Taylor, J. (1999) Doing Research with Children. London: Sage Publications.

Hurst, V. (1999) Planning for Early Learning.  London: Paul Chapman Publishing.

Mitchell, P. and Ziegler, F. (2007) Fundamentals of Development: the Psychology of Childhood. Nottingham: Nottingham University Press.

Sylva, K., Roy, C. and Painter, M. (1986) Childwatching at Playgroup and Nursery School. Oxford:  Blackwell.

Note that your references are presented in alphabetical order.
4.2.3 Referencing books with editors

Books may sometimes be edited, which means that different authors have written different chapters in the book.

If a book has editor(s) you add (ed) or (eds) after the name.

Examples:

1. Pugh, G. (ed) (1996) Contemporary Issues in the Early Years. London: National Children’s Bureau.

2. Brooker, L. and Edwards, S. (eds) (2010) Engaging Play.  Maidenhead: Open University Press. 
On your list of references:

When using an edited book if you have only used specific chapters these are what are referenced in your list of references.  The title of the chapter is not presented in italics and the editor(s) of the book begins with the initial and is followed by the surname.
Examples:

1. Rogers, S.  (2010) ‘Powerful pedagogies and playful resistance: role play in the early childhood classroom’, in L. Brooker and S. Edwards (eds) Engaging Play.  Maidenhead: Open University Press, pp. 152-165.

2. Wolfendale, S. and Wooster, J., (1996) ‘Meeting Special Needs in the Early Years’, in G. Pugh (ed) Contemporary Issues in the Early Years. London: National Children’s Bureau, pp.137-149. 

Note that, in this instance, you give the page numbers of the chapter written by Rogers and by Wolfendale and Wooster.  

In your text you would either cite directly, Rogers (2010), Wolfendale and Wooster (1996), or indirectly (Rogers, 2010) or (Wolfendale and Wooster, 1996).

4.2.4  Referencing books with different editions

Popular books or books that are useful are often republished and it is important you note in your list of references which edition you have read.  The number of the edition is included in brackets after the book title.  Edition is abbreviated to ‘ed’.
Examples:

1. Moyles, J. (2010) The Excellence of Play.  (3rd ed). Maidenhead: Open University Press. 

2. Sharman, C., Cross, W. and Vennis, D. (2000) Observing Children: a Practical Guide. (2nd ed). London: Continuum.

If it is a first edition book you do not add any information on the edition of the book. If a book has been reprinted there is no need to record this information.
4.2.5  Secondary citation

Text books sometimes use information and examples from other sources. For example if you have read about Vygotsky it is likely that you have read accounts of his work from text books or articles rather than from his original writing.  You should make this clear in your text.  This information will be available in the source.
Citing directly:  
Vygotsky (1978 cited in Daniels, 2005:56) discussed the Zone of Proximal Development.

Citing indirectly:  
Discussion of learning and development is highlighted in the Zone of Proximal Development theory (Vygotsky 1978 cited in Daniels, 2005: 56).

References:

Daniels, H. (ed) (2005) An Introduction to Vygotsky. London: Routledge.

4.3 Referencing electronic books (e-books)
The format for referencing electronic books is the same as that of conventional books, but some additional information is needed.

Format to follow:
Author(s) surname, followed by a comma

Author(s) initial(s), each followed by a full stop and a space

Date of publication (in brackets) 

Title of book in italics (followed by full stop)

Place of publication (followed by colon)

Publisher company (in full) (followed by full stop)

[e-book] in square brackets (followed by full stop)
Available at:  note the use of the colon

The relevant URL website address details

Square bracket
Accessed (followed by colon)

Numerical date

Month

Year

Square bracket (followed by full stop)

List of references:
Examples:

1. Dean, J. (2002) Managing the Primary School: Educational Management Series. London: Routledge. [e-book]. Available at: http://www.netLibrary.com/Reader [Accessed: 7th April 2004].
2. Marshall, G.  (1990) In Praise of Sociology. London: Unwin Hyman. [e-book]. Available at: http://www.swan.ac.uk/lis/information_gateway/ebooks/marshall/ [Accessed: 24th March 2004].

Note that you should follow the correct format for the date the book was accessed. When typing addresses with URLs the computer will automatically space the characters and you may have long gaps; this is acceptable.
Citing e-books in your work:

You should use the same format as citing books.

