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TECHNOLOGY COLLEGE SARAWAK

Good referencing makes it easy for the reader to see where the ideas behind your 
writing have come from. Referring to the work of established experts in your subject 
area gives your writing authority and demonstrates to tutors that you have 
researched the topic properly. They should get enough information from your 
references to allow them to check any of the sources themselves, if they need to. 
Most importantly, good referencing should protect you from any
possibility of committing plagiarism.

These references may be from work presented in journal or newspaper articles, 
government reports, books or specific chapters of books, research dissertations or 
theses, material over the internet etc. References should be cited twice in your 
assignment:

 In-Text Citations: At the point at which the source is referred to in your text. 
Use the name of the author, followed by the year of publication when citing 
references within the text of an assignment. 

 Reference List: In an alphabetical reference list (or bibliography) at the end of 
your assignment. The reference list is arranged alphabetically by author. Where 
an item has no author, it is cited by its title, and ordered in the reference list or 
bibliography alphabetically by the first significant word of the title.

Collecting all the details: Accurate referencing
In order to have an accurate record of what you have researched and therefore an 
accurate reference, it is important that you write down the details of your sources as
you study.  

For books, record:
1. The author’s or editor’s name (or names)
2. The year the book was published
3. The title of the book
4. If it is an edition other than the first
5. The city the book was published in
6. The name of the publisher
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For journal articles, record: 
1. The author’s name or names
2. The year in which the journal was published
3. The title of the article
4. The title of the journal 
5. The page number/s of the article in the journal
6. As much other information as you can find about the journal, for example the 

volume and issue numbers

For electronic resources, try to collect the information as above if it is available, 
but also record:

1. The date you accessed the source
2. The electronic address or email
3. The type of electronic resource (email, discussion forum, WWW page, etc)

The first part of good citation is what you put in the text of your assignment each 
time you use someone else’s work.

When you use other people’s work you might be:
1. Paraphrasing – rephrasing the original ideas or opinions in your own words.
2. Summarising – writing a short description of the ideas or opinions in your 

own words but giving your own interpretation of what the source says, rather 
than a simple rephrasing.

3. Referring to a source – mentioning the work without giving much information 
about the content.

4. Quoting – using the actual words from the source enclosed in quotation 
marks. 

5. Using statistics or data from a source, such as financial information or market
research.

1.1 BOOKS

Single author

Inserting the author’s name and date of publication
In most cases where you are paraphrasing, summarising or referring to a source, 
simply insert the author’s name and the date of publication in brackets after you 
summarise, paraphrase or mention the information you have taken from the source.
Workers in teams tend to adopt particular roles (Belbin 1996).
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Where the author’s name appears naturally in your work
In many cases, you can simply insert the author’s name, followed by the date of 
publication in brackets, into your text.
Role theory applied to the behaviour of individuals in teams was first elaborated on 
by Belbin (1996) who suggested that…
Paraphrasing or summarising from a specific page or pages
If giving specific information from an identifiable page or pages within a lengthy 
source such as a book or report, you may consider it appropriate to give the page 
number(s) as well as the date, enclosed in brackets, in your citation.
Maxwell (2008, p.213) gives three possible reasons for high levels of personal debt.
These are…

Author is a company or organization (corporate author)
An organisation such as a company, university or government department can be 
the author of a publication. Often, the same organisation will also be the publisher. 
Just cite them in your text as you would a person.
Some further research in this area conducted by the Stroke Care Association (2007)
seemed to show that many patients regard their interactions with nursing staff as…

Two or three authors
Give the names of the authors, separated by commas and an ampersand ‘&’ or the 
word ‘and’. Follow with the date in brackets or add the authors and date at the end 
of your summary, in brackets. 
Shields, Ford and Taylor (2004) discuss the various uses of the apostrophe.
or
This manual attempted a definitive ruling on the uses of the apostrophe (Shields, 
Ford and Taylor, 2004).

Four or more authors
In the case of four or more authors, use the first author (from the title page) followed
by either the words ‘and others’, or ‘et al.’ (this is an abbreviation of the Latin term 
for ‘and others’). Whichever form of words you choose, make sure you use the 
same for all multiple author citations in the same piece of writing. 
Johnson and others (2008) highlighted some potential problems with user 
generated content.

or
Johnson et al. (2008) highlighted some potential problems with user generated 
content.

More than one author at the same point in the text
When more than one author’s name is given at the same point in your text, they 
should be listed in order of publication date (earliest first).
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Smith (1998), Brown (2001) and Jones (2004) all believed that…

Or, use semicolons to separate the authors:
Several independent pieces of research have been undertaken (Smith 1998; Brown 
2001; Jones 2004) indicating that…

No author
If the source is anonymous (has no personal or corporate author) use the title 
instead.
It has been stated that this disease occurs most frequently in women of child 
bearing age (Women’s health issues, 2006).

Multiple works by same author
Arrange citations in chronological order:
University research (Brown 1982, 1988) has indicated that …

More than one author with the same surname and the same year
Author’s initials should only be used when two or more authors being cited in the 
same assignment have the same surname and have published in the same year, in 
which case they should be identified by initials in order to avoid confusion.
“…this demonstrates that my theory of motivation is sound.” (Robinson, J., 1998, 
p.23). This was challenged later the same year (Robinson, M., 1998).

