THE HARVARD REFERENCING SYSTEM

Introduction

The Harvard system of referencing is the most commonly used and determines the manner in which students are to set out references and bibliographies. It is essential that students acknowledge all of the sources they have used as it:

(a) proves that the work has a factual basis;

(b) allows the reader to identify and retrieve the sources for their own use; and

(c) shows the research the student has undertaken to reach the conclusions.

Wherever you quote (that is, copy directly from another author) or use their ideas (paraphrase), you must acknowledge that you have done so and you are required to use the Harvard System throughout your work. Failure to acknowledge your sources of information may result in your facing charges of plagiarism which may result in disciplinary action. 

AVOIDING PLAGIARISM IS EASY:

USE YOUR OWN WORDS and GIVE CREDIT WHERE CREDIT IS DUE
Using this Handout
· Pages 3 and 4 show you how to reference sources used, within the body of your work

E.g.
Jones (2008) argues that referencing work appropriately is essential for academic success.

· Page 5 explains how to reference quotations

E.g.
Jones (2008) argues that referencing work appropriately is ‘essential for academic success’.

· Pages 6 – 8 show you how to reference the sources you have used, within the ‘List of References’ or ‘Bibliography’ at the end of your work.
E.g.
Jones, (2008), The Harvard Referencing System, (2nd Ed). London: MacMillan.
· Page 9 shows you how to reference websites used in your research
E.g.
Jones, (2008), ‘The Harvard Referencing System’,  [Online].  Available: http://www.univ/2008/jones.html, [2008, July, 20].
List of References
The ‘List of References’ are those sources that you have actually referred to in your report, essay or thesis.
Keep a record of all the sources you use as you go along. The details you need include:

· full names of the author(s) or editor(s); or the group/body/organisation responsible;

· title of article or chapter;

· name of the journal, periodical or book;

· edition (if applicable)

· publisher’s name (if applicable)

· place of publication (for book);

· year of publication;

· volume number (for journal);

· issue number (for journal);

· page numbers.

Bibliography
A Bibliography is a list of all the sources that you have used to compile your report, essay or thesis BUT which you have not referred to directly – that is, books or articles that you may have read but from which you have not taken quotes or have not paraphrased the author’s viewpoint or findings. 
· Bibliographies are arranged alphabetically by authors’ surnames;

· Separate surnames with commas;

· Use initials, NOT the first name;

· Use the ampersand ‘&’ not ‘and’ to separate surnames. (NB Ampersands are NOT to be used for referencing within the main body of your work);

· For printed books and articles capitalise the first letter of the first word of the title and proper names;

· Use small letters for all other words;

· Italicise titles of books and journals;

· Do NOT italicise titles of articles;

· Separate the parts of the reference (i.e. author, date, title, etc.) with a full stop and two spaces.

· Separate place of publication and publisher with a colon and a space. 

Citations in text

Citations in the text direct readers to the referenced list at the end of the text. The author’s surname, year of publication and page number(s), if appropriate, should appear in the text. 

There are a number of different ways in which citations can be included:

(a) If the author’s name does not form part of the statement in the text, then the name, date and page number(s) should be put in brackets.

Example

There is evidence (Edworthy, 1990, p. 23) that ‘the main cause of stress in teaching is rapid change’.

(b) If the author’s name forms part of the statement, put the date and page number(s) in brackets.

Example

Edworthy (1990, p. 23) cited evidence that ‘the main cause of stress in teaching is rapid change’.

(c) If there are two authors, the surnames, separated by ‘and’, should be given before the date.

Example

Edworthy and Jones (1990, p. 64) proved that ‘the main cause of stress in teaching is rapid change’.

OR

It has been proven (Edworthy and Jones, 1990, p. 64) that ‘the main cause of stress in teaching is rapid change’.

(d) If there are between three and five authors, the first time you cite them in the text you should give all surnames (in the order found on the title of the book), separating the names of the authors with commas, and the last comma will be followed by ‘and’.

Example

Edworthy, Evans and Smith (1990) have made various claims that we each cause our own stress.

Or

It has been claimed (Edworthy, Evans and Smith, 1990) that we each cause our own stress.

Subsequent references should be in abbreviated form, that is, the surname of the first author followed by ‘et al’.

Example

Edworthy et al (1990) have provided a range of evidence to show that we each cause our own stress.

(e) Where there are six or more authors, you should give only the first author’s surname followed by ‘et al’.

(f) When citing the work of one author found in the work of another, you should acknowledge that you did not consult the original source.

