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1. Introduction
In the School of Business you will need to reference the information you use when writing your assignments.  The School uses the Harvard System.

This guidance has been prepared to ensure you use the Harvard system correctly and use the format the School of Business suggests as appropriate. 

This guidance will provide you with:-

· Examples of how to reference in your text (essay or assignment)

· Examples of how to place direct quotes in your work 

· Examples of how to paraphrase 

· How to produce a reference list /bibliography at the end of your work

· Advice on how to set out your reference list/bibliography
· An example reference list/bibliography
This guidance is very important and is the tool you use when writing any piece of course work in order to ensure you are referencing correctly.  Referencing requires practice so all your course work should be written with this guidance document to hand.

Referencing (or citing) means you have acknowledged you have taken ideas or words from an article or book you have read, a CD you have listened to, a DVD you have watched or any other source including the internet and place it into your assignment.  It is essential that any information you have used is referenced correctly. Failure to reference means your work could be considered to be Plagiarised which is the equivalent of cheating and is a very serious offence which is not acceptable in the University.

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 class notes and hand out information to complete your assignments.
The whole process of referencing involves you maintaining a detailed account of every piece of information you use.  It is very 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 its source.  Should this become inaccessible, you will have no record of the information and will no longer be able to use it in your essay. Record keeping is essential (see section on How to find the information you need to compile a reference in Section 4).
There are examples later in this guide of what information you should record for each type of resource you use.  
2. Citing Authors in Assignment Text

Citing one author

Citing authors directly in your text

You may want to refer to an author directly by stating that they said or indicated something specific.
For example: 

Chell (2007) explores the relationship between entrepreneurship and social enterprise
Entrepreneurship may have a different dynamic when operating in a social enterprise. This view is supported by Chell (2007).

Note here the date is in brackets after the author name.
Citing authors indirectly in the text
This is when you make a statement and then cite a reference as evidence.

For example:

Many social enterprises can be described as entrepreneurial (Chell, 2007).  

Here the author and date are all in brackets after the statement being made. 
Citing two authors

Citing more than one author directly in the text
For example:

Jones (2008) and Evans (2009) suggest effective change management can …..

This view is supported by Jones (2008) and Evans (2009)…
Citing more than one author indirectly in the text 

For example:

Several authors suggest that effective change management can … (Thomas, 2005; Jones, 2008; Evans, 2009).  

Remember if you indicated something is a widely held view or that several authors have suggested a point of view then you must cite several authors where you have read this information.

Two authors for the same work 

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

For example:
Citing authors directly in the text 
Davies and Evans (2008) in their recent research paper found that…….. 

Research by Davies and Evans (2008) suggests that …….

Citing authors indirectly in the text 

Recent research demonstrates that …… (Davies and Evans, 2008).
Citing more than two authors
More than two authors for the same work 
Where there are several authors’ names on a source (more than two), only the first author needs to be referenced in the text followed by ‘et al.’ meaning ‘and others’: 

For example:

Citing authors directly in the text 

Evans et al. (1995) found that the …… 

Citing authors indirectly in the text 

Recent research has found that …… (Evans et al., 1995)
No date?
Rarely there may be a piece of information which does not have a date 

In such cases you indicate this by replacing the date with date unknown/no date.
Citing authors directly in the text 

Thomas (date unknown/no date) has demonstrated…… 

Citing authors indirectly in the text 
Innovative research (Smith, date unknown/no date) demonstrated that….. 

Every effort should be made to find the year of publication when using the information in an assignment.
Page Numbers

Using Page Numbers 
The general rule here is:

●
you must always use page numbers when referring to direct quotes (see section 3). 
 ●
if you paraphrase a specific idea or issue which is found on a page or section of a book or article then this can also be given  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.

The format is as follows when citing page numbers.  Section 3 will provide further examples of using page numbers. 

Citing authors directly in the text 

Lawrence (1966, p. 25) stated that…..
Citing authors indirectly in the text 

Outdoor play provides a stimulating experience (Lawrence, 1966, p 125).
125 refers to the page number.

Citing several works by one author
Several works by one author in different years 
If more than one publication from an author illustrates the same point and the works are published in different years, then the references should be cited in chronological order (the earliest first).

For example: 
Citing authors directly in the text 

As suggested by Stewart (1967, 1976, 1982) ….
Citing authors indirectly in the text 

The model describes different types of managerial jobs (Stewart 1967, 1976, 1982).
Sometimes the same author or group of authors have published more than one article in the same year.