Multiple works published in the same year by the same author
Use lower case letters after the date if referring to more than one item published in 
the same year by the same author. Use a/b etc. to differentiate between works in 
same year.
Morgan (2001a) gives a useful description of this process as…
[followed later in the same assignment by]
Morgan (2001b) points out the paradox inherent in trying to achieve this; she 
acknowledges that…

Direct quotations
If you are directly quoting the author’s own words in your writing you should enclose
these in quotation marks and give the author, date and page number(s) 
that the quotation was taken from, in brackets.

If other details of parts of the document are required, for example, section numbers 
track or title numbers of sound recordings, these should appear after the date within
the brackets.

The standard abbreviations are:
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page (p.), pages (pp.), section (s.) and sections (ss.).
“There is grandeur in this view of life, with its several powers, having been originally 
breathed into a few forms or into one; and that, whilst this planet has gone cycling 
on according to the fixed law of gravity, from so simple a beginning endless forms 
most beautiful and most wonderful have been, and are being, evolved” (Darwin 
1859, p.490).

Missing out part of the original quotation (use of ellipsis)
If you want to use selected parts of the original quotation, then use ellipsis. This 
means a series of dots (usually three) to denote that some words are missing. 
These should also be used if you are opening a quotation part way through a 
sentence.
“There is grandeur in this view of life… from so simple a beginning endless forms 
most beautiful and most wonderful have been, and are being, evolved” (Darwin 
1859, p.490).

Article or chapter in a book
Edited books contain collections of chapters which are written by different authors 
and collated by an editor or editors. Cite author(s) of the chapter: 
It has even been argued (Harrison 1989) that …

Secondary Sources (source cited within another source)
You might want to cite a piece of work mentioned or quoted within another author’s 
work. This is known as a secondary reference as you have not actually seen the 
original source yourself.

In the text of your essay or assignment, cite both the original source and the 
secondary source, where you actually read about it, using the words ‘quoted in’ or 
‘cited in’ depending on whether the source gives a direct quotation from, or a 
summary of, the original.
Smith (2001, cited in Jones 2004, p.63) gives an excellent précis of different 
research philosophies. “Whichever philosophical position taken…”

No date on the publication
If you do not know the date of publication, use ‘n.d.’ (which stands for ‘not dated’) in 
place of the year after the author’s name in your text.
All twenty five claims were found to be fraudulent (James, n.d.).

1.2 PRINT JOURNAL

If the page number is required, as it is for summarising, paraphrasing and direct 
quoting:
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Bengtsson (1993, p.206) argues that …
If you are citing the main idea of the article only:
(Bengtsson 1993)

1.3 ELECTRONIC JOURNAL
Full text from an electronic database
In their article Skargren and Oberg (1998) argue that …

Full text from an electronic database – no author
Use the title of the publication
The internet has had a huge impact on the Australian economy (Internet economics 
and policy 2002, p.350)

1.4 NEWSPAPERS
Article – with author
 (Judd 1997, p.4)

Article – no author
Where no author is given the name of the paper can be used.
… in The Times (22 January 2001, p.16) it was stated that …

1.5 INTERNET SOURCE/WEBSITE/WORLD WIDE WEB (  WWW  )
Document on WWW
In his article, Young outlines the position taken by one such body (Young 2001, 
online).

Document on WWW – no article title and no author 
Use the name of the company or organisation and year, followed by online:
(Curtin University of Technology 2004, online)

Document on WWW – organisation named but no individual author(s) named 
and no date
Use the name of the company or organisation and n.d., followed by online:
(Edinburgh University n.d., online)

1.6 CD-ROM –  NO AUTHOR
 (Millies Maths House 1992)

1.7 FILMS OR VIDEO
Include the full title and year of release:

(Macbeth 1984)
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1.8 PERSONAL COMMUNICATIONS
Give initials as well as the surname of the communicator, and provide some 
information about the context (personal communication, lecture, interview, tutorial 
etc.) and as exact a date as possible.
More and more buildings are now recycling energy according to R. Jann (personal 
communication, 22 March 2006).

1.9 PERSONAL EMAIL MESSAGES
It was confirmed that an outbreak occurred in London (Savieri 1999).

There are three possibilities for listing references:
1. A list of references giving full details of all the items you have cited in the 

text of your essay or assignment. Only sources which match citations in the 
text will be included. (Some tutors refer to this as a ‘bibliography’).

2. A  bibliography giving full details of all items cited in your text plus any other
relevant items which you have consulted for background.

3. Two separate listings: a list of references which gives full details of all items 
cited in your text, plus a separate bibliography of background reading.

List of references or bibliography is organised alphabetically by author, whether a 
person or organisation, or by title where there is no author. It is evidence of all the 
sources you have used in your research. The author and date from each reference 
in your bibliography have already appeared in the text of your essay or assignment. 
A reader can move easily between the citations in the text and your list in order to 
check the relevant details.

Take your information from the title page of a book, rather than the cover; these are 
sometimes slightly different. Include the following information in this order:

1. Author(s), editor(s) or the organisation responsible for writing the book. In 
order to maintain consistency, use only the initial letters of the writer’s first 
name; even if you have more information. For example, Mohr, L. or Bowlby, 
J.

2. ‘ed.’ and ‘eds.’ are suitable abbreviations for editor and editors; for example, 
Spence, B. ed.

