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What is a citation?

A citation is contained within your work to acknowledge that you have 

referred to a source within your own work

What is a reference?

It is recognition that you have used the other person’s work and is 

put at the end of your work



Why use a referencing system?

Academic reasons

To show the range of sources you have used in your assignment, and that they 

are relevant and trustworthy

To provide published evidence to support your own ideas/argument/point of 

view or give examples, making your work more credible

Avoiding plagiarism - using other people’s work and ideas as your own without 

acknowledgement

Part of the marking scheme.



Why use a Referencing system?

Practical reasons

To help a reader to trace the sources you have used

To help you to retrace sources used in the past

To help markers to examine the validity of sources they may not be 

familiar with



When should you cite and reference?

ALWAYS!



When do we cite?

WE CITE WHEN WE WRITE

Every time you write something you should be citing a source

This can include

• Paraphrasing

• Summarising 

• Direct referencing



How to provide a citation

Your citation will usually come at the beginning of a sentence or 

follow the information provided at the end of a sentence. - This is so 

the reader can tell which source of information you have taken from

There are many ways to provide a citation. - This depends upon how 

many words / lines you are going to take from the information.  It 

also depends on how you want to write the information.



How to provide a citation

When providing a citation we 2 things should be included

1. Author’s surname

2. Year of publication

When providing a citation for a direct quote 3 things should be 

included

1. Author’s surname

2. Year of publication

3. Page number (if applicable)



Example Citation



How do we cite this book?

Cottrell (2019) will argue that using a pencil to write your first draft assists 

when writing first drafts of work.  

Writing first drafts in pencil can assist (Cottrell, 2019)



What if we are using a direct quote?

Cottrell (2019, p. 278) advises that to overcome writer’s block a student should 

“write in pencil or type in colour”



Using longer quotations 

If you are using a quotation of more than 30 words or 2 lines you should :

Enter it as a separate paragraph

Indent the paragraph

No quotation marks

Cite below

e.g.  

Brainstorm a series of possible headings. For each, jot down a few

potential ideas to follow up. Rearrange on the screen in the best

order, editing or adding further points. Alternatively, jot ideas down

fast onto sticky notes and rearrange these on a large board or piece of

paper under headings. Rewrite the bullet points as continuous text.

(Cottrell,2019, p. 278)



More than one author

2 authors – (Giddens and Sutton, 2013)

Giddens and Sutton (2013)

3 or more authors - (Alcock, Haux, May and Wright, 2016)

Alcock, Haux, May and Wright (2016)

After the first time you can put

(Alcock et al., 2016)

Alcock et al. (2016)



Multiple works by the same author

(National Health Service, 2019a)

(National Health Service 2019b)

Or

Department of Health (2020a)

Department of Health (2020b)



Let’s practice citations

(Wallace, 2016)



Let’s practice citations



Let’s practice citations



Let’s practice citations



How to Reference

There are various styles of referencing

We use the Harvard Referencing System – this is on 

the Moodle page



Harvard Style Referencing

• A reference list is placed at the end of the piece of work 

undertaken

• We should list all sources that have been cited within the 

assignment

• These should be listed in alphabetical order



References –v- Bibliography

 Reference list – a single alphabetical list by author, of 
everything you have ‘made reference to’ in your 
assignment. (Requirement for all University assignments)

 Bibliography – a list of sources you have read, found 
interesting but not specifically mentioned in your 
assignment.(Not required, but may occasionally be asked 
for)



• Books

• Journal Articles/magazines

• Web Sources

• Chapters within books

They are all referenced in slightly different ways….

It’s important to know the differences.

Referencing Sources 



Referencing a book

Name(s) of the Authors 

(Year published) 

Full title

Edition (if applicable)

Where it was published (Town or City)

Publisher



Author(s) - Cottrell, S  

Year of Publication – 2019

Title – The Study Skills Handbook

Edition (if not the first) – 5th edn

Place of publication - London

Publisher – Red Globe Press

Referencing a book



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

Referencing a book

Author(s) Year of Publication Title Edition Place of publication Publisher

Comma Full stop Brackets Italics Full stop Colon

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



More than one author

Author(s) Year of Publication Title Edition Place of publication Publisher

Comma Full stop Brackets Italics Full stop Colon

Cottrell, S. and Jones, S. (2019) The study Skills Handbook. 5th edn. London: Red Globe Press.

Same principle just add the extra authors



Chapter in an edited book

Author(s) of Chapter -.

Year of Publication of book (in brackets) -

Title of Chapter within the book in inverted commas

Editors – name then (ed) or (Eds)

Title of book (in italics) –

Edition (if not the first) –

Place of publication –

Publisher -



Referencing a Journal Article

Author

Year of publication (in brackets)

Title of article in single quotation marks ‘’

Journal title in italics

Volume (if present)

Part/issue number (if present)

Page number(s)

If it has been obtained online – Available at: URL (Accessed: date)



Referencing a web site

Author/editor/organisation

Year written or updated (in brackets)

Title of page accessed - in italics

Available at: URL - web page address

Date you accessed it (in brackets)



How to layout your reference list

• Use the same size font

• Must be in alphabetical order

• Check against your citations which are in the 

main body of your work

• Heading : References



Tips to keep you on track

• Print out the Harvard referencing guide

• Create your reference list as you go along, you can always delete ones you haven’t 

used later

• Check your referencing for any errors

• Check your references correspond with your citations and ensure you have 

referenced all citations



Let’s 

practice!



Useful verbs and phrases for use in your 

work

Cottrell (2019) argues/believes/suggests/indicates/points 

out/observes/explains/outlines/contradicts/contends/points 

out/advises/recommends/proposes….

According to Cottrell (2019)….

Cottrell (2019 p. 278) will state that “…”  (only stating if you 

are using a direct quote
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