Citation Help Sheet 
In-Text Citations
 Every citation should include:
· Author surname(s)
· Year of publication
 Author and year should be separated by a comma.
Examples:
· (Adams, 2021)
· Adams (2021) argues that...

Number of Authors
	Number of Authors
	What to Check

	One author
	Include surname and year

	Two authors
	Use and between surnames

	Three authors
	List all authors

	Four or more authors
	Use et al. after the first author



Organisation as Author
If no individual author is provided, use the organisation's name.
Example:
(Chartered Institute of Management, 2022)

Common Errors to Look For
🔍 Missing year
🔍 Missing comma between author and year
🔍 Incorrect use of et al.
🔍 Missing brackets
🔍 Spelling mistakes in author names
🔍 Using first names instead of surnames
🔍 Inconsistent formatting
🔍 Organisation names written incorrectly
Assessment Tip
When checking a citation, ask yourself:
1. Is the author's name correct?
2. Is the year included?
3. Are the brackets used correctly?
4. Is et al. used appropriately?
5. Does the citation follow a consistent format?







Referencing Help Sheet
Book Reference (1 Author)
Cottrell, S. (2019) The Study Skills Handbook. 5th edition. Red Globe Press.

Book Reference (2 Authors) 
Becker, H. and Bryman, A. (2012) Understanding Research for Social Policy and Practice. Policy Press.

Journal Article ( 3 Authors) 
Smith, J., Jones, P. and Williams, R. (2021) 'The impact of digital learning on student engagement', Journal of Higher Education Studies, 15(2), pp. 45-60. Available at: http:/doi15657 

Report (4 Authors)

Brown, T., Green, S., White, A. and Black, D. (2023) Digital Skills for the Future Workforce. Learning and Work Institute.

Website: Organisation Author 
World Health Organization (2024) Mental health. Available at: https://www.who.int/health-topics/mental-health (Accessed: 1 October 2026).