When citing several pieces of work published by the same author in the same year they need to be differentiated by including a lower case letter after the year for each publication.

For example:

Research by Pfeffer (1977a) considers the relationship between power and resource allocation, the same author then develops these themes in relation to leadership ambiguities (Pfeffer 1977b).

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 they can all be cited by including a lower case letter after the year of publication. 

For example:

Pfeffer (1977a, b) provides some of the earlier research that connects power, resourcing and leadership within organisations.
3. Different ways you use referencing in your work.

Quotations 

Direct Quotes

Sometimes a piece of information is so clear and useful in the context of your assignment that you wish to quote it directly.  For example something you have read which you wish to place word for word in your essay.  This is a direct quote and you must demonstrate that it is a direct quote in your essay.  Direct quotes should be used sparingly and for emphasis.  An essay which is one long quote after another is a weak essay and it does not allow you to demonstrate analysis and evaluation skills.  It suggests you are unable to make sense of the work yourself.  Use quotes with meaning and that support the arguments and issues you are trying to make in your essay. They are evidence for the ideas you have discussed in your assignments.  As a general rule you should not have more than two quotes on any page of an assignment.

When referencing quotes in the text of an assignment.

All quotes need the:- 
●
author surname
●
date of publication
●
page the quote was found in the book or other source

●
quote itself in quotation marks

Short quotes (up to approximately 30 words)
For example:
John Elliott and Ching-tien Tsai (2008, p. 569) argue the importance of ‘more dialogue with East Asian educators who are engaged with versions of educational action research that have been shaped by Confucian culture’.
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)

Long Quotes (more than approximately 30 words) 

The meaning of Social Entrepreneurship is often contested, but is often characterised by dynamic flexibility.  As  Nicolls (2006) states:
Social entrepreneurs and their networks demonstrate an unrelenting focus on systemic social change that disregards institutional and organisational norms and boundaries.  These disruptive change-agents are often sectoral iconoclasts operating in a more diverse and dynamic strategic landscape than conventional businesses or social ventures.
  

(Nicolls, 2006, p. 10).

Note the quote is placed away from the main essay text and is indented on each side. The long quote, unlike most of your essay, should be single spaced. Long quotes do not therefore need to use quotation marks.

Quotes should be meaningful and add to the points being made.  Do not use quotes just for the sake of reaching your word limit or because you think you have to. 

Paraphrasing

Paraphrasing

This is what you often do in essays and other assignment work when you take the ideas and principles you have read and listened to and put them into your own words.  It is a widely held misconception that only direct quotes need to be referenced.  This is not the case.  Any 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 authors that have provided you with this knowledge as you did not come up with 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.  

For example you may read and be very familiar with Maslow and Drucker but you must always cite correctly where you read about 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.
An example of a section of text which is paraphrasing:- 

The following quotation comes from pages 916-917 in -  Ireland R D & Webb J W (2007)  A Cross-Disciplinary Exploration of Entrepreneurship Research, Journal of Management, Vol 33, pp 891 – 927.

‘Evidence in psychology suggests that the perception of risks and risk-taking propensity

differ across individual entrepreneurs. Although entrepreneurs possess a higher risk-taking

propensity than non-entrepreneurs, entrepreneurs may actually be risk averse in how they

choose to exploit an opportunity (Wu & Knott, 2006). Taking this into consideration, perhaps

the decision processes of independent entrepreneurs differ from those of top management

teams in established firms that are incentivized to pursue risk-oriented strategies. 

Ireland and Webb (2007) consider evidence about risk-taking propensity in entrepreneurs.’ 

A paraphrasing of this text might read –

It appears that some entrepreneurs may be risk averse in the way they choose to respond to opportunities (Wu & Knott, 2006) despite a general tendency towards higher levels of risk-taking than non-entrepreneurs.   This can be used as evidence to support the claim that decision marking systems may be different in individual entrepreneurs when compared to management teams in established organizations, members of such teams may be provided with incentives to implement risk-oriented strategies.    (Ireland and Webb (2007, p. 916-917) 
4. Reference List and Bibliography
In text citations, discussed thus far are of no value without a reference list or bibliography at the end of your assignment, providing a full set of details about each source you have cited in your assignment.

A Reference List is a list of the information you have used in your essay and every author cited must correspond exactly to the list of sources in your list at the end of your assignment.

A Bibliography is a list of every piece of information you have used even if does not appear in your assignment text.

The School of Business uses the Harvard system to format the Reference List and this is what you should follow in all your assignments.