Examples:

1. The association between early years provision and language development are ‘undoubtedly demonstrated by the day to day communications observed in the setting’ (Dean, 2008: 56).
2. The study showed a connection between the promotion of language and literacy and the quality of the early years setting (Dean, 2008).

4.4  Referencing academic journal articles

Academic journals are publications that are published at regular intervals.      They are academic and peer reviewed meaning that the work published in a journal has been judged and scrutinised by experts before being allowed to be included in the publication.  These journals are sometimes referred to as periodicals.

List of references:

Format to follow (hard copies):

Author(s) surname, followed by a comma

Author(s) initial(s), each followed by a full
stop and a space

Year of publication (in brackets) 

Title of article in single quotation marks (followed by a comma)

Name of journal in italics (followed by comma)

Volume number if given (followed by comma)

Issue Number if given (followed by comma)

Month or time of year of publication if given (followed by comma)

Page numbers of the article (denoted by pp. and followed by a full stop)

Examples:

1. Chalmers, J. and Chaudhuri, U. (2004) ‘Sniff Art’, The Drama Review: The Journal of Performance Studies, Summer, pp.76-80.
2. Fuller, M., Bradley, A. and Healey, M. (2004) ‘Incorporating disabled students within an inclusive higher education environment’, Disability and Society: The Leading Journal in Disability Studies, 19, 5, August, pp.455-468.

3. Somekh, B. and Davies, R. (1991) 'Towards a pedagogy for information technology', The Curriculum Journal, Volume 2, Issue 2, pp.153-70.

The information you require will usually be found on the front page of the specific article you are using or in the header or footer of the article.  When citing or quoting in your work you would include the author, date and page(s) as appropriate. 
Citing in your work:
Examples: 

1. Chalmers and Chaduduri (2004) carried out extensive research into responses to olfactory stimulii.
2. Research demonstrates that art which includes sensory stimulation has a positive effect on children’s appreciation of visual stimuli  (Chalmers and Chaduduri, 2004).
4.5  Referencing electronic journals

The format for referencing electronic journals is the same as that of conventional journals but some additional information is needed.

List of references:

Format to follow:
Author(s) surname, followed by a comma

Author(s) initial(s), each followed by a full stop and a space

Year of publication (in brackets) 

Name of article in single quotation marks (followed by a comma)

Name of journal in italics (followed by comma)

Volume number if given (followed by comma)

Issue Number if given (followed by comma)

Month or time of year if given (followed by comma)

Page numbers of the article (denoted by pp. and followed by a full stop)

[On-line] in square brackets (followed by full stop)
The relevant URL website address details
Square brackets

Accessed (followed by colon)

Numerical date

Month

Sometimes in this type of article there will be no page numbers as they may not appear on the screen.  If pages are indicated you must add them to your reference list. 
Citing in list of references:

Examples:

1. Jenkings, R. (1989) ‘Clashing with caching’, Ariadne, Volume 21, September. [On-line]. Available at: http://www.ariadne.ac.uk/issue21/web-cache/ [Accessed: 2nd December 2004].
2. Powers, D. E.  and Kaufman, J. C. (2003) ‘Do standardized tests penalize deep-thinking, creative, or conscientious students? Some personality correlates of Graduate Record Examinations test scores’,  Intelligence, No. 32,  pp.145-153. [On-line]. Available at: http://www.sciencedirect.com/  [Accessed: 24th May 2007].

4.6  Referencing websites

You should be cautious when using websites.  Only use websites that your lecturers have advised you to use, or those that are likely to be reputable such as:-

.ac.uk

.gov.uk

If you cannot find author, organisation or date on a website you should avoid the particular source.  If in doubt ask your lecturer or consult the Learning Resource Centre to arrange an Information Skills consultation.  You should never use the Wikipedia site in your assignments as its content is not always accurate. 

List of references:

Format to follow:

Author or organisation name with appropriate punctuation
Date (in brackets)

Title of article (in single quotation marks) 

The relevant URL website address details

Date accessed [in square brackets] followed by full stop
4.6.1  Author
If the webpage has an author you will use this in your work and as the first element on your reference list.
Examples:

1. Boeree, C. G. (2006) ‘Personality Theories. Jean Piaget 1896-1980’ http://webspace.ship.edu/cgboer/piaget.html [Accessed: 18th November 2008].

