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What this session will cover

Why referencing is important.

When you need to reference.

How to construct references.



Background

You should already have a basic understanding of referencing and its 
importance if you have completed the following Library Infoskills Units:

• Academic Integrity & Plagiarism

• Referencing: The Basics

It is strongly advised you complete both these units if you have not done so 
already. These will help you develop the academic skills required in 
identifying sources and referencing correctly.

https://moodle.uwtsd.ac.uk/course/view.php?id=11455
https://moodle.uwtsd.ac.uk/mod/page/view.php?id=515758
https://moodle.uwtsd.ac.uk/mod/page/view.php?id=515794


Why we use referencing …

And lend 

credibility to 

our arguments

Which ideas 
belong to others 
by attribution

The 
intellectual 
work of others

Plagiarism Breadth 
of reading



When do you need to reference?

Reference every time you quote, paraphrase or summarise somebody else’s ideas in 
your work.

This includes images or data – for example photographs, illustrations, diagrams, 
graphs and tables.

The exception is for ‘Common Knowledge’ which includes:

“Facts, dates, events and information widely known by the general public or 
someone studying or working in a particular subject field”. 

(Pears and Shields, 2016)



What can you reference?

As well as books and journal articles you can reference anything that 
informs your work, these can include:

Images, exhibitions, photographs

Dance performances, theatre shows

Video games, computer programs, mobile apps

Lectures, personal communications, emails, conversations… etc.

Check ‘Cite them right’ or the UWTSD Referencing Guide for more 
guidance.

https://librarysearch.uwtsd.ac.uk/discovery/fulldisplay?docid=alma99100436002502421&context=L&vid=44WHELF_UWTSD:44WHELF_UWTSD_VU1&lang=en&search_scope=Search_ELEC&adaptor=Local%20Search%20Engine&tab=Everything&query=any,contains,cite%20them%20right&offset=0
https://uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/library-and-learning-resources/infoskills/Harvard-eng_v.1.2.pdf


Harvard referencing

There are 2 parts to Harvard referencing:

1. The in-text citation:  (A brief acknowledgement of your source in the 
body of your work.)

2. The reference list: (Provide your reader with the full reference details at 
the end of your work.) 



This work is licensed and adapted under a Creative Commons Attribution 4.0 International License. Attribution: Leeds Beckett University Library.

1. In-text citation 

2. Full reference list

http://creativecommons.org/licenses/by/4.0/
https://libguides.leedsbeckett.ac.uk/home


Referencing analogy

Consider a project manager, tasked with 
launching a new product for their 
company.

They would need to find experts with 
unique skills and knowledge to 
successfully take a product to market. 

As a student, you are expected to locate 
relevant, academic, key sources 
(journals, books, websites, etc.) on your 
topic to successfully complete your 
assignments.



Finding specialists (sources)

Project

Sourcing experts at each key stage is 
crucial to bring specialist knowledge 
and expertise to a project. 

Assignment

Similarly, sourcing relevant, specific 
articles, chapters, data, etc. for your 
assignment enables you to 
include specialist knowledge and 
expertise in your assignment. 



Team meetings (citations)

Project

During team meetings, a project 
manager will acknowledge each 
expert’s contribution to the overall 
project.  

Assignment

In your essay, you will be expected to 
cite your sources to acknowledge the 
ideas, words, theories, data etc., of 
the authors whose work you have 
read.



Project

The final project report includes a 
section where all team members and 
their contributions are listed.

Assignment

Your reference list is where you 
provide  the full details of all the 
sources you have cited in your essay.

 

Project report (final paper)



Note...

You cannot try and find references after you 
have written your essay, in the same way a 
project manager would not bring in experts 
after the product launch.

1. Find sources.

2. Read.

3. Make notes.

4. Record sources.

5. Write your essay.



Referencing process

Search for and explore research, theories 
and ideas from different sources.

• Make notes as you read.
• Link perspectives.
• Critically analyse viewpoints.
• Write in your own words.
• Accurately record your sources.

Produce original written work with ideas 
built on correctly referenced sources.



Writing your references

Harvard uses the author - date format in the in-text citation.

1. The in-text citation:  (A brief acknowledgement of your source in the 
body of your work.)

2. The reference list: (Providing your reader with the full reference details 
at the end of your work.) 



Integrating sources into your work

• Used to let you reader know when you have used the ideas, theories, words or data of 
someone else. 

• Allows you to acknowledge and discuss their work in your text, by quoting, paraphrasing, or 
summarizing.