3. Year of publication – in brackets
4. Title and subtitle (if any) – underlined, or bold, or in italics and followed by a 

full stop. Whichever you choose, you must be consistent for all the 
references in your bibliography. Bold type is now most prevalent.
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5. Series and individual volume number (if any) – followed by a full stop
6. Edition if not the first, for example ‘2nd ed.’
7. Place of publication if known – this guide suggests using a comma to 

separate the place of punctuation from the publisher and commas are used 
in all of our examples. However, it is also common practice to use colons and
some tutors may prefer this:

Maidenhead, Open University Press.
or
Maidenhead: Open University Press.
Where one publisher is associated with multiple places of publication, reference the 
first. If a place is in the UK, you can indicate this as well.
8. Publisher – followed by a full stop.

2.1 BOOKS

Single author
Comfort, A. (1997) A good age. Mitchell Beazley, London.

Author is a company or organization (corporate author)
An organisation such as a company, university or government department can be 
the author of a publication. Often, the same organisation will also be the publisher. 
Reference them as you would a person.
Stroke Care Association (2007) Stroke care trends. London, Stroke Care 
Association.

Two or three authors
If there are one, two or three authors then give them all, separated by commas and 
an ampersand ‘&’ or the word ‘and’.
Harrison, B., Legge, K. and Amey, L. (1986) The History of British Education. 
London, Routledge.

Four or more authors
Use the first author (from the title page) followed by either the words ‘and others’, or
‘et al’ (this is an abbreviation of the Latin term for ‘and others’). Whichever form of 
words you choose, make sure you use the same for all multiple author references in
the same piece of writing.
Davies, H. and others (2002) Studying science. 4th ed. London, Moss.

No author
Where the author is not identifiable and there is no ‘corporate author’, start your 
reference with the title.
The University Encyclopedia (1985) London, Roydon.
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Multiple works by same author
Order chronologically in the reference list:
Brown, P. (1982) Corals in the Mediterranean Sea. London, Collins.
Brown, P. (1988) The effects of tourism on coral. London, Macmillan.

Multiple works published in the same year by the same author
If you are referencing more than one publication written by the same author in the 
same year, these need to be listed in the bibliography in the order they were cited in
the text:
Napier, A. (1993a) Fatal storm. Sydney, Allen and Unwin.
Napier, A. (1993b) Survival at sea. Sydney, Allen and Unwin.
Edited Book
Spencer, J. ed. (2007) School management and finance: opportunities and 
problems. Financial Education Series, 23. London, Ford Publishers.

Different Editions
An edition number is placed after the title of the work.
Morris, B. (2004) Program evaluation. 3rd ed. London, Hadlow.

Article or chapter in a book
It is easy to confuse the name of the contributor to a book of collected writings with 
that of the editor. It is important to include the editor of the book in the bibliography 
as this is the information that would be needed to trace the source on a library 
catalogue.

Include the following information in this order:
1. Author of chapter/section
2. Year of publication – in brackets
3. Title of chapter/section – followed by a full stop
4. The word ‘In’– followed by a colon
5. Author/editor of the book of collected work
6. Title of book – underlined, or bold, or in italics and followed by a full stop
7. Place of publication – followed by a comma
8. Publisher – followed by a comma
9. Page numbers of section referred to – followed by a full stop.

Potter, A. (2006) Modification of method in education design. In: Bourg, G. ed. 
Process in education planning: studies and cases. London, Falmer Press, 
pp.23-34.

Secondary Sources 
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Include the date and publication details of the piece of work, and then ‘Quoted in:’ or
‘Cited in:’ followed by the reference for the source you have actually seen.
Smith, R. (2001) How to research. Research Weekly, 12 (8) October, pp.17-20. 
Quoted in: Jones, F. (2004) Researching your dissertation. Research Today, 4 (6) 
March, pp.61-67.

Electronic books (E-books)
Occasionally, the web address for an electronic book will be excessively long, as it 
will contain control codes. In such cases, just include enough of the address to 
identify the site the e-book came from.

Include the following information in this order:
1. Author(s), editor(s) or the organisation responsible for writing the book
2. Print version year (use the electronic version year if there is no print version) 

– in brackets
3. Title – underlined, or bold, or in italics
4. The word ‘Internet’ – in square brackets followed by a comma
5. Print version place of publication – followed by a comma
6. Print version publisher – followed by a full stop
7. The words ‘Available from’ – followed by a colon
8. The Internet location the electronic book was accessed from (for example, 

netLibrary)
9. The Internet address – in angled brackets
10. The word ‘Accessed’ and the date you viewed the electronic book – in 

square brackets and followed by a full stop.

Dronke, P. (1968) Medieval Latin and the rise of European love-lyric [Internet], 
Oxford, Oxford University Press. Available from: Netlibrary 
<http://www.netLibrary.com> [Accessed 6 March 2008].

Thesis
Include the name of the awarding institution, for example, Leeds Metropolitan 
University. The correct content and order is the same as for books.
Whitehead, S. (1996) Public and private men: masculinities at work in 
education management. Ph.D. thesis, Leeds Metropolitan University.

Research reports
O’Hare, N. (2006) Peak oil production: new perspectives. Research Report 32. 
Chicago, Economic Study Unit.
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Conference proceedings
Include the following information in this order:
1. Name of conference – followed by a comma
2. Number (if appropriate) – followed by a full stop
3. Year – followed by a full stop
4. Location of conference (if appropriate) – followed by a comma
5. Year of publication – in brackets and followed by a full stop
6. Title of published work; if different from the name of the conference – 

underlined, or bold, or in italics and followed by a comma
7. Author/editor – followed by a full stop
8. Place of publication – followed by a comma
9. Publisher – followed by a full stop.