2. Rogers, C.  (1999)  ‘Where no psychologist went before’ http://oprf.com/Rogers/ [Accessed: 9th January 2012].

Citing in your work:

Examples:

1. Piaget (Boeree, 2006) studied genetic epistemology, which is the study of the development of knowledge.  

2. Rogers (1999) believed that personal experience allowed students to understand and analyse events more effectively.

4.6.2  Organisation
When you cannot find an author for a website use the organisation name. 

Examples:
1. http://news.bbc.co.uk/1/hi/uk/7734576.stm
2. http://www.nhs.uk/news/2008/11November/Pages/Tomatoesandfertility.aspx
List of references:

1. BBC. (November 2008) ‘Child Protection Plans Revealed’ http://news.bbc.co.uk/1/hi/uk/7734576.stm [Accessed: 18th November 2008].

2. NHS. (November 2008) ‘Tomatoes and Fertility’ http://www.nhs.uk/news/2008/11November/Pages/Tomatoesandfertility.aspx [Accessed: 18th November 2008].
Where you have a month and year for the article on a web site you should include both on your list of references.

Citing in your work:

1. Since the Baby P case there has been a need to change child protection policy (BBC, 2008).

2. Tomatoes have been linked to increases in fertility (NHS, 2008).

4.6.3  Websites with no date
As with books you need to record that the source does not have a date of publication by including (no date).

List of references:

1. Estyn.  (no date)  ‘Schedule of Inspections’ http://www.estyn.gov.uk/english/inspection/inspection-schedule/  [Accessed: 19th  June 2012].

2. Moon, J.  (no date) ‘A framework for reflective writing’ http://labspace.open.ac.uk/file.php/6691/A_Framework_for_Reflective_Writing_Jenny_Moon.pdf [Accessed: 12th  December 2011]. 
Citing in your work:
1. Outdoor learning provides children with several important gross motor              skills (Jones, no date).
2. The differences between reflective and descriptive writing are described by Moon (no date).

When quoting from websites which have no page numbers you must note this by including the phrase (no page).
Examples:

Lewis (2010: no page) praises the ‘continued support of the professional sector’ with regard to staff development.
If there is no author, organisation or date listed for an internet source you should avoid the website. 

4.7  Publications by governments and other organisations 

4.7.1 Reports and government documents
Examples:
1. Department for Children, Education, Lifelong Learning and Skills. (2008) Framework for Children’s Learning for 3 to 7-year-olds in Wales. Cardiff: Welsh Assembly Government.

2. Department for Education. (2012)  Learning to read through phonics: information for parents.  London: HMSO.
In the assignment text the first citation for this source would be:
1. (Department for Children, Education, Lifelong Learning and Skills, 2008)

2. (Department for Education, 2012)

Subsequent citations within the assignment would be: 

1. (DCELLS, 2008).

2. (DfE, 2012)

4.7.2  Government papers

In references:

1. Green paper: this a discussion or consultation document which is usually the first step in introducing new legislation:

Great Britain: Department of Health. (1998) Our Healthier Nation: a contract for health. Cm 3854. London, Stationery Office. 

2. White paper: this is a document setting out future policy and may be the basis for a draft Bill:
Great Britain: Department of Health. (1996) Choice and Opportunity: primary care: the future. Cm.3390. London, Stationery Office.

3. Act of Parliament: legislation passed by Government:
Great Britain: National Health Service. (1990) Community Care Act 1990. Chapter 19. London, HMSO. 

Citing in your work:

1. (Great Britain, Department of Health, 1998).
2. (Great Britain, Department of Health, 1996).

3. (Great Britain, National Health Service, 1990).

4.8  Referencing newspapers

Format to follow:

Author(s) surname, followed by a comma

Author(s) initial(s), each followed by a full stop and a space

Year (in brackets)

Title of article (in single quotation marks) followed by a coma
Title of Newspaper (in italics) followed by edition if required (in rounded brackets) followed by a coma
Day and month (followed by colon)

Page number(s) of the article (followed by full stop)

Examples: 

1. Barrowclough, A.  (2012)  ‘Syria Regime ‘using children as human shields’, UN report says’, The Times, 11 June: pp.1.

2. Gibson, O. and Plunkett, J. (2004) ‘Public doubt over licence fee for declining BBC’, The Guardian,  21 July: pp.2.

Citing in your work:
1. Barrowclough (2012) reported that the Syrian regime was forcing children to ride on tanks in order to deflect attacks.
2. Research suggested that a significant percentage of licence fee payers were unsatisfied by the standard of programming provided by the BBC during the previous year (Gibson and Plunkett, 2004).