• Forms part of your word count therefore, is brief. 

• It contains the following information only:

• Author / editor’s surname.

• Year of publication.

• Page numbers (if quoting or referring to a specific part or idea).

In-text citation...



Example

A recent study (Hughes, 2023) 
suggests students struggle to correctly 
reference their work. To ensure they 
do not accidently plagiarise, 'students 
should record their sources as they use 
them' (Williams, 2024, p. 17).



Quoting v paraphrasing

• Quoting: copying someone else’s words exactly as 
they appear in the original text.

• Paraphrasing:  using someone else’s words or ideas 
and writing in your own words. 

• Summarising:  writing a brief overview of someone 
else's idea in your own words. Example: writing the 
findings of a research article in a journal in a few 
sentences.



Parenthetical and narrative citations

Effective communication is crucial for team success.

Lack of a citation indicates to your reader that it is your idea or opinion.



Parenthetical citation

The whole in-text citation (Surname, year) is placed in brackets.

According to research (Smith, 2020), effective communication is crucial 
for team success.

Effective communication is crucial for team success (Smith, 2020).



Parenthetical citation

• The sentence is focusing on the idea, rather than who wrote it.

• Easy to integrate into your writing and synthesise from multiple sources using a semi-colon.

     

Recent research (Smith, 2020; Thomas, 2022; Williams, 2023) 
demonstrates that motivation of employees is significantly influenced by 
leadership behaviour.

Leadership behaviour is a significant influence on employee motivation 
(Smith, 2020; Thomas, 2022; Williams, 2023).



Narrative citation

• Focus is on the author’s view or opinion.

• Difficult to synthesise multiple opinions and sources.

• Overuse can disrupt flow of your writing.

The author is referred to by surname in the text. Only the (year) is placed in brackets

Lack of quotation marks show your reader you have paraphrased the ideas of the author cited in the sentence.

According to Smith (2020), effective communication is 
crucial for team success.



Quoting

Quoting is acceptable (if referenced correctly) but does not show your understanding of 
what you have read. 

Wherever possible, you should paraphrase. Whichever you do, you must give appropriate 
acknowledgement. 

If using a short quote (less than 30 words), ensure you:

• Use ‘quotation marks’.

• Show page number, (location, or paragraph number, if not possible). 

For longer quotations, please refer to the referencing handbook. 



Example:

When writing assignments, the aim should always be to reference 
reliable sources of information (Pears and Shields, 2016).

According to Pears and Shields (2016) when writing assignments, 
the aim should always be to reference reliable sources of 
information. 

Lack of quotation marks and page numbers indicate to your reader you have paraphrased, not quoted  the ideas of the 
author cited in the sentence.

Parenthetical citation.

Narrative citation.



Examples: direct (short) quote

When writing assignments, the “aim should always be to reference 
reliable sources of information” (Pears and Shields, 2016, p. 2).

According to Pears and Shields (2016, p. 2) when writing 
assignments, the “aim should always be to reference reliable 
sources of information”.

Use of quotation marks and page numbers show your reader, you have used the exact words of the author cited in the 
sentence. 

Parenthetical quotation.

Narrative quotation.



Spot the in-text citations

Khan, N.U., Zhongyi, P., Han, H., and Ariza-Montes, A. (2023) ‘Linking public leadership and public project success: the mediating role of team bui lding’, Humanities & social sciences communications, 10(1), pp. 
286–10. Available at: https://doi.org/10.1057/s41599-023-01791-y.



Spot the citations – 8 altogether

Khan, N.U., Zhongyi, P., Han, H., and Ariza-Montes, A. (2023) ‘Linking public leadership and public project success: the mediating role of team building’, Humanities & social sciences communications , 10(1), pp. 286–
10. Available at: https://doi.org/10.1057/s41599-023-01791-y.

• If referring to different articles 
by the same author, in the same 
year, you can use a,b,c, etc. In 
your in-text citation to show 
your reader which one you are 
referring to.

• If your source has 4 or more 
authors listed, you can use et.al. 
in the in-text citation only. 



Which citations are correct?

1. (Laura Smith, 2020)

2. Smith, L. (2020, p.21)

3. Laura Smith (2020)

4. (Smith, 2020)

5. Smith (2020)

6. (Smith, L. 2020)

7. (How to write an essay by Smith, 2020)

8. (Smith, 2020, p.19).



Which citations are correct?

1. (Laura Smith, 2020)

2. Smith, L. (2020, p.21)

3. Laura Smith (2020)

4. (Smith, 2020)

5. Smith (2020)

6. (Smith, L. 2020)

7. (How to write an essay by Smith, 2020)

8. (Smith, 2020, p.19).

