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1.  Choose one option to complete the following sentences:
a) Plagiarism means that
you have used somebody else’s work without their permissiona

you have used somebody else’s work without acknowledging that it was their work


b) Plagiarism is
a serious offence in academic and professional contexts

a serious offence only in professional contexts


c) You can avoid plagiarism by
indicating that you have used information that is not your own and providing details about the source

mentioning at the beginning of your work that you have used several sources to find information about the topic


d) The reader must be provided with
enough information to being able to find the original source 

only the author and title of the source


e) Citations are references included 
at the end of your work

within your work


f) The three basic elements of a citation are
the name of the author, year of publication, page number

the surname of the author, year of publication, page number


2.  In your assignment you have included information from Essential Study Skills. The Complete Guide to Success at University (2012) written by Tom Burns and Sandra Sinfield.  
Two of the following citations are not correct. Which ones are they and why are they not correct?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
(i)Working in groups helps participants to develop important skills such as flexibility, diplomacy and the ability to listen and compromise (Burns, T. and Sinfield, S., 2012, p121). 







Some people are reluctant to work in a group, among other things because they do not want to depend on members who in their opinion do not pull their weight (Burns, 2012, p121).





(ii)


Burns and Sinfield (2012, p121) point out that in the case of students an advantage of team work is that it can offer social support and “break down the isolation often associated with being a student”.





(iii)



3. Choose one option to complete the following sentences:
a) The reference list is presented in alphabetical order by
[image: ]  the author’s first name
[image: ]  the author’s surname
b) The reference list
[image: ]  completes the information provided in the citations
[image: ]  provides less information than the citations
c) If the reader wants to find the original source
[image: ]  the information provided in the citation is enough
[image: ]  he/she will need the information provided in the reference
d) It is a good idea to collect information about your sources
[image: ]  as you use them
[image: ]  when you have finished your report/essay
e) In the reference list,
[image: ]  all titles (books, journals, chapters, articles, etc.) appear in italics
[image: ]  chapter and article titles do not appear in italics
f) If online sources are included in the reference list,
[image: ]  it is necessary to mention where and when the source was accessed
  it is not necessary to mention where and when the source was accessed

4. Put the elements of this reference in the right order and include commas and other punctuation if necessary:
(2013)
Palgrave Macmillan
Godfrey
Basingstoke
J.
		How to use your reading in your essays
………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………….
5. These are the elements of a reference for an article from a print journal. Put them in the right order, adding commas and other punctuation if necessary.
Women’s Studies International Forum
pp16-25
S.
Double jeopardy: women, the US military and the war in Iraq
Vol 30
(2007)
Jeffreys
No 1
………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..


6. What type of source does each of these references correspond to (book, article from journal, etc.)? 
	Reference list

	
Bond, W.R, Smith, J.T, Brown, K.L. & George, M. (1996) Management of small firms, Syndey: McGraw-Hill

Conley, T.G. & Galeson, DW. (1998) “Nativity and wealth in mid-nineteenth century cities”, Journal of Economic History, Vol. 58, No. 2, pp.468-493

Hilts, P.J. (2014) “In forecasting their emotions, most people flunk out”, The New York Times, 16 February, available from http://www.nytimes.com, accessed 19 February 2014 

White, H. (2002) “The westernization of world history”, in Rusen, J. (ed.) Western Historical Thinking, London: Palgrave, pp. 110-132




……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

7.  There is one mistake in one of the references in each section; try to find it and correct it. Pay attention to detail!!
	Book

	
Holt, D. (1997) Management principles and practices, Sydney: Prentice-Hall

Neville, C. (2010) The Complete Guide to Referencing and Avoiding Plagiarism, Maidenhead: Open University Press


	Book with two or more authors

	
Abigail, R. and Cahn, D. (2011) Managing conflict through communication, Boston: Allyn & Bacon
McCarthey, E., William, D. and Pascale, George (1997) Basic marketing, Sydney: Irwin


	Book in the second or subsequent edition

	
Burns, T. and Sinfield, S. (2012) Essential Study Skills. The Complete Guide to Success at University, 3rd edition, London: Sage Publications

Drafke, M.  (2009) 10th edition, The human side of organizations, New York: Pearson 




Book
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Book with two or more authors
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
Book in the second or subsequent edition ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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