ERB Conference on Renewables, 2003. Stockholm, (2003). Renewables: 
proceedings of the ERB conference on renewable energy sources, G. Bartle 
ed. London, Johnson.

Conference papers
Conference papers are similar to book chapters in that they appear as part of a 
wider publication (i.e. the conference proceedings). Include the following information
in this order:
1. Contributing author
2. Year of publication – in brackets
3. Title of conference paper – followed by a full stop
4. The word 'In' followed by a colon
5. Author/editor of conference proceedings (if applicable)
6. Title of conference proceedings including date and place of conference – 

underlined, or bold, or in italics and followed by a full stop
7. Place of publication – followed by a comma
8. Publisher – followed by a comma
9. Page numbers of contribution – followed by a full stop.

Romanov, J. (2001) International currency exchange: what future in the electronic 
age? In: Ford, J. ed. Proceedings of the 7th IF Conference, August 16-18, 2001, 
Boston USA. New York, International Financial, pp.80-87.

To cite a work reproduced in a book (image, poem, painting etc) 
If you wish to specify that you used an image from a book, follow the normal rules 
for referencing a book and then add an abbreviation for illustration – ‘illus.’.

Robson, T. (1993) Propaganda and persuasion. London, Angus and Johnstone, 
p. 105, illus.
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Government Publications
Include the following information in this order:
1. Author (usually the name of a Government department, committee, or other 

official body)
2. Year of publication – in brackets
3. Title of the work – underlined, or bold, or in italics and followed by a full stop
4. Edition number – followed by a full stop
5. Place of publication – followed by a comma
6. Publisher – followed by a full stop
7. Title of series and volume number (if applicable) – separated by a comma, in 

brackets and followed by a full stop.

Department of the Environment (1986) Landfilling wastes. London, HMSO. (Waste
Management paper, 26).

2.2 PRINT JOURNAL

Include the following information in this order:
1. Author of the article
2. Year of the publication – in brackets
3. Title of the article – followed by a full stop
4. Title of the journal – underlined, or bold, or in italics and followed by a 

comma
5. Volume
6. Issue or part number in brackets, month or season of the year followed by a 

comma
7. Page numbers of article – followed by a full stop.

Bennett, M. and James, S. (2001) Through the glass ceiling: women’s experience of
modern workplace practices. Journal of Gender in Business, 5 (3) June, pp.32-
41.

2.3 ELECTRONIC JOURNAL (E-JOURNAL)

Occasionally, the web address for an electronic journal article will be excessively 
long, as it will contain control codes. In such cases, just include enough of the 
address to identify the site the journal came from.

Include the following information in this order:
1. Author/editor
2. Year – in brackets
3. Title of article – followed by a full stop
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4. Title of journal – underlined, or bold, or in italics
5. The word ‘Internet’ – in square brackets and followed by a comma
6. Volume number
7. Issue or part number in brackets, month or season of the year followed by a 

comma
8. Page numbers or online equivalent – followed by a full stop
9. The words ‘Available from’ – followed by a colon
10. The Internet address – in angled brackets (note general point about journal 

article addresses above)
11. The word ‘Accessed’ and the date you viewed the web page – in square 

brackets and followed by a full stop.

Cotter, J. (1999) Asset revelations and debt contracting. Abacus [Internet], 35 (5) 
October, pp.268-285. Available from: <http://www.ingenta.com> [Accessed 19 
November 2007].

2.4 PRINT NEWSPAPERS

Include the following information in this order:
1. Author of the article where given, if not use the title
2. Year of publication – in brackets
3. Title of the article – followed by a full stop
4. Title of the newspaper – underlined, or bold, or in italics and followed by a 

comma
5. Date (no year needed) – followed by a comma
6. Page number(s) of article – followed by a full stop.

Hawkes, N. (2008) Brittle bone drug can stop disease taking hold. The Times, 11 
June, p.3.

2.5 ELECTRONIC NEWSPAPER

Follow the same format as for an e-journal article but give the date information 
differently. Occasionally, the web address for an electronic newspaper article will be
excessively long, as it will contain control codes. In such cases, just include enough 
of the address to identify the site the journal came from.
Include the following information in this order:
1. Author/editor
2. Year – in brackets
3. Title of article – followed by a full stop
4. Title of newspaper – underlined, or bold, or in italics
5. The word ‘Internet’ – in square brackets and followed by a comma
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6. Date (no year needed) – followed by a comma then page numbers or online 
equivalent if given – followed by a full stop

7. The words ‘Available from’ – followed by a colon
8. The Internet address – in angled brackets (note general point about article 

addresses above)
6 The word ‘Accessed’ and the date you viewed the web page – in square 

brackets and followed by a full stop.

Elliott, L. (2008) Economic slowdown and tax breaks put the government in the red. 
Guardian [Internet], 20 November. Available from: 
<http://www.guardian.co.uk/business> [Accessed 21 November 2008].

2.6 INTERNET SOURCE/WEBSITE/WORLD WIDE WEB (  WWW  )
Web addresses can be excessively long if they contain control codes from your 
search. In such cases, just include enough of the address for your reader to identify 
the site.