4.8.1  Online newspapers
Follow the same format as for section 4.8 above and add the following:

On-line [in square brackets] followed by full stop

Available at, followed by colon

URL

Date accessed [in square brackets] followed by full stop

For example:

1. Barrowclough, A.  (2012)  ‘Syria Regime ‘using children as human shields’, UN report says’,  The Times, 11 June: pp.1.  [On-line].  Available at: http://www.thetimes.co.uk/tto/news/ [Accessed: 12th June, 2012].

2. Gibson, O and Plunkett, J. (2004) ‘Public doubt over licence fee for declining BBC’, The Guardian,  21 July: pp.2. [On-line]. Available at: http://www.guardian.co.uk/456789 [Accessed: 24th May 2007].

4.9  Referencing television / radio programmes

Format to follow:
Title of Programme (in italics followed by full stop)

Full Date (in brackets)

Episode Number (if available) (followed by full stop)

Title of Episode (in quotation marks)

Channel (followed by full stop)

Examples:
1. Horizon.  (2004) Episode 25. ‘Climate Change’ BBC2. 

2. Panorama.  (2011) Episode 3.  ‘Britain’s missing Dads’ BBC1.
Citing in your work:

1. According to Horizon (2004) climate change will accelerate rapidly during the twenty first century.
2. The role of fathers has changed within the past decade, with more children having little or no contact with their biological fathers (Panorama, 2011).
4.9.1 Television / radio interviews
Format to follow:

Surname and initials of the person you are quoting (with appropriate punctuation)

Year broadcast (in brackets)

‘Interview’

‘In’ followed by colon

Title of programme in italics

Channel followed by full stop

Examples:

1. Cameron, D.  (2012) ‘Interview’ In: News at Ten.  ITN.

2. Jones, R. (2006) ‘Interview’ In: Playtime. BBC4. 

Citing in your work:  if you are using direct quotations from interviews in your work these are given double quotation marks because you are referring to the words spoken  in the programme rather than written quotations. 

Examples:
1. David Cameron (2012) insisted that the reaction to MP expenses was “blown out of all proportion by a vindictive media campaign.”

2. Jones (2006) stated that “outdoor play benefits children by allowing them to explore their creativity in a stimulating and diverse arena.” 

4.10  Referencing film, video, DVD or BluRay
Format to follow:

Title (in italics followed by full stop)

Date of Release (in brackets)

Director’s name (if appropriate) (followed by full stop)

Place (followed by colon).

Production Company (followed by full stop)

Medium format [in square brackets] followed by full stop

Examples:

1. Film

Whatever Happened to Baby Jane? (1962) Directed by Robert Aldrich. USA:

Warner Bros. [Film: 35mm].

2. Video

Reading with Colour: A Film about MearesIrlen Syndrome. (2000) Essex: Sylva
Productions in collaboration with University of Essex Visual Perception Unit. [Video: VHS].

3. DVD

Health for All Children 3.  (2004) London: Child Growth Foundation. [DVD].
4. BluRay

Blade Runner: the Director’s Cut. (2009) Directed by Ridley Scott. USA: Warner

Bros. [BluRay].

Citing in your work:
In the text you cite the name of the film, video, DVD or BluRay with the date rather than an author.  Note that you do not use italics when citing the title in your work, only on the list of references.

For example:

1. (Reading with Colour: A Film About MearesIrlen Syndrome, 2000).