We do not use first names in the in-text citation.

We do not include initials.

We do not use first names in the in-text citation.

We do not include initials.

This is an example of a parenthetical citation.

This is an example of a narrative citation.

We do not include titles, unless no author.

This is an example of a parenthetical citation.



This work is licensed and adapted under a Creative Commons Attribution 4.0 International License. Attribution: Leeds Beckett University Library.

1. In-text citation 

2. Full reference list

http://creativecommons.org/licenses/by/4.0/
https://libguides.leedsbeckett.ac.uk/home


Cover, R., Hall, A. and Thompson, J. (2022) ‘Remedying 
disinformation and fake news? The cultural frameworks of fake 
news crisis responses and solution-seeking’, International 
Journal of Cultural Studies, 26(2), pp.216-233.  Available at: 
doi.org/10.1177/13678779221136881

Article Link

Tip:

Explore articles in journals 
to see how they have cited 
their reading.

https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/igoone/cdi_proquest_journals_2778210861


Useful resources

• How to use your reading in your essays.

• Cite Them Right: Setting out citations.

• Harvard Referencing: The Mechanics (infoskills).

https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/1pbrh66/alma99100241658802421
https://www-citethemrightonline-com.ezproxy.uwtsd.ac.uk/article?docid=b-9781350928060&tocid=b-9781350928060-setting-out-citations
https://moodle.uwtsd.ac.uk/mod/page/view.php?id=475604


The reference list…

• Is listed alphabetically (by surname of author).

• Is formatted according to the type of source you have cited. E.g. a journal, book, report, 
website, etc.

• Provides full bibliographic details of the sources referred to in your text.

• Is comprehensive enough to enable your reader to locate the information and contains 
the following:

• Who?    
• When?   
• What?  
• Where?



Referencing a book

• Who? - Author.​

• When? - (Date published).​

• What? - Title & edition.

• Where? - Place and publisher.



Copyright page...

Title

Edition

Author
 

Publisher

Date

Place of 
publication



Reference List: book

Cottrell, S. The study skills handbook. 6th edn.

London: Bloomsbury Academic.

(2024)

In-text citation: (Cottrell, 2024)

WHO? Author's 
surname and initial.

WHEN? Date in 
round brackets.

WHERE? Place of 
publication: 
Publisher

WHAT? Title of book 
(in italics)  and 
edition.



Edited book: chapter

UWTSD Harvard Referencing Guide

Neyround, P. (2019) 'Ethical leadership in 
policing: towards a new evidence-based, 
ethical professionalism?', in P. Ramshaw, M. 
Simpson and M. Silverstri (eds) Police 
leadership: changing landscapes. Basingstoke: 
Palgrave Macmillan, pp. 3-22.

(Neyround, 2019, p.16.)



Referencing a journal article

• Who? - Author(s) of article.

• When? - (Date published).​

• What? - 'Title of article'.

• Where? - Journal Title, issue information, 
doi /url.



Finding the information

Journal 
Title

Author

Issue information

Date

‘Article title’

Doi



Reference list: journal article

In-text citation: (Thompson, 2017)

Thompson, P.

Active Learning in Higher Education,

(2017) 'Communication technology use and study skills',

18(3), pp. 257-270.

https//doi.org/10.1177/1469787417715204

Available at: 

WHERE? 
• Journal Title in italics.
• Volume, Issue and page range.
• Doi or url (Accessed: date)

WHO? Author's 
surname and initial. WHEN? Date published 

in round brackets.

WHAT? Title of article 
in single quotations.



Referencing a webpage

The Conversation

TIP: Explore: Referencing: The Basics in Moodle to help identify different online resources.

Title of 
webpage

Publication date
Author

https://theconversation.com/student-loans-would-a-graduate-tax-be-a-better-option-179253
https://moodle.uwtsd.ac.uk/mod/page/view.php?id=515794


Web page

WHAT? Title of 
webpage in italics

In-text citation: (Holford, 2022)
WHERE? Url and accessed date.

Holford, A. (2022) Available at:Student loans: would a graduate tax be a better option?

https://theconversation.com/student-loans-would-a-graduate-tax-be-a-better-option-179253

(Accessed: 26 May 2022).

WHEN? Date of 
publication

WHO? Author's surname 
or corporate author.