Compiling a Reference List

How to find the information you need to compile a Reference List 

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 a proper Reference List. Therefore while writing your assignments it is a good idea to:-

●
keep a note book, index cards or electronic document where each time you use any information you note down the reference details in full.  If you do this you will not be able to lose important material and can find it easily again if you need to;
●
type your reference list for each assignment as you go along. Do not leave the typing of the reference list until the last minute as this is when silly typing errors and omissions creep into the work.
The next section will explain how to set out a Reference List correctly and the format required.  The use of punctuation and brackets when producing a reference list is very important.  You may lose marks for sloppy presentation which does not follow this guidance accurately. 

Whatever the source of material you use it is conventional for the author (be it a person(s) or organisation) and date to be placed in the text and for the full reference to be placed in the Reference List. 
4.1 Referencing Books

Format to follow:-

Comma after surname 

Full stop after initial 

Date (in round brackets)
Title of book (in italics, followed up full-stop)
Edition (only included if it is not the first edition) -  format   xth edn. 

Place of publication, followed by colon
Publisher company (in full), followed by full stop
For example: 

1 author

Fill, C. (2003)  Integrated Marketing Communications. Oxford:  Butterworth Heinemann.
2 authors

Brassington, F. and Pettit, S. (2002) Principles of Marketing.  London: Financial Times, Prentice Hall.
3 authors

Pedler, M., Burgoyne,  J. and Boydell T. (2007) A Managers Guide to Self Development.  London: McGrawHill.
As you add more authors the author before last has ‘and’ placed after the initial rather than a comma.

In text

Gini (1998) reminds us that the real issue is about whether leaders will use their power wisely and well.  But leaders must beware of making unethical practices appear legitimate, which might lead to unacceptable situations (Kouzes and Posner, 1993). 

In Reference List 

Gini , A.  (1998)  Moral leadership and business ethics.  Westport, CT:  Greenwoord Publishing. 

Kouzes, J.M., and Posner, B.Z. (1993)  Credibility: How leaders gain and lose it, why people demand it.  San Fransisco:  Jossey-Bass.
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.
For example:

Nicholls, A. (ed.) (2006)  Social Entrepreneurship:  New Models of Sustainable Social Change.  Oxford:  Oxford University Press.

Thompson, P. and Walker, M. (eds.) (2010)  The Routledge Doctoral Student’s Companion.  London: Routledge.
When using an edited book if you have only used specific chapters these are what are referenced in your Reference List 

For example:
Brown, A. ‘What’s worth asking and why?’, in Thompson, P. and Walker, M. (eds.) (2010)  The Routledge Doctoral Student’s Companion.  London: Routledge, pp. 172 – 182.

Note that, in this instance, you give the page numbers of the chapter written by Brown.
In your essay text you would either cite directly Brown (2010) or indirectly (Brown, 2010).

Referencing Books with Different Editions
Popular books or books that are very useful are often republished and it is important you note which edition you have read:-

For example:

When referencing a 3rd  edition book.
Hargie, O. (2006)   The Handbook of Communication Skills.  3rd edn.   London:  Routledge.
If it is a first edition book you do not add any information on the edition of the book. 

Secondary citation

Several text books use examples from other sources. For example if you have read about Schumpeter 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:-
For example:

Citing directly 

Schumpeter (1935,  cited in Kirby, 2003, p 15) created a new view of the entrepreneur.

or

Citing Indirectly 

The role of the entrepreneur as an innovator (Schumpeter, 1935 cited in Kirby, 2003, p. 15).
You then only cite the book you actually read in the Reference List- 

Kirby, D. (2003)  Entrepreneurship.  London: McGrawHill Education.
4.2 Referencing Electronic Books
Electronic Books (E-books)
The format for referencing electronic books is similar to that of conventional books.
The author, date and page number (if appropriate) are placed in text in the same way as a conventional book.
For example:
(Dean, 2008, p56) 

The Reference List citing for an electronic book follows the same format as any book but you record the date you accessed the book and the relevant URL website address details, as well as indicating the book is an e-book.

For example:
Marshall, G.  In Praise of Sociology. London: Unwin Hyman, 1990. [e-book]. Available at: http://www.swan.ac.uk/lis/information_gateway/ebooks/marshall/ [Accessed: 24th March 2004].
4.3 Referencing Journal Articles
Journals

Journals are publications that are published every week, month, quarter etc.      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.
Each journal usually has at least 6 different articles within it every time it is published. For example the Journal of Marketing Management journal may have 10 articles ranging from articles about product placement to articles about customer perceptions.  Every article will be published by different researchers and experts in marketing from around the UK and often the world. 