2. (Health for All Children 3, 2004).
4.11  Conference papers and presentations
Format to follow:

Author surname and initials, using appropriate punctuation
Year (in brackets)

Title of paper (in single quotation marks)

Title of conference (in italics followed by full stop)
Organisers of conference (followed by comma)

Place of conference (followed by full stop)

Date of conference (in brackets, followed by full stop)

Example:

Jones, M. (2004) ‘Sliding into the swamp? A Study of Newly Qualified Teachers

Engaging in Critical Reflection upon Their Practice’ Hawaii International Conference on Education. University of Hawaii, Honolulu, U.S.A. (3-6 January).
Citing in your work:

1. Jones (2004) explored the experiences of new teachers.

2. This study explored new teachers’ experiences (Jones, 2004).

4.11.1 On-line conference papers and presentations               
Format to follow:

As described in section 4.11 above, followed by:

On-line [in square brackets] followed by full stop

Available at, followed by colon

URL

Date accessed [in square brackets] followed by full stop

Example:

Jones, M. (2004) ‘Sliding into the swamp? A Study of Newly Qualified Teachers

Engaging in Critical Reflection upon Their Practice’ Hawaii International Conference on Education. University of Hawaii, Honolulu, U.S.A. (3-6 January).  [On-line].  Available at:  http://educationtoday.newly/qual/teach.html [Accessed:  20th June, 2010].
4.12 E-mail

You must gain permission from the other person/s involved before citing an

e-mail. 
Format to follow:

Author surname and initials (including appropriate punctuation) of e-mail sender
Date of e-mail (in brackets)

Subject (in italics followed by full stop)

E-mail to: recipient’s surname followed by initial(s) in square brackets followed by full stop
Example:
Steel, L. (3rd May 2010) Harvard Referencing. [e-mail to Tinney, G.].

Citing in your work:

(Steel, 2010)

4.13 Theses/research papers 

Format to follow:

Author surname and initials (including appropriate punctuation) 
Date (in brackets)

Title of thesis in italics (followed by full stop)
Thesis (followed by qualification in brackets) and then full stop
University or other educational establishment (followed by full stop)

In the list of references:

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

Citing in your work:

(Jones, 1995)

4.14 Blogs, Wikis, Twitter and discussion boards 

Format to follow:
Author or username of Blog entry 

Date posted (in brackets)

The title of Blog entry (in italics)

Name of Blog site (if available)

Type of communciation (Blog/ Wiki/ Twitter etc)

[On-line] followed by full stop
Available from: URL of specific Blog
Date accessed [square brackets] followed by full stop

Example:  
Batts, S. (April 24th 2007) Children and Play Benefits for Numeracy.  EarlyYears Expert. Blog [On-line].  Available from: http: //Blog.com/battss/status/134567 [Accessed: 2nd February 2010].

4.14.1  Discussion list

Format to follow:
Author or username of discussion entry (followed by full stop)
Date posted (in brackets)
The title of discussion entry (in italics) (followed by full stop)
Name of Discussion List (followed by full stop)
[On-line] followed by full stop
Available from: URL of specific Discusion List

Date accessed [square brackets] followed by full stop

Example:
Morgan, K. (April 24th 2007) Teaching and Play. Learning Play Discussion List [On-line]. Available from: http:/www.learnplay.ac.uk/morgantutor [Accessed: 2nd May 2008].

Citing in your work:

(Morgan, 2007)

4.15  YouTube

Format to follow:

Author or title of the YouTube entry (followed by full stop) 

Date uploaded (in brackets)

The title of YouTube entry (in italics) (followed by full stop)
YouTube (followed by full stop)

[On-line] followed by full stop

Available from: URL 

Date accessed [square brackets] followed by full stop

Example:
Rosary Films. (16th February 2009) Fetal Alcohol Syndrome.  YouTube. [On-line]. Available from: http://www.youtube.com/watch?v=X9ap3Iimimk&feature=g-vrec  [Accessed: 7th June 2010].

In your work:

(Rosary Films, 2010)

4.16  Referencing images, diagrams and photographs
If you use images, diagrams or photographs in your assignments they must be correctly referenced.  Any images, diagrams or photographs used in assignments must be relevant and professional – cartoons are unacceptable.
You are not allowed to use images of others without signed consent or following the appropriate consent from the establishment in which you sourced or took the images.

4.16.1  Image from a printed source

If the image, diagram or photograph is from a particular book, journal article or other printed source list this in your references.
Example:

If you include a diagram of the brain from Bee and Boyd’s The Developing Child book in your work:
Entry in your references:

Bee, H. and Boyd, D. (2007) The Developing Child (11th ed) Boston: Pearson Education Incorporated.

Using the image in your work:

The following diagram showing the main structures of the brain illustrates this point.  
[image: image2.jpg]



                      (Source: Bee and Boyd, 2007: 93)

You need to include the page number of the original diagram in the book.

Note that the reference is placed beneath and to the right of the image, diagram or photograph.