Example

Supporting evidence appears in a study by Cox (1989, cited in Edworthy and Jones, 1990, p. 64).
‘Cited in’ indicates that you are referring to Cox’s study as found in a book by Edworthy and Jones. NB. 

(g) For works published in the same year and by the same author, suffixes ‘a’, ‘b’, etc. are added to the year. Both the date and letter are used in citing the source. NB. Remember to use the date and the letter when including the reference in your bibliography.

Example

Edworthy (1990a, p. 23) has provided evidence that ‘the main cause of stress in teaching is rapid change’.

It has been shown by Edworthy (1990b, p. 47) that when asked to rate their work performance, part-time and temporary workers were ‘much less likely than full-timers to rate themselves above average’.
(h) To cite a website with a known author, use only the name of the author followed by the year the page that the web page/online document was produced/updated. If this date is not shown, the date of access should be used. If there is no author use the name of the organisation.
Example

Jones (2001) says abacavir may be taken more than twice a day.

..(Training Wales, 2001)....

(i)
When paraphrasing the views of a number of authors/sources in one sentence/paragraph, the surnames and years of publication should be provided in brackets, in alphabetical order, separated by semi-colons.
Example
Evidence seems to suggest that stress is more prevalent amongst part-time workers than full-time workers (Cox, 1989; Edworthy & Jones, 1990; Weber, 1988). 
Quotations

What Punctuations to Use

In the majority of cases, you will need to use single inverted commas (‘ ) for a quotation. For example, you might make reference to Marx’s point that ‘religion is the opiate of the people’. Never italicise quotations (unless italics are found in the original quote or unless you are quoting stage directions in a play.

Additional marks are needed when you are quoting dialogue, or whenever you are quoting a sentence that includes a quote within it. On these occasions, use single inverted commas for the quote as a whole, and double inverted commas (“) for the inner quotation or dialogue. So, for example, you might quote Thomas Watson’s point that ‘when a proprietor gives up manual labour he soon becomes a “born master”’.

Introducing and Concluding Quotations

Never include a quotation in an essay without introducing it. You need to lead your examiners smoothly into a quotation, allowing them time to make the transition from your own words to those of others. Never simply cast a quote into your argument. If you are quoting from an academic book, for example, always include a phrase like ‘As Raymond Williams argues’, or ‘Fredric Jameson has written that’, or ‘As Mary Wollstonecraft once stated’. 

At the end of the quoted sentence or passage, always ensure that you place punctuation outside the inverted commas; that is, the comma or full stop that follows the quotation should not fall inside the quotation marks (as typically it will not be in the original passage).

When to Indent

If a quotation is only a sentence (or two short sentences) include that quotation in the continuous body of the text; if the quotation is longer then you need to indent it. 
Example

Beardwell and Holden (2001, p. 105) describe peripheral workers as those who ‘will supply skills that are easily obtainable in the external labour market, and their co-operation in the production process is not critical to organisational performance’.

OR

The first and primary workgroup are usually associated with firm-specific skills and so represent the most valued workers to the organisation. Beardwell and Holden (2001, p. 105) make the point that: 

The key supposition of the flexible firm concept is that the firm becomes much more responsive to changes in its product markets if the workforce is structured into two main groups. The size and composition of the core will depend on organisational decisions on work organisation and the design of jobs, since core worker status applies mainly to those supplying firm specific skills. 

NB: For an indented quotation you do not include quotation marks (unless it is dialogue). Also note that you leave a gap of a line before and after the indented quote.
List of References / Bibliography

1. Books
(a)
Printed Books


Order of details:


Author.  (Date of publication),  Title.  (Edition if not first edition).  Place of publication: Publisher


Example

Carpenito, LJ.  (1999),  Nursing care plans and documentation: nursing diagnoses and collaborative problems.  (3rd Ed).  Philadelphia: Lippincott.
(b)
Electronic Books

Order of details:

Author.  (Date of publication),  Title.  [Online].  (Edition if not first edition).  Place of publication: Publisher.  Available: URL, [Accessed date].

Example

Carpenito, LJ.  (1999),  Nursing care plans and documentation: nursing diagnoses and collaborative problems.  [Online]  (3rd Ed).  Philadelphia: Lippincott, Available: http://gateway_di.ovid.com, [2006, March, 26].