As a result you will often only use some of the articles you read in a particular journal rather than the whole journal. For example if you are interested in marketing in small businesses then you would read articles from different journals which research this area.

You must therefore indicate in your Reference List what precise article (sometimes referred to as a paper) you have read out of all the possible articles that can be found in the different editions of a journal.

print journals:
Author(s)

Comma after surname 
Full stop after initial 

Year (in round 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 information (volume, part number, month or season)

Pages (followed by full stop)

The pages are noted by pp. and you indicate the first and last page of the article you used. 

For example:
Dawes, J. and Rowley, J, (1998)  ‘Enhancing the customer experience: contributions from information technology’, Management Decision, 36 (5), pp. 350-357.
Fuller, M., Bradley, A., 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.

Somekh, B. and Davies, R.  (1991)  'Towards a pedagogy for information technology', The Curriculum Journal, 2, 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. 
As with all Harvard system referencing the author date and page (s) as necessary would go in your assignment text. 
For example, in text : 

Direct
Dawes and Rowley  (1998)   

Indirect
(Dawes  and Rowley, 1998)  
4.4 Referencing Electronic Journals
E-Journals

E-journals are referenced in the same way as conventional paper based journals but you add to the end of article details:-
[Online]

Available at:  URL 
Accessed Date 

Sometimes in this type of article there will be no pages as they may not appear on the screen.  If pages are indicated you must add them to your Reference List 

For example:
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, 32, 2003, pp.145-153. [Online]. Available at: http://www.sciencedirect.com/  [Accessed: 24th May 2007].

Conventionally you will use information from books, journal articles, e-books and e-journals.  However there are other sources you may sometimes use.  The next section provides some useful examples.
4.5 Referencing Websites
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
You should never use the Wikipedia site in your assignments as its content is not always accurate. If in doubt ask your lecturer or consult the Learning Resource Centre to arrange an Information Skills consultation.
Referencing websites

Format to follow:
Author or organisation name

Year that the site was published/last updated (in round brackets)

Title of internet sites 

Available at: URL

Accessed: date (Followed by full stop)
Example 1

If you wanted to reference the following site:

http://webspace.ship.edu/cgboer/piaget.html
which included an article written by C.G. Boeree

In your report/essay text it would be:
Piaget studied genetic epistemology, which is the study of the development of knowledge (Boeree, 2006).  

In your Reference List it would be:
Boeree, C.G. (2006)   ‘Personality Theories. Jean Piaget 1896-1980’. http://webspace.ship.edu/cgboer/piaget.html [Accessed: 18th November 2008].
Example 2 

When you cannot find an author use the organisation name. 

If you wanted to reference the following BBC site:-

http://news.bbc.co.uk/1/hi/uk/7734576.stm
In your report/essay text it would be:

Since the Baby P case there has been a need to change child protection policy (BBC, 2008).
In your Reference List it would be:
BBC ‘Child Protection Plans Revealed’ November 2008. http://news.bbc.co.uk/1/hi/uk/7734576.stm [Accessed: 18th November 2008].
Example 3
If you wanted to reference the following  site:-

http://www.bis.gov.uk/policies/by/themes/consumer%20issues

(from the UK Governments Department for Business, Innovation and Skills web site)

In your report/essay text it would be:

The Department for Business, innovation and Skills provides consumer care advise  (BIS, 2010).

In your Reference List it would be:

BIS (2010)  ‘Buying and Selling Goods and Services, October. http://www.bis.gov.uk/policies/by/themes/consumer%20issues  [Accessed: 18th September, 2010].
Where you have a month and year for the article on a web site you should use both.

Example 4

If you do not have an author or organisation you can find for a web site then:- 

In your report/essay:-

Video files may need to be compressed (http://www.newmediarepublic.com/dvideo/compression.html, 2008)
In Reference List:
(http://www.newmediarepublic.com/dvideo/compression.html, 2008) (accessed: 14 June 2008).