4.16.2  Secondary source for an image

On some occasions the image, diagram or photograph in a book or other printed material will have been taken from another (secondary) source. The reference list would include the reference details for the book where you found the diagram/ picture.

Example:

Bee, H. and Boyd, D. (2007) The Developing Child (11th ed) Boston: Pearson Education Incorporated.

In your work:

The diagram illustrates the main arteries that carry blood to and from the heart: 

[image: image3.emf]
                     (Source: Moore and Persaud, 1993 cited in Bee and Boyd, 2007: 52). 
4.16.3  Images and diagrams from websites
The format in references is the same but with the addition of URL and the date accessed.
Example:

Huitt, W. (2007) ‘Maslow's Hierarchy of Needs. Diagram of Maslow’s Pyramid’ http://www.edpsycinteractive.org/topics/regsys/maslow.html [Accessed: 18th November 2009].

In your work:
Maslow’s Hierarchy of Needs Theory has been used across several fields of education to explain motivation. Figure 1 demonstrates the theory’s key levels:
[image: image4.jpg]Physiological Needs





                                                      (Source: Huitt, 2007) 
4.16.4 Personal images, diagrams, photographs
These must also be correctly referenced and should be relevant and appropriate to the assignment.

Format to follow:

Author surname and initials (including appropriate punctuation)

Date of photograph (in brackets)

‘Personal image’ followed by full stop

Type of photograph in square brackets [Print photograph], [Digital photograph] followed by full stop

In the list of references:

Morgan, S.  (2012)  Personal image. [Digital photograph].

In your work:

The outdoor environment has been enhanced by the use of specially constructed resources. 

[image: image5.jpg]



                                (Source: Morgan, 2012) 
4.16.5  Photographs from the internet

Format to follow:
Author surname and initials (including appropriate punctuation)

Date of image (in brackets)

Title of photograph, if appropriate, in italics (followed by full stop)

[On-line].

Available at followed by colon

URL of photograph

Date accessed [in square brackets, followed by full stop].

In the list of references:

Williams, G. L.  (12th  June 2011) Johnstown Activity Centre.  [On-line].  Available at: http://www.williams.photographer/activities-345/amc [Accessed: 3rd May 2012].
In your work:

(Williams, 2011)

5. List of references  

The sources you use throughout your assignment should be listed in alphabetical order according to author surname or organisation name. You produce one list for each assignment Do not differentiate between the different types of sources.  Books, journal articles, websites and any other sources are all presented on one list. Please note that the list of references should be on separate pages from your assignment and should be headed ‘References’.
References
Dean, J. (2002) Managing the Primary School: Educational Management

Series. London: Routledge. [e-book]. Available at: http://www.netLibrary.com/Reader [Accessed: 7th April 2004].

Evans, D. (2007) ‘Play and development’, Early Years Journal, Volume 1, pp. 98-112.

Evans, D. (2007a) Learning Through Play?  Cardiff: Cardiff University Press.

Forest School Fun. (2008) Carmarthenshire: Carmarthenshire Films. [DVD].

Harper, G. (2007) The Outdoor Way of Life.  London: Nuffield Press.

Johansen, L. (2005) The Danish Way of Learning. Copenhagen: Grubber Press.
Jones, R. (22nd July 2006) ‘Interview’ In: Playtime. BBC4.

Jones, Y. (2007) Playing is Learning: Principles and Context.  London: Falmer.

Jones, Y. and Evans, D. (2008) Good Practice in Wales. Talybont: Lolfa.

Jones, E.  (no date) ‘Outdoor Learning’ http://www.goearlyyears.pdf.76789   [Accessed: 18th November  2008].

Marion, H. (2008) Getting the Most out of the Early Years. Oxford: Blackwell Publishing. 

Merrick, P., Jones, L., Evans, D. and Canock, H. (2003) ‘Experiential learning the Danish way’, Review of Education, Vol. 7, pp. 45-56.
Murphy, C. (2008) ‘Let’s go down to the sea again’, Early Years Learning, Vol. 19, pp. 56-98.

Sheridan, M. D., Harding, J. and Meldon-Smith, L. (2002) Play in Early Childhood: From Birth to Six Years. London: Routledge. [e-book] Available at: http://blackboard.trinity-cm.ac.uk/webapps/portal/frameset.jsp?tab_id=_19_1 [Accessed: 14th August 2009].