Alphabetical reference list example

Cottrell, S. (2019) The study skills handbook. 5th edn. London: Red Globe Press

Holford, A. (2022) Student loans: would a graduate tax be a better option? Available 
at: https://theconversation.com/student-loans-would-a-graduate-tax-be-a-better-
option-179253 (Accessed: 26 May 2022).

Neyround, P. (2019) 'Ethical leadership in policing: towards a new evidence-based, 
ethical professionalism?', in P. Ramshaw, M. Simpson and M. Silverstri (eds) Police 
leadership: changing landscapes. Basingstoke: Palgrave Macmillan, pp. 3-22.

Thompson, P. (2017) 'Communication technology use and study skills', Active 
Learning in Higher Education, 18(3), pp. 257-270.  Available at: doi: 
10.1177/1469787417715204

N.B. Alphabetical Order

Book

Journal 
article

Website

Chapter in 
an edited 
book



Secondary referencing

What is it?
▪ You may want to use a quotation or an 

idea from a source referenced in a 
work you have read

▪ You haven’t read the original, but have 
discovered it through a secondary 
source

▪ This is known as ‘secondary 
referencing’

How do I do it?
▪ In-text citation: Bloggs (2004), cited in 

Smith (2007), loves chocolate.

▪ Full reference: Smith, J. (2007). 
Musings from Chocolate Lovers. 
Bicester: JFJ Press.



How to cite...

No date available:

Consider if you really want to include this in your work. If you decide to use 
it, include (no date)

No author:

Use corporate author e.g. BBC, NHS, CIPD or title (e.g. Health of the 
nation, 2011)

Multiple publications, same author in different years:

List chronologically



Same author, same year

To cite multiple works by the same author in the same year, use lower-case letters after the 
publication date in your in-text citations. This applies to any type of source including books, journal 
articles, tweets etc.

In-text-citation examples:

Research has previously focused on whether high-density housing, in city centres, is one solution to mitigate against 
homelessness (Wilmot, 2020a). However, further intense research, concluded that high-density, city centre housing is 
not the answer (Wilmot, 2020b).

Reference list:
Wilmot M. (2020a) Inclusion: when will we have a home for life? Dublin: Pearson.
Wilmot M. (2020b) Solutions and barriers to homelessness. Dublin: Pearson.

Adapted from: https://libguides.ucd.ie/harvardstyle/sameauthosameyear

http://ahttps/libguides.ucd.ie/harvardstyle/sameauthosameyear


Useful resources

Citation tool in the item 
record on the library 
catalogue.

Link to Catalogue record

https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/1pbrh66/alma99100633602802421


Useful resources

Export function (in 
favourites) in your 
online resource 
list.

https://whelf-uwtsd.leganto.exlibrisgroup.com/SAML
https://whelf-uwtsd.leganto.exlibrisgroup.com/SAML


Useful resources

'You try' option in the Cite Them Right Database.

https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/11c0l68/alma99100436002502421


Citation manager tools

• Many citation tools available, but they are not 100% accurate all of the time.

 

Some you may wish to explore: 

• MyBib. 

• ZoteroBib.

• RefWorks (Supported by UWTSD).

• Mendeley.

TIP:
Explore Library Infoskills:
Referencing: Managing Information 
to find out more. 

https://www.mybib.com/
https://zbib.org/
https://www.zotero.org/
https://refworks.proquest.com/signup/email/
https://www.mendeley.com/
https://moodle.uwtsd.ac.uk/mod/page/view.php?id=515793


Useful resource links

• Library Infoskills

• Cite Them Right Database

•  UWTSD’s Harvard  Referencing Handbook.

• TurnitIn: Evaluating Sources Playlist

https://moodle.uwtsd.ac.uk/course/view.php?id=11455
https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/11c0l68/alma99100436002502421
https://www.uwtsd.ac.uk/media/3315/download?attachment
https://www.youtube.com/playlist?list=PL8VCrbt1ecOQowwz2oxP4SmV0q3gWXw04


Contact

Source: Pixabay: image by Geralt

Emily Wild: emily.wild @uwtsd.ac.uk

Library:    library@uwtsd.ac.uk

Infoskills: infoskills@uwtsd.ac.uk

Image%20by%20%3ca%20href=%22https:/pixabay.com/users/geralt-9301/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=1699948%22%3eGerd%20Altmann%3c/a%3e%20from%20%3ca%20href=%22https://pixabay.com//?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=1699948%22%3ePixabay%3c/a%3e
mailto:l.ellis@uwtsd.ac.uk
mailto:library@uwtsd.ac.uk
mailto:infoskills@uwtsd.ac.uk
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