Example 5

If you cannot find a date for a web site article:-

Use the URL (no date) and the date you accessed the page.
If you cannot find author, organisation or date, you should avoid the web site. 
4.6 Publications by governments and other organisations 

Some reports are written by an organisation or government department.   For example the Global Entrepreneurship Monitor Annual Report for the UK can be referenced as follows:
Global Entrepreneurship Monitor;  United Kingdom 2009 Monitoring Report.   Aston Business School: GEM.
In the assignment text you would cite the author and date in this case

(Global Entrepreneurship Monitor;  United Kingdom 2009 Monitoring Report.   (2010)
If you have accessed the report on line then you add the relevant web details.
For example:

Global Entrepreneurship Monitor;  United Kingdom 2009 Monitoring Report.   Aston Business School: GEM.  Available at: http://www.gemconsortium.org/files.aspx?Ca_ID=107  [Accessed: 10th September 2010].
Government papers

For example:

In Reference List:

White paper: 

Great Britain: Department of Health Choice and Opportunity: primary care: the future. Cm.3390. London, Stationery Office, 1996.

Green paper: 

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

Act of Parliament: 

Great Britain: National Health Service and Community Care Act 1990. Chapter 19. London, HMSO, 1990. 

In text:

(Great Britain National Health Service and Community Care Act, 1990).

4.7 Referencing Newspapers
Newspapers

Format to follow:
Author (s) 
Year of publication (in round brackets)

Title of Article (in single quotation marks)
Title of Newspaper (in italics) followed by edition if required (in rounded brackets)
Day and Month (followed by colon)
Page (s) (followed by comma)
For example: 
Gibson, O. and Plunkett, J. ‘Public doubt over licence fee for declining BBC’, The Guardian. 21 July: pp.2, 2004.
If the newspaper article is online then you add the relevant web details.
For example:

Gibson, O and Plunkett, J. ‘Public doubt over licence fee for declining BBC’, The Guardian. 21 July: pp.2, 2004. [Online]. Available at: http://www.guardian.co.uk/456789 [Accessed: 24th May 2007].
4.8 Referencing Television / Radio Programmes
Television / Radio Programme

Format to follow:-
Title of Programme (in italics followed by full stop)
Year of transmission (in round brackets)

Episode Number (if available) (followed by full stop)
Title of Episode (in quotation marks)
Channel (followed by full stop)
Full Date of transmission (followed by full stop)
Time of Transmission (followed by full stop)
In text:

In this case in your assignment text you would not cite an author but instead a programme name.

Horizon (2004)

(Horizon, 2004)

In Reference List :-
Horizon. Episode 25.’Climate Change’ BBC2. 30 August 2004. 2100 hrs

Television / Radio Interview

In text:

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

These quotes are given double quotation marks because you are referring to speech spoken in the programme rather than written quotes. 

Example in Reference List

Jones, R. ‘Interview’ In: Playtime. BBC4. 22 July 2006. 1800 hrs.
4.9 Conference Papers and Presentations

Author

Year (in round brackets)

Title of paper (in single quotation marks)
Title of conference: subtitle  (in italics followed by full stop)
Organisers of conference (followed by comma)
Location and date of conference
Place of publication:  Publisher
Page references for the paper.

If the paper is available on line also include access details.

For example:
In Reference List

Cook, D (2000)  ‘Developing franchised business in Scotland’, Small firms: adding the spark: the 23rd ISBA national small forms policy and research conference.  Robert Gordon University, Aberdeen 15-17 November.  Leeds:  Institute for Small Business Affairs, pp. 127-136.
In Text:

Cook (2000) discussed how to better development franchise …. 

This study explored approaches to franchise development  (Cook, 2000).

4.10  E-mail
E-mail

Author of email (sender)
Date of email (in brackets followed by full stop)

Subject (in italics followed by full stop)
email to recipient’s name [in square brackets]

Example in Reference List:  
Steel, L. Harvard Referencing. email to Tinney, G. (3rd May 2010). 

In Text:

(Steel, 2010)

You must gain permission from the other person/s involved before citing an e-mail. 
For information about how to reference information from sources not covered above please refer to:
Pears, P and Shields, G. (2008)  Cite them right:  the essential referencing guide.  Newcastle upon Tyne: Pear Tree Books.

5. Reference List 

The References you use throughout your assignment text should be listed in alphabetical order according to author surname or organisation name. 

You produce one list. There is no need to differentiate between the different types of reference.  Therefore books, journals articles, websites and any other sources are all in one list. 
An example mock piece of text with a reference list is attached in order for you to see what an academic piece of writing with correct referencing should look like. Note the Reference List should begin on a new page with a title.  The spacing used to produce the list will be the same as that used in your essay (1.5 spacing).  Each reference starts on a new line directly underneath the reference before.  
Referencing is an important aspect of academic work, but it takes practice, remember if you need help ask. Ask your personal tutor, programme director or module lecturer if you are uncertain.  Or, visit the Learning Resource Centre to arrange an Information Skills consultation.
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