Internet based material may only be available for a short time; it is advisable to keep
a personal copy as evidence that the information existed, in addition to including the
date you accessed it in your reference.

Document on WWW
Include the following information in this order:
1. Author/editor
2. Year in brackets. If none available, use ‘n.d.’ (stands for ‘not dated’)
3. Title – underlined, or bold, or in italics
4. The word ‘Internet’ – in square brackets and followed by a comma
5. Edition if available (for example, update 2 or version 4.1) – followed by a full 

stop
6. Place of publication – followed by a comma
7. Publisher (if identifiable) – followed by a full stop
8. The words ‘Available from’ - followed by a colon
9. The Internet address – in angled brackets
10. The word ‘Accessed’ and the date you viewed the web page – in square 

brackets and followed by a full stop.

Young, C. (2001) English Heritage position statement on the Valletta 
Convention [Internet], Available from: 
<http://www.archaeol.freeuk.com/EHPositionStatement.htm> [Accessed 24 August 
2006].

Document on WWW – no author 
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Leeds Metropolitan University (2006) Policy, framework principles and 
procedures for research ethics [Internet], Leeds, Leeds Metropolitan University. 
Available from: <http://www.leedsmet.ac.uk/research> [Accessed 20 October 2008].

Document on WWW – no article title and no author 
Curtin University of Technology (2004) [Internet], Available from: 
<http://www.curtin.edu.au> [Accessed 8 May 2005].

Document on WWW – organisation named but no individual author(s) named 
and no date
Edinburgh University (n.d.) Edinburgh Castle [Internet], Edinburgh University, 
Department of Geography. Available from: 
<http://www.geo.ed.ac.uk/home/tour/castle.html> [Accessed 16 March 1998].

2.7 EMAIL DISCUSSION LISTS
Include the following information in this order:
1. Author/editor
2. Year – in brackets
3. Title of message – followed by a full stop
4. Discussion list name and date of message – underlined, or bold, or in italics
5. The words ‘Internet discussion list’ – in square brackets and followed by a full

stop
6. The words ‘Available from’ – followed by a colon
7. The email list address – in angled brackets
8. The word ‘Accessed’ and the date you visited the discussion list – in square 

brackets and followed by a full stop.

Johnson, J. (2006) Computing courses. LJS-Digest 2 May [Internet discussion list].
Available from: <mailstore@mailstore.ac.uk> [Accessed 15 April 2007].

2.8 INTERNET BLOGS (WEBLOGS)
Include the following information in this order:
1. Author of blog
2. Year – in brackets
3. Title of message – followed by a full stop
4. Title of blog or website and date of entry – underlined, or bold, or in italics
5. The words ‘Internet blog’ – in square brackets and followed by a full stop
6. The words ‘Available from’ – followed by a colon
7. The website address – in angled brackets
8. The word ‘Accessed’ and the date you visited the blog – in square brackets 

and followed by a full stop.
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Rotheram, B. (2008) Straws in the wind. Sounds Good 11 June [Internet blog]. 
Available from: <http://web.mac.com/simonft/Sounds_Good/Blog/Blog.html> 
[Accessed 24 June 2008].
2.9 CD-ROM
If you have used a reference from a multimedia CD-ROM include the following 
information, as this is a piece of work in its own right:
Royal Institute of British Architects (1998) Architecture and Design Illustrated. 
London, RIBA [CD-ROM].

2.10 FILMS OR VIDEO
Bear in mind the needs of researchers who may follow you. In the case of audio-
visual sources they are not only going to need as much information as possible to 
trace the recording but they may also need to know the formats if they are actually 
going to be able to play it back. Where possible quote the format, such as VHS 
Video, 35mm film, CD, DVD, etc.

Include the following information in this order:
1. Title – underlined, or bold, or in italics and followed by a full stop
2. Year (for films the preferred date is the year of release in the country of 

production) – in brackets
3. Subsidiary originator (this is optional but the director is preferred – note that 

the director’s name is not written surname first) followed by a full stop
4. Place of production – followed by a comma
5. Organisation
6. Medium and then format – separated by a colon, in square brackets and 

followed by a full stop.

Now voyager. (1942) Directed by Irving Rapper. New York, Warner [film:35mm].
The blue planet. (2001) London, BBC Enterprises [box set video:DVD].
2.11 TELEVISION AND RADIO PROGRAMMES
It is important to include details of when the programme was broadcast, especially 
for series that are transmitted throughout the year. Include the following information 
in this order:
1. Series title – followed by a full stop
2. Series number (if appropriate) – followed by a full stop
3. Year of production – in brackets
4. Programme title – underlined, or bold, or in italics and followed by a full stop
5. Place of publication – followed by a comma
6. Transmitting organisation – followed by a comma
7. Date of transmission – followed by a comma
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8. Medium and then format – separated by a colon, in square brackets and 
followed by a full stop.

Panorama. (2008) Britain on the sick. London, BBC1, 19 May, [video:DVD].
.

2.12 PERSONAL COMMUNICATIONS
Personal communications can be cited in the text, but as the information
is not recoverable they do not need to be included in the bibliography.

2.13 PERSONAL EMAIL MESSAGES
Include the following information in this order:
1. Sender
2. Sender’s email address – in brackets and followed by a comma
3. Day, month and year the email was sent – followed by a full stop
4. Subject of message – underlined, or bold, or in italics and followed by a full 

stop
5. The words ‘Email to’ followed by the recipient’s name
6. Recipient’s e-mail address – in brackets and followed by a full stop.

