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Section A.  
An introduction to 
referencing and how to 
avoid plagiarism

What is referencing?

The ability to present your ideas to other 
people is a key lifelong skill. It calls for time 
and practice to gather information, assess 
its relevance to your task, read and form 
your opinions and then share your 
contribution, verbally or in writing, with 
others. Within the process of researching 
and presenting your own work is another 
key skill: how to represent what you have 
learned from earlier authors.

When writing a piece of work, whether 
essay, seminar paper, dissertation, project 
or article, it is essential that detailed and 
precise information on all sources 
consulted is included in your text and in the 
reference list at the end of your work. This 
allows the reader to locate the information 
used and to check, if necessary, the 
evidence on which your discussion or 
argument is based. References should, 
therefore, enable the user to find the 
source documents as quickly and easily as 
possible. You need to identify these 
documents by citing them in the text of 
your assignment (called citations or in-
text citations) and referencing them at the 
end of your assignment (called the 
reference list or end-text citations). The 
reference list only includes sources cited in 
the text of your assignment as in-text 
citations. It is not the same thing as a 
bibliography, which uses the same format 
or reference system as a reference list, but 

also includes all material used in the 
preparation of your work.

Why should I cite and reference 
sources?

Besides the reasons given above, there are 
a number of other important reasons why 
you should cite and reference your 
sources. In addition to adding weight to 
your discussion and arguments, references 
also show that you have read widely on the 
subject and considered and analysed the 
writings of others. Appropriately used, 
references can strengthen your writing and 
can help you attain a better mark or grade.

They can also:
•	 Show your tutor/reader what you have 

read and allow them to appreciate your 
contribution to the subject

•	 Establish the credibility and authority of 
your ideas and arguments

•	 Demonstrate that you have spent time in 
locating, reading and analysing material 
and formed your own views and 
opinions.

What is plagiarism?

Plagiarism is a specific form of cheating 
and is generally defined as presenting 
someone else’s work or ideas as your own. 
These may be in printed or electronic 
format and, in all cases, giving credit to the 
original authors by citing and referencing 
your sources is the only way to use other 
people’s work without plagiarising.

All the following are considered forms of 
plagiarism:
•	 Using another person’s work or ideas (for 

example, copying and pasting text or 
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•	 Use the ideas of others sparingly and 
only to support or reinforce your own 
argument

•	 When using material on the internet, 
make a note of the source (author, title, 
URL and so on) and the date that you 
accessed the page

•	 Use quotation marks when directly 
stating another person’s words and 
include the source in your list of 
references (doing none or only one of 
these is not acceptable)

•	 Avoid using someone else’s work with 
only minor cosmetic changes, for 
example using ‘strong’ for ‘robust’ or 
changing a sentence around

•	 When paraphrasing, use words or a 
sentence structure different from the 
original work and acknowledge the 
source through in-text citation 
immediately following the paraphrase

•	 Save all your notes, printouts and so on 
until you receive your final mark or grade 
for the assignment

•	 Remember that your list of references 
(sources you have cited) at the end of 
your assignment is not the same as a 
bibliography, which also includes items 
(books, articles, web pages and so on) 
that you used for your research but did 
not cite directly. Remember, ultimate 
responsibility for avoiding plagiarism 
rests with you.

What about common knowledge?

In all academic or professional fields, 
experts regard some ideas as common 
knowledge. This is generally defined as 
facts, dates, events and information that 
are expected to be known by someone 
studying or working in a particular field. The 

images from the internet) without 
crediting (citing) the original source

•	 Passing off someone else’s work as  
your own

•	 Failing to put a quotation in quotation 
marks

•	 Quoting, summarising or paraphrasing 
material in your work without citing the 
original source

•	 Changing words or phrases but copying 
the sentence structure of a source and 
not crediting the original author

•	 Citing sources you did not use.

It is even possible to plagiarise yourself if 
you paraphrase or copy from work you 
submitted elsewhere without 
acknowledging the fact through citation 
and referencing.

Preparing to reference and how 
to avoid plagiarism

The fundamental principle is to 
acknowledge the work of others by 
providing citations to your references so 
that the reader can refer to these and other 
works if they want. It is essential that 
referencing is done for each source at the 
time you are using it or making notes, 
rather than leaving the citing and 
referencing exercise until all your research 
has been completed. Besides being good 
academic practice, this ensures that you 
do not have the problem of trying to 
relocate materials you may have used 
many weeks or months previously. It is also 
helpful to note the following points:
•	 Manage your time and plan your work – 

ensure you have time to prepare, read 
and write

•	 Use your own ideas and words
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be asked to use different styles for different 
pieces of work. There are two principal 
methods of referencing:
•	 Author-date referencing styles (such as 

Harvard and APA) which emphasise the 
name of the author and publication year 
in the text and full bibliographic details in 
a reference list

•	 Numeric styles (such as MHRA and 
OSCOLA) which provide a superscript 
number in the text with full bibliographic 
details in footnotes and bibliographies.

