Harvard Referencing Guide
This guide is just to help you to get used to using Harvard referencing correctly  in your writing.  The official Cite Them Right referencing guide is available on every Moodle page and can also be accessed through the university library. All of the following has been taken directly from this.
Why do we need to use referencing?
This is a question many students ask, and there are a number of answers, including-
· To demonstrate that you have read widely on the subject and considered and evaluated the writings of others.
· To show your tutor the evidence of your research and thereby let them appreciate your contribution to the topic.
· To establish the credibility and authority of your ideas and arguments.
· To enable the reader to locate the original material you used.
· To give credit to the original author/ creator.
· To highlight relevant points, by quoting, paraphrasing, or summarising from the original. 
· To avoid plagiarism
· To get better marks!   Remember- Engagement with literature is usually 20% of your grade                                            
When should you use referencing?
You should reference, every time you use somebody else's work or ideas in your own work. This applies to all of your work, including essays, reports, presentations, posters, leaflets, and any other form of submission.
What should you reference?
EVERYTHING! You should reference every source that you get information from. This includes books, journals, web sources, radio and television programmes, conference papers, Government Publications, newspapers, blogs, vlogs, -the list goes on. In short, if you have found information somewhere that you use in your work, you must reference the source!
Plagiarism
Plagiarism is presenting work or ideas from another source as your own, with or without consent of the original author, by incorporating it into your work without full acknowledgement (University of Oxford, 2023).
Apart from using so called essay mills (paying for someone else to do your work) this includes ‘sharing’ the work of other students, and re-using your own work that you have already submitted for a previous assignment, as well as using too much direct quotation.
Don’t Panic!
Plagiarism can be easily avoided if you cite all of the sources you use correctly- more details can be found in your study skills handbook and also in the Cite Them Right referencing guide.
Direct Quotation
This is when you copy something directly from your source without changing the words- this could be any source, a book, journal article or web page etc.- This is acceptable but should be used sparingly (not too often)
How to Cite a Direct Quotation in-text.
A quotation of three lines or less should be enclosed in quotation marks (you can use single or double but be consistent) and the page number should be included if available, for example-
[bookmark: _Hlk133912185]‘You may be surprised at how your thinking and language skills develop simply through continued study’ (Cottrell, 2019, p.1).
You would then include Cottrell in the reference list as normal.
A quotation of more than three lines does not need quotation marks and the paragraph should be separated and indented, as follows-
[bookmark: _Hlk133917866]You may be surprised at how your thinking and language skills develop simply through continued study. However, a good strategy can start you off on a good footing, help you cut corners and accelerate the learning process although quick tips can be invaluable too (Cottrell, 2019, p.1).
If you omit (leave out) part of the quotation, you should indicate this using an ellipsis- (three dots…) as follows-
You may be surprised at how your thinking and language skills develop simply through continued study… although quick tips can be invaluable too (Cottrell, 2019, p.1).
As stated above, the over-use of direct quotation could lead to poor practice or plagiarism so be careful!
Paraphrasing
This is when you repeat information from a source in your own words. You must be careful that you do not change the meaning of the information when doing this.
You must always cite your sources when paraphrasing to avoid plagiarism.
If you are paraphrasing information from a particular page, you should include a page number, as follows-
Cottrell (2019, p.1) proposed that although a person’s academic skills can improve solely by completing coursework, it can be beneficial to engage with some specific learning tools.
Remember, paraphrasing will not only help you avoid plagiarism and academic. misconduct, but also demonstrate your knowledge and understanding of the information presented.