Lawrence, S. (slawrence.goyh@go-regions.gsi.gov.uk), 6 July 2001. Re: 
government office for Yorkshire and Humberside information. Email to F. 
Burton (f.burton  @  leedsmet.ac.uk).
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Antarctic warming claims another ice shelf. (2008) [Online image]. Available 
from: <http://earthobservatory.nasa.gov/Study
/WilkinsIceSheet/> [Accessed 24 June 2008].

Belbin, R. (1996) Management teams: why they succeed or fail. Oxford, 
Butterworth-Heinemann.

Bennett, M. and James, S. (2001) Through the glass ceiling: women’s experience of
modern workplace practices. Journal of Gender in Business, 5 (3) June, pp.32-
41.

Cotter, J. (1999) Asset revelations and debt contracting. Abacus [Internet], 35 (5) 
October, pp.268-285. Available from: <http://www.ingenta.com> [Accessed 19 
November 2007].

Davies, H. and others (2002) Studying science. 4th ed. London, Moss.

Dronke, P. (1968) Medieval Latin and the rise of European love-lyric [Internet], 
Oxford, Oxford University Press. Available from: netLibrary 
<http://www.netLibrary.com> [Accessed 6 March 2008].

Hawkes, N. (2008) Brittle bone drug can stop disease taking hold. The Times, 11 
June, p.3. 

Leeds Metropolitan University (2006) Policy, framework principles and 
procedures for research ethics [Internet], Leeds, Leeds Metropolitan University. 
Available from: <http://www.leedsmet.ac.uk/research/PublishedPolicyFramework 
(res_Ethnics).doc> [Accessed 9 January 2007].

Potter, A. (2006) Modification of method in education design. In: Bourg, G. ed. 
Process in education planning: studies and cases. London, Falmer Press, 
pp.23-34.
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Rotheram, B. (2008) Straws in the wind. Sounds Good 11 June [Internet blog]. 
Available from: <http://web.mac.co
m/simonft/Sounds_Good/Blog/Blog.html> [Accessed 24 June 2008].

Structure in modern childhood. (2005) Journal of Social Studies in Youth, 6 (4) 
April, pp.11-20.

Whitehead, S. (1996) Public and private men: masculinities at work in 
education management. Ph.D. thesis, Leeds Metropolitan University.

Woman’s hour health. (2008) [Podcast radio programme], London, BBC Radio 
Four, 16 June. Available from: <http://www.bbc.co.uk/radio/podcasts/whhealth> 
[Assess
ed 19 June 2008].

Wonder, S. (1980) Happy Birthday, Stevie Wonder. [Digital audio file]. Last-fm. 
Available from: <http://www.last.fm> [Assessed 17 June 2008].

Page 19 of 20 A GUIDE TO HARVARD 
STYLE OF CITING & 

REFERENCING HANDBOOK

Blog

Anonymous journal article

Thesis

Podcas
t

Digital audio file



TECHNOLOGY COLLEGE SARAWAK

BIBLIOGRAPHY

Bradford College (2008) Summary version of the guidelines on referencing in 
academic writing [Internet], Bradford, Bradford College. Available from: < 
http://www
.
bradfordcollege.ac.uk/eresources/documents/SummaryVersionReferencingGuidelin
es-v1.13-.pdf> [Accessed 28 December 2010].

Curtin University of Technology (2006) 32 Harvard referencing 2006 [Internet], 
Available from: <www.letterfrack.net/harvard%20referencing%20gu
ide%202006.pdf> [Accessed 28 December 2010].

Leeds Metropolitan University (2008) Harvard style of citing and referencing 
[Internet], Leeds, Leeds Metropolitan University. Available from: <http://libra
ryonline.leedsmet.ac.uk//lco/publications/pdf/subj/is-9.pdf> [Accessed 20 December
2010].

Leeds Metropolitan University (2009) A guide to Harvard referencing [Internet], 
Leeds, Leeds Metropolitan University. Available from: <skillsforlear
ning.leedsmet.ac.uk/Quote_Unquote.pdf> [Accessed 20 December 2010].

Leeds Metropolitan University (2010) ‘Quote, Unquote’ short guide: Harvard 
style of citing and referencing [Internet], Leeds, Leeds Metropolitan University. 
Available from: <http://libraryonline.leedsmet.ac.uk/lco/publicati
ons/pdf/subj/is-14.pdf> [Accessed 20 December 2010].

Page 20 of 20 A GUIDE TO HARVARD 
STYLE OF CITING & 

REFERENCING HANDBOOK



HARVARD  
REFERENCING 

Presented by 

Irene Fong 



What is referencing? 
 A system that allows you to 

acknowledge the contribution and work 
of others’ in your writing. 

 
 Whenever ANY words, ideas or 

information from ANY source is used in 
assignments, those sources most be 
referenced. 



