ANSWER KEY
ACTIVITY 1
Plagiarism means that you have used somebody else’s work without acknowledging that it was their work.
Plagiarism is a serious offence in academic and professional contexts.
You can avoid plagiarism by indicating that you have used information that is not your own and providing details about the source.
The reader must be provided with enough information to being able to find the original source. 
Citations are references included within your work.
Citations are presented in brackets.
The three basic elements of a citation are the surname of the author, year of publication, page number.
Citations do not include page number if the information used in your work comes from the source as a whole and not from a specific page.

ACTIVITY 2
Owen explains that the role of the coach is not “to make all the tackles and score all the goals for the team” (2006, p96).



It has been pointed out that it is not the role of the coach to make everything for the team members (Owen, 2006, p96).



According to Owen, the excuses many managers use to explain why they do not delegate show that they do not trust their team (2006, p99).




All the excuses given by managers to explain why they do not delegate in their team members “come down to lack of trust in the team and an inflated sense of the manager’s unique skill” (Owen, 2006, p99).




*Please note that bold is only used in the answer key to highlight the citations, but you should not use bold font for the citations in your text.

· Why is the author’s surname not included in two of the citations above?
Because the surname, Owen, is already mentioned in the sentence.
· Two of citations above come after quotations, could we then remove the citations from the text? No, regardless of whether we are quoting, paraphrasing or summarising, we need to include a citation.

ACTIVITY 3
· Two of the following citations are not correct. Which ones are they and why are they not correct?
The first and second citations are incorrect: the first one because it includes the authors’ initials (not necessary) and the second because it includes only the first author’s surname (surnames of the two authors are necessary).

ACTIVITY 4
· What does et al. indicate in the citation below?
It indicates that apart from Kernis there are at least three other authors for this source. We use et al. when there are more than three authors.

ACTIVITY 5

In fact, the bank shares have plunged so dramatically that the overall European bank index has come “close to the lows it plumbed in the summer of 2012” (The Economist, 2016, online).



· Why do we use “online” instead of page numbers in the citation above?
Because page numbers were not available in the source (online newspaper).

ACTIVITY 6
· Which of these two citations is correct? Explain why.
The first citation is the correct one because it includes the site’s name. Remember that you should not include website addresses in citations.

ACTIVITY 7
Rolls-Royce shareholders have not received good news this week, after the company “cut its dividend payment for the first time in almost 25 years” (Kollewe, 2016, online).





*Remember that if the author’s name is available, that takes priority over the website’s name. That is why in this case we include Kollewe in the citation and not The Guardian.

ACTIVITY 8
Maersk is very present in the Asian continent supporting wealth “through long-term investments and the transfer of critical knowledge to local workforces (Maersk, nd., online).





ACTIVITY 9
LEGO is still in the hands of the family which founded the company in 1932. Nowadays LEGO is owned by Kjeld Kirk Kristiansen, a grandchild of its founder, Ole Kirk Kristiansen (Froberg, 2012, online).






ACTIVITY 10
Cross-cultural training can be defined as the “broad field of interest in international trading and, in more recent times, the global economy and globalization” (Byram and Masuhara, 2013, p144).




*Remember that in the case of using one chapter from an edited book, you need to include the surname(s) of the chapter’s author(s) in the citation, not the surname of the editor of the book.

ACTIVITY 11
· Explain why the following citation is incorrect.
It is incorrect because the information comes from Tony Buzan and therefore it is his surname that should be included in the citation.
Tony Buzan points out the importance of active revision if we do not want to forget 98% of what we have learned (Buzan, 1989 cited in Burns and Sinfield, 2012, p385).









*To find out the date of Buzan’s work you would need to consult the Bibliography at the end of Burns and Sinfield’s book.
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