Using Harvard Referencing
This is the style used by UWTSD but other universities or organisations may use different styles such as APA or Chicago. It is probable that some of the references you find in your research are in these other styles, but you must always present your references in Harvard, and specifically follow the guidelines in Cite Them Right, which can be accessed through the UWTSD library.
Also, even if you use apps that state that they use Harvard style, this may still be different from our guide so it is very important that you check all of your referencing by referring to this.
Below is a quick guide on how to reference the most common types of sources that you will be using during your degree. For details of how to reference other sources, please refer to the Cite Them Right referencing guide.
If there is still something you do not understand or cannot find. Ask your lecturer.
Referencing a Book Chapter or Section
In your text
As recommended by Karim, Tretten and Kumar (2018, p. 562) ...
In your Reference List
1. Author of the chapter/section (surname followed by initials)
2. Year of publication (in round brackets)
3. Title of chapter/section (in single quotation marks)
4. 'in' plus author/editor of book
5. Title of book (in italics)
6. Place of publication: Publisher
7. Page reference
Referencing a Book Chapter in the Reference List
Karim, R., Tretten, T. and Kumar, U. (2018) ‘eMaintenance’, in M. Pecht and M. Kang (eds) Prognostics and health management of electronics: fundamentals, machine learning, and the internet of things. Hoboken, NJ: John Wiley & Sons, pp. 559–587.
Secondary Referencing
· Sometimes you may want to refer to a source that is quoted or talked about in the work that you are reading (Lewis- in the example below)- this is known as secondary referencing. 
· You must always find and read the primary source (the original author, Harvey- in the example below) whenever possible, and then you would cite this, however…
· If you cannot do this, you can cite and reference the information as follows- 
· NOTE- the first example is where Lewis has used a direct quotation from Harvey, and the second example is where Lewis is summarising or paraphrasing Harvey’s work.
In your text
i. Harvey (2015, quoted in Lewis, 2018, p.86) provides an excellent survey…
ii. Harvey’s views on genetics (2015, cited in Lewis, 2018) support the idea that…
In your Reference List
You would simply reference the source following the general guidance given in this guide.
IMPORTANT- NO DATE
If you cannot find the date of a publication you write no date instead of the year as follows-
In your text:
Age UK (no date) suggest that … …
In your reference list:
AgeUK (no date) Loneliness Available at: https://www.ageuk.org.uk/information-advice/health-wellbeing/loneliness/ (Accessed: 15 January 2022).
IMPORTANT
If you are using more than one piece of information by the same source in the same year, you should distinguish between them using lower case letters as follows-
Age UK (2022a)      
Age UK (2022b)    - and so on
Printed Books
In your text:
Development is important and has an effect on the success of a team (Morgan, 2017). Or…
Morgan (2017) says that development is important and affects the success of a team.
In your reference list:
1. Authors (or editor(s)) Surname -followed by a comma.
2. Author Initial(s) (followed by a full stop)
3. Year of publication IN ROUND BRACKETS
4. Title of book  IN ITALICS
5. Edition- only if it is not the first edition.
6. Place of Publication followed by a COLON :
7. Publisher
8. [bookmark: _Hlk133944012]Always put a full stop at the end of a reference in the reference list.
Example 1. Book with Author
Morgan, P. (2017) The Business Student’s Guide to Study and Employability. 7th edn. London: Sage Publications Ltd.
Example 2. Book with Editor
[bookmark: _Hlk133930663]Morgan, P. (ed.) (2017) The Business Student’s Guide to Study and Employability. 7th edn. London: Sage Publications Ltd.
Example 3. Book with Two Authors
[bookmark: _Hlk133931086]Morgan, P. and Jones, R. (2017) The Business Student’s Guide to Study and Employability. 7th edn. London: Sage Publications Ltd.
Example 4. Book with More than Three Authors 
Morgan, P. et al. (2017) The Business Student’s Guide to Study and Employability. 7th edn. London: Sage Publications Ltd.
Electronic Books- e-books
An e-book should be referenced as a printed book but if all of the details are not available, reference it as a web-source.
Example 5. e-book With all Information Available
Lennon, J. and McCartney, P. (2022) Magical Music. Liverpool: Apple Publishers Ltd.
Example 6. e-book Without all Details Available
Lennon, J. and McCartney, P. (2022) Magical Music. Available at: https://www-citethemrightonline-com.ezproxy.uwtsd.ac.uk/sourcetype?docid=b-9781350927964&tocid=b-9781350927964-6 (Accessed: 2 May 2023).
Journals
How to cite a JOURNAL ARTICLE
In your text:
As you would cite a book- see above

In your Reference List:

1. Author (surname and initial as above)
2. Publication year (in round brackets)
3. Article title (enclosed in single quotation marks)
4. Journal title (in italics) – capitalise first letter of each word in title, except for linking words such as and, of, the, for)
5. Volume number, (no brackets)-  issue/part number month or season (in round brackets)
6. Page number range of whole article
7. Always put a full stop at the end of a reference in the reference list.

Example 7. Printed Journal Article
Rutter M. (1985) ‘Resilience in the face of adversity: protective factors and resistance to psychiatric disorder’, British Journal of Psychiatry, 147(8),  pp. 598-611.
If it is an article found online you would add;
Available at: then the  DOI, or- the URL followed by the Accessed date. 

Example 8. Journal Article Accessed Online with DOI

Rutter, M. (1985) ‘Resilience in the face of adversity: protective factors and resistance to psychiatric disorder’, British Journal of Psychiatry, 147(8), pp. 598-611. Available at: https://doi.org/10.1080/1755182X.2010.523145  

Example 9. Journal Article Accessed Online with no DOI

Rutter, M. (1985) ‘Resilience in the face of adversity: protective factors and resistance to psychiatric disorder’, British Journal of Psychiatry, 147(8), pp. 598-611. Available at: https://safelives.org.uk/practice_blog/living-domestic-abuse-ace-adverse-childhood-experience.  (Accessed: 16 January 2022).

[bookmark: _Hlk133951764]For further information on how to reference whole journal issues or those without page numbers please refer to the full Cite Them Right guide which can be accessed through the UWTSD library.
Digital and Internet Sources
Web Pages with Individual Authors or Organisations as Authors
In your text:
Most of us will start to feel lonely as we grow older (AgeUK, 2021).  Or…
Age UK (2021) say that most of us will start to feel lonely as we grow older.
In your Reference List:
1. Author (surname and initial(s)and a full stop or.. organisation (followed by a comma)  
2. Publication year or year the site was last updated (in round brackets)
4. Website title or page in italics
5. You do not need to include [online] for all digital sources.
6. Available at: URL (web address)
7.(Accessed: date) IN ROUND BRACKETS
Example 10. Organisation as Author
[bookmark: _Hlk95134621]AgeUK (2021) Loneliness. Available at: https://www.ageuk.org.uk/information-advice/health-wellbeing/loneliness/ (Accessed: 15 January 2023).
Example 11. Individual as Author
Johnson, JK. (2022) Older People and Pets. Available at: https://carewatch.co.uk/pet-therapy-for-elderly/ (Accessed: 6 April 2023).
ALSO…
· If the webpage has no author just put the title of the webpage, followed by the year (in round brackets) Available at: URL and the accessed date (in round brackets.
· If the webpage has no date, you should put (no date) in place of the year.
· If the webpage has no title or author, you can just put the URL, followed by the year (in round brackets) and the accessed date.
· If a website has no date you should also consider how current the information is?
· If a website has no date or author it is fairly likely that it is not suitable for academic use and you may want to find alternative sources.
All sources and information that you find online can and should be referenced, including blogs, vlogs, social media networks such as Facebook Tik Tok and Twitter, online video sharing platforms like YouTube and even streaming services such as Spotify.
For further information on how to do this please refer to the full Cite Them Right guide which can be accessed through the UWTSD library.
REFERENCING IS IMPORTANT!  DON’T STRUGGLE!  WE’RE HERE TO HELP
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