Why Harvard? 
 This system was developed in the USA  
 Over the decades, it has become the 

most common system internationally 
 Harvard system has the following 

advantages for both author and reader: 
 Flexibility 
 Simplicity 
 Clarity 
 Ease 
 
 

                         

          
 



General Principals of 
Harvard System 
1. Within the Text – In Text Citations 

 A brief reference in the text, at the point you are 
acknowledging another person’s work 

 Three pieces of information are usually 
required: 
 The name of the author(s) 
 The year of publication 
 The page number (sometimes) – 

necessary when you quote or 
paraphrase 

http://library.canterbury.ac.uk/info-skills/Referencing/Citing_references.htm


General Principals of 
Harvard System 
2. At the End of the Text – List of 

Reference 
 A list of ALL the books, journal articles 

and other sources of information referred 
to in the assignment 

 



In-text 
Citations 



BOOKS 
One author 

 TO CITE OVERALL CONTENT OF A 
WORK 

 Author’s surname and year of 
publication in brackets. 

 E.g. 
 Parker (1990) describes most teachers as a 

product of their own education experiences. 
 
 In a recent papers (Irvine, 1995), three key 

issues were discussed 

                 

        
 



One author 
 
 TO CITE A DIRECT QUOTATION 
 Name, Year and Page Number appear in 

brackets. 
 
 E.g. 
 “Wool production in Australia has increased 

20% since 1985” (Parker, 1990, p36). 
 
 Jones (1982, p77) said, “What’s life without 

study?” 
  



Multiple authors 
 Two authors 
 E.g 
 In the book by Basford and Slavin 

(1995) …. 
 
 The research of Hoskin and Mave 

(1990) has shown that …. 
  

                              

        
 



 
Multiple authors 

 3 authors or more 
 Use the surname of the first 

author and et al. (‘and others’) 
 E.g 
 Brown et al. (1987) argued that… 
  



 
More than one work 

 Separate the references either with 
semicolon or the word ‘and’ 

 E.g. 
 Entwistle (1977) and Haddon (1969) both 

demonstrated that….OR 
 (Entwistle, 1977; Haddon, 1969) 
 
 Several recent studies (Brownell, 1985; 

Hirst, 1988; Glasser, 1990) have shown 
that… 

  



Author referring to another 
(Secondary Referencing) 
 A quotation or idea from an author who 

attributes it to another source.  You must 
acknowledge both sources 

 When you have not read Chandler’s 1965 research, but 
have read an account of this work in Johnson (1990), then 
Johnson is considered to be the secondary reference. 

 Both sources must be acknowledged in your reference. 
 
 Chandler (Johnson, 1990) found that …OR 
 
 Chandler’s investigation in 1965 (cited in Johnson 1990) 

discovered that.....OR 
  



 Arrange citations in chronological 
order 

 E.g. 
 (Smith 1981,1984, 1985) 
 

More than 1 work by same author 



Authors with same surname 
 Different authors with the same surname 
 Use initials to indicate different people: 
 E.g. 
 The theory was first developed early this century 

(Smith, A.K. 1979), but later many of its 
elements were refuted (Smith, J.A., 1976). 

 
 A recent study (Campbell, D.G. 1994) has 

shown that ….but Campbell, A.E (1990) 
previously suggested that …. 

  



No author / Anonymous 
 If author is anonymous, the in-text 

citations consists of the first few words 
of the title, followed by the year and 
page number (if necessary). 

 E.g. 
 This was apparently not the case 

before 1995 (Entrepreneurs Guide To 
The Law, 1999). 

 
 
 



No author / Anonymous 
 In the Entrepreneurs Guide To The 

Law (1999), it is claimed that this was 
not the case before 1995. 



 
JOURNALS 

 If the page number is required, as it is 
for direct quoting: 

 E.g 
 (Entwistle, 1977, p23) 
 If you are citing an idea only: 
 (Entwistle, 1977) 
  



 
NEWSPAPERS 

 If there is no author, list the name of 
the newspaper, the date, year and 
page number. 

 E.g.  
 (Sarawak Tribune 7 Mar. 1994,p8) 
 

 

                       

         
 



NEWSPAPERS 
 If there is an author, cite as you would 

for journal article: 
 E.g. 
 (Peters, 2000, p2)  
 



INTERVIEW 
 Privately obtained interview or other 

personal information 
 Include the abbreviation ‘pers. comm..’ 

in your reference: 
 (Daly, 1999, pers.comm.., 7 Aug) 
 or 
 When interviewed on 7 August 1999, 

Daly confirmed that….. 



CD-ROM 
 Include the full title and year of 

publication: 
 E.g. 
 (CD-ROM, Microsoft Encarta, 1995) 
  



 
INTERNET SOURCE/WEBSITE 

 In text citations usually require page numbers, but 
Internet documents rarely contain them.  Use the 
author’s name and the date: 

 E.g. 
 (Cogdill, 1996) 
 If author’s name is unknown, site the website 

URL 
 Metacrawler (http://www.metacrawler.com) is a meta 

search tool used for conducting basic searches and 
quickly locating documents on the World Wide Web. 

http://library.canterbury.ac.uk/info-skills/Internet/searching%20internet1.htm


 
FILM/VIDEO 

 Include the full title and year of release 
 (Three Colours Red, 1995) 



REFERENCE 
LIST 



REFERENCE LIST 
 Is placed at the end of the assignment 
 
 Must include all the references used 
 
 Listed alphabetically by surname 
 
 When item has no author, it is listed by the 

first significant word of the title 
 

 
 

 
 



REFERENCE LIST or 
BIBLIOGRAPHY? 

 What is the difference between a 
Reference List and a Bibliography? 