2. Articles in Journals
(a)
Printed journal article


Order of details:

Author of article.  (Date of publication),  ‘Title of article’.  Title of journal.  Volume number: Issue number (if any), month (if any), page number(s).
Example

Swift, CG.  (2001),  ‘Falls in late life and their consequences: implementing effective services’.  British Medical Journal, 322:7290, pp. 855-857.
(b)
Electronic journal article


Order of details:

Author of article.  (Date of publication).  ‘Title of article’.  Title of journal.  [Online].  Volume number: Issue number (if any), month (if any), Available: URL,  [Accessed date].

Example


Swift, CG.  (2001).  ‘Falls in late life and their consequences: implementing effective services’.  British Medical Journal.  [Online].  322:7290, Available: http://biomed.niss.ac.uk/ovidweb/ovidweb.cgi,  [August, 14].
3. Newspaper Articles
(a)
Printed newspaper article


Order of details:


Name of author(s) (if available),  (Year of publication),  ‘Title of article’.  Name of newspaper.  Month, Day, page number(s), (column number).

Example


Norton-Taylor, R.  (2001),  ‘Amnesty attacks Britain’.  Guardian.  May, 31, p. 11, (102).

(b)
Electronic newspaper article


(i)
On the web


Order of details:

Name of author(s) (if available).  (Year of publication),  ‘Title of article’.  Name of newspaper  [Online].  Month, Day, page number(s) if given.  Available: URL,  [Accessed date].

Example

Norton-Taylor, R.  (2001),  ‘Amnesty attacks Britain’.  Guardian [Online].  May, 31.  Available: http://www.guardian.co.uk/Archive/Article/0,473,4195474,00.htm-top,  [2001, August, 27]. 
(c)
On CD-ROM


Order of details:

Name of author(s) (if available).  (Year of publication),  ‘Title of article’.  Name of newspaper [CD-ROM].  Month, Day, page number(s) if given. 

Example
Norton-Taylor, R.  (2001),  ‘Amnesty attacks Britain’.  Guardian [CD-ROM].  May, 31, p. 11.

4. Chapters in Books

Order of details:

Author of chapter.  (Date of publication),  ‘Title of chapter’.  In Editor.  Title of Book.  Place of publication: Publisher, page number(s).

Example

Lloyd, L.  (2001),  ‘Social policy’.  In J Naidoo & J Wills (eds).  Health studies: an introduction.  Basingstoke: Palgrave, pp. 163-12.

5. Thesis

Order of details:

Author.  (Date of publication),  Title.  Thesis details,  University or Institution.

Example

Duke, K.  (1999),  Containing contradictions: the development of prison drugs policy in England since 1980.  PhD,  Middlesex University, School of Social Science.
6. Government Reports


Order of details:


Government Department.  (Date of Publication),  Title of report.  [Popular title].  Place of publication: Publisher (usually Stationery Office),  Series details (if any).


Example


Department of Health.  (2000),  The NHS plan: a plan for investment, a plan for reform.  London: Stationery Office, Cm: 4818-1.

7.
Referencing the work of one author found in the work of another 
Example

Cox, B. (1989), ‘Stress in a Modern Society’, Cited in Edworthy. A. and Jones, A. (1990), (Ed), Stress Ethics, Basingstoke: Macmillan Press, pp. 59 - 65.

If you wish to cite articles in edited works, cite under the name of the author(s) of the paper, not under the name of the editor.


Example

Cox, B. (1989), ‘Stress in a Modern Society’, Cited in Edworthy. A. and Jones, A. (1990), (Ed), Stress Ethics, Basingstoke: Macmillan Press, pp. 59 - 65.

Referencing Websites

(a)
Web document with or without author

(i)
With Author



Order of details:


Author.  (Date last updated),  ‘Title’,  [Online]. Available URL, [Accessed date].



Example


Moor, J.  (1998), ‘Can Cyberspace Be Just?’,  [Online].  Available: http://www.univ.trieste.it/~dipfilo/eticaepolitica/19992/moor.html, [2001, November, 20].
National Aids Manual.  (2001),  ‘Abacavir: overview’, [Online],  NAM Publications, Available: http://www.aidsmap.com/treatment/ixdata/english/E9CB29D7-AF00-443B-B8F6DC916D131DB8.htm, [2001, August, 31].

(b)        Web homepage

 
Order of details:


Title of homepage.  [Homepage of name of organisation], [Online],  Date last updated.  Available: URL, [Accessed date].


Example


ENB Link.  [Homepage of English National Board for Nursing, Midwifery and Health Visiting], [Online], 16 May 2001, Available: http://www.enb.org.uk, [2001, August, 29].

NB.
Websites can alter or disappear without notice. Print and keep the page you are relying upon as insurance.
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