Singh, P. (2003)  Fun and Learning. York: Rowntree Press.

Thomas, N. (2005) A Different way of Learning. Manchester: Guardian Press. 

Tilbury, R. (2007) Making the Most of the Outdoors. London: Sure Start Press.
6.  Seminars and presentations 

It is important that you use referencing correctly and consistently in your seminar presentations.

Some key points

· All images must be referenced as indicated in section 4.1.6.
· Any points or information you provide on each slide also need referencing, as is the case with written assignments.

· Information should also be referenced orally during presentations.  For example: “Maslow’s hierarchy of needs, as described by Huitt, 2007, suggests that physiological needs should be considered first.”

6.1  Referencing in PowerPoint presentations 
Images, pictures and diagrams are referenced using the same format as in written assignments.
Format for citing on the slides:

Open bracket

‘Source’ followed by a colon

Author/organisation title followed by comma

Date (if there is no date replace with ‘no date’)
Close bracket


[image: image6.emf]Introduction

• Context 

• Brain and neurology 

basics

• Implications of 

neuroscience for 

child care and 

education

• Challenges

• Conclusion

(Source: The Franklin Institute, 2004)


On the list of references:

The Franklin Institute.  (2006) ‘The Human Heart’ http://www.fi.edu/learn/heart/vessels/vessels.html [Accessed: 21st November 2009].


[image: image7.emf]Brain structure and function

4 lobes: Cerebrum

• Frontal

• Temporal

• Parietal

• Occipitial

• Cerebellum

• Brain stem

(Source: Incredible Horizons, no date)


On the list of references:

1. Incredible Horizons. (no date) ‘Brain development and sensory impairment’ http://sunshinetc.blogspot.co.uk/2008/11/sensory-integration-dysfuntion.html [Accessed:  24th March 2010].
6.2  Text in PowerPoint presentations

As with other assignments it is necessary to reference your sources on the PowerPoint slides.  This will follow the same format as outlined in sections 2 and 3.  

When all the information has been found in one source the reference should be presented at the bottom of the slide.
Example: 

[image: image8.emf]Imaging and measuring brain 

function

• Electroencephalography (EEG)

• Evoked Response Potentials (ERP)

• Magnetic Resonance Imaging (MRI)

• Functional Magnetic Resonance Imaging (fMRI)

• Positon Emission Topography (PET) 

(Nelson and Bloom, 1997; Hall, 2005)


If specific information has been found from a number of sources these should be referenced individually.

[image: image9.emf]Studying the brain

• Invasive techniques- autopsy and brain surgery

• Limited significance (Hall, 2005)

• Ethical issues (Nelson and Bloom, 1997)

• Animal studies (Hall, 2005; Constantine-Paton, 

2008; Nithiananthorajah and Hannan, 2006)

• Imaging and measuring techniques (Nelson and 

Bloom, 1997; Catherwood, 1999; Hall, 2005)



[image: image10.emf]Context

• Understanding the brain- understanding 

child development (Newberger, 1997; 

David et al., 2002)

• Understanding impact of positive and 

negative experiences on brain 

development supports care and education 

(Catherwood, 1999)

• Brain development in early years impacts 

adulthood (Newberger, 1997)


6.3 List of references on PowerPoint slides
At the end of the PowerPoint presentation you must include a list of your references, which are presented in the same format as for written assignments.
Examples:

[image: image11.emf]References

Catherwood, D. (1999) ‘New Views on the Young 

Brain: offerings from developmental psychology 

to early childhood education’, Contemporary 

Issues in Early Childhood, Volume1, pp. 23-35.

David, T., Goouch, K., Powell, S. and Abbott, L. 

(2002) A Review of the Literature to Support 

Birth to Three Matters. A Framework to Support 

Children in their Earliest Years, London: 

Education and Skills Birth to Three Matters.

Newberger J.J. (1997)‘New Brain Development 

Research – A Wonderful Window of Opportunity 

to Build Public Support for Early Childhood 

Education’, Young Children, May, pp. 5-9.


Referencing is an important aspect of academic work, but it takes practice, remember to ask if you need help. Visit the Learning Resource Centre to arrange an Information Skills consultation.  There are drop-in sessions available to support study and academic skills – ask at the Library or the Quad.
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