 A bibliography includes all the 
materials you looked at but not 
necessarily included.  It is formatted 
the same way. 



BOOKS 
 Must include these items in this order 

 Author’s surname(s) and initials 
 Year of publication 
 Title of book (italics or underlined) 
 Series 
 Volume 
 Edition 
 Place of publication 
 Publisher 
* Must list all the authors in the reference list in the 

order they appear on the title page – DO NOT 
USE ‘ET AL.’  



BOOKS 
 Miller, A.W. & Hanretty, K.P. (1997). 

Obstetrics Illustrated (5th ed). New 
York: Churchchill Livingstone 



Example Exercise 
 You have a book called ‘New Directions In Action 

Research’. It was published in 1996. The location of the 
publisher is in London.  The publisher is Falmer Press.  
The author’s name is Ortrun Zuber Skerritt 

 Translate this into Harvard Reference 
 Skerritt, O.Z.(1996) 
 New Directions In Action Research 
 London 
 Falmer Press 
 



Correct Reference 
 Skerritt, O.Z.(1996). New Directions In 

Action Research.  London: Falmer 
Press 

 



BOOKS 
 A book with no author or editor 
 The custom when referring to such an 

anonymous piece of work is to give: 
 - Title of the work, underlined 
 - Year of publication 
 - Location and publication details 
 E.g 
 Scientific Writing Course. (1986). New York: 

Creative Publishing 



JOURNAL ARTICLES 
 Place the information in the following 

order: 
 Author’s surname and initials 
 Year of publication 
 Title of article 
 Name of journal (underlined) 
 Volume number (underlined) 
 Page numbers of the article 

 



JOURNAL ARTICLES 
 E.g 
 Jones, J., and Keeton, M. (1968).  

Effects Of Exercise On Lower Back 
Injury. Journal of Applied Physiology, 
28, pp762-766 



SAMPLE EXERCISE 
 You have read in a journal called ‘Studies in Higher Education’ 

an article called ‘Learning to Learn: More Than A Skills Set.’ It 
is written by Mike Rawson.  It was published this year. 

 It is on pages 225 - 238 and its volume number 25. 
 Translate this into a Harvard reference 
 
 Rawson, M. (2005)  
 Learning To Learn: More Than A Skills Set.  
 Studies in Higher Education,  
 25  
 pp225-238. 
 



Correct Reference 
 Rawson, M. (2005). Learning To Learn: 

More Than A Skills Set. Studies in 
Higher Education, 25, pp225-238. 
 



INTERVIEW 
 Name of person interviewed 
 Year 
 [Personal Communication] 
 Month, Date 
 E.g 
 Daly, B. (1999). [Personal 

Communication]. August 7. 



NEWSPAPER ARTICLE 
  Name of the author 

 Date of publication 
 Title of the article 
 Name of the newspaper, underlined 
 Place of publication 
 Page number 
 E.g. 
 Lawik, N. (2004, December 5). Death In 

Police Lock-Up. The Sunday Tribune, p1. 
 



CD-ROMS  
 Author’s surname & initials 
 Year 
 Title [type of medium CD-ROM) 
 Edition 
 Place of Publication 
 Publisher (if ascertainable) 
 Available from: Supplier / Database identifier or 

number 
  E.g. 
  Hawking, S.W. (1994). A Brief History Of Time: An 

 Interactive Adventure. [CDROM]. Crunch Media. 
 



INTERNET SOURCES 
 Methods for referencing electronic sources 

are changing and developing rapidly, so the 
following are suggestions only. 
 Author’s surname and initials 
 Title [online] 
 (Edition) 
 Place of Publication 
 Publisher (if ascertainable) 
 Available from: URL [Accessed Date] 



INTERNET SOURCES 
 E.g. 
 Holland, M. (2004). Guide To Citing 

Internet Source [online]. Poole, 
Bornemouth University. Available from: 
http://www.bournemouth.ac.uk/library/u
sing/guide_to_citing_internet_sourc.ht
ml [Accessed 4 November 2004] 

http://www.bournemouth.ac.uk/library/using/guide_to_citing_internet_sourc.html
http://www.bournemouth.ac.uk/library/using/guide_to_citing_internet_sourc.html
http://www.bournemouth.ac.uk/library/using/guide_to_citing_internet_sourc.html


INTERNET SOURCES 
 You have accessed a website on ‘A Guide to Marketing’ 

by Philip Kotler at http:www.kotler.com/marketing on 24 
April 2005.    It was last updated in December 2004. It 
was published in New York.  Now write the appropriate 
referencing: 

 Kotler, P. (2004) 
 A Guide to Marketing [online] 
 New York 
 Available from http:www.kotler.com/marketing 
 [Accessed 24 April 2005]  

 
 



INTERNET SOURCES 
 Kotler, P. (2004). A Guide to Marketing [online] 
 New York. Available from 

http:www.kotler.com/marketing [Accessed 24 
April 2005]  

 



FILM OR VIDEO 
 Name and function (in parentheses) or originator or 

primary contributors 
 Date of production 
 Title of programme, underlined 
 Medium (in square brackets) ie. film, videotape, 

audiotape 
 Location and name of distributor 
 E.g. 
 Maas, J.B. (Producer), & Gluck, D.H. (Director) 

(1979).  Deeper into Hypnosis [Film]. 
Manchester: Granada Television 

 



  Questions? 



THANK YOU 
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