You will need to check which style is 
required for your work. In further and higher 
education your department or faculty may 
have decided to use a certain style. Others 
may follow a referencing style agreed by 
professional authorities, for example the 
American Psychological Association 
(known as APA) or the Oxford Standard for 
Citation of Legal Authorities (known as 
OSCOLA), which is used by many law 
departments in the United Kingdom. If you 
are writing for an academic journal or 
newspaper, you will need to establish the 
preferred style of writing and referencing: 
this information is often given on the 
publisher’s website or will be available from 
the editor. Once you have established the 
referencing style required, use it 
consistently throughout your piece of work.

Despite the many referencing styles used in 
education and literature, the reasons for 
referencing your sources and the details 
that you will need to give your readers 
remain the same. Your aim will be to give 
the reader enough information to be able to 
easily identify the sources you have used.

facts can be found in numerous places and 
are likely to be known by many people: for 
example, that Margaret Thatcher was a 
British prime minister. Such information 
does not generally have to be referenced. 
However, as a student you may only have 
just started to study a particular subject so 
the material you are reading may not yet be 
common knowledge to you. In order to 
decide if the material you want to use in 
your assignment constitutes common 
knowledge, you need to ask yourself the 
following questions:
•	 Did I know this information before I 

started my course?
•	 Did this information/idea come from my 

own brain?

If the answer to either or both of the 
questions is ‘no’, then the information is 
not common knowledge to you. In these 
cases you need to cite and reference your 
source(s).

What about confidential 
information?

If you wish to use source material that is 
confidential (for example, some legal or 
medical information), you must obtain 
permission from all those who might be 
affected by its publication. If material is in 
the public domain, you are usually free to 
reference it but, if in any doubt, ask 
whoever produced or published the 
information for permission to use it.

Which referencing style should  
I use? 

There are many styles of referencing and 
this is a cause of understandable confusion 
for many students and authors who may 
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NB To avoid confusion when 
referencing, this index does 
not list items specific to the 
alternative referencing styles 
(Sections E–I)

Index entries are arranged 
alphabetically letter by  
letter, with numbers referring 
to pages

Bold numbers indicate 
glossary entries 

Academic Search Complete  22  
Acts of Parliament  37  
address bars  11, 91  
advertisements  60  
American Psychological 

Association (APA) referencing 
style  3, 65–8  

annual reports  35  
anonymous works  9  
anthologies  19–20  
APA referencing style  3, 65–8  
appendices

citations  9  
archives  24, 63–4  
art  44–8  

online collections  46–7  
article numbers  11–12  
articles see journal articles, 

newspaper articles
atlases  18  
audiobooks  19  
audio cassettes  52  
audio downloads  51–2  
audiovisual sources  49–57  
author-date referencing style 

see Harvard referencing style
authors

corporate  9  
details required in citations  9  
details required in reference 

lists  9  
different editions by same 

author  5  

Index for the Harvard referencing style

multiple authors  4–5, 14, 22  
no author  6, 9, 15, 24–5, 32  

Bible  20  
bibliographies  1–2, 4, 9, 17, 21, 

91 
billboard advertisements  60  
Bills (House of Commons/Lords)  

36 
birth certificates  62  
Blackboard (VLE)  27  
blogs  32–3  
Blu-ray  50–1, 54–5  
books  14–21 

anonymous  9  
audio  19  
chapters  5, 16–17  
details required in reference 

lists  9–10  
diagrams  44  
edited  9, 14, 16  
electronic  15, 28–9  
graphs  42  
illustrations  44  
more than three authors/

editors  4–5, 14, 22  
multi-volume  17  
no author/editor  6, 9, 15  
no date  6
reference  17–18  
reprints  16  
reviews  43  
tables  44  
translated  16  
up to three authors/editors  

4, 14  
British Standards  41  
bulletin boards  58–9  
Buzz  33  

Cardiff index to legal 
abbreviations  38  

cartographic material  18, 45–6  
cartoons  44  
case law  38  
cassettes

audio  52  
video  55  

catalogues of exhibitions  19  
CD-ROMs  25, 34  

audio  52  
CDs (audio)  52  
census data  62  
certificates (birth, marriage, 

death)  62  
chapters in books  5, 16–17  
checklist  13  
citations  91  

in appendices  9  
in your text  4–6, 92  
page numbers in  4  

Cited Works List  91  
collaboration suites  27  
comics  21  
Command Papers  39  
commentaries

film  54  
common knowledge  2–3, 91  
communications

personal  33–4, 56, 61  
public  58–61  

companies
annual reports  35  
market research reports  35  

computer programs  34  
concerts  48  
conferences  26  

electronic  26, 30  
video  58  

confidential information  3, 27, 
61  

conversations  61 
corporate authors  9  

dance  48–9  
databases  22, 25, 35  
datasets  42  
dates accessed

web pages  11, 31  
dates of publication see year of 

publication
Dawsonera  15  
death certificates  62  
diagrams  44  
dictionaries  17  
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Digital Object Identifiers (DOIs)  
11–12, 22, 91  

digital repositories  29–30  
digitised books see e-books
directors’ commentaries (DVD/

Blu-ray)  54  
direct quotations  6, 91  
discussion groups

electronic  29, 58–9  
display boards  60  
DOIs  11–12, 22, 91  
downloads  51–2  
drama reviews  43  
drawings  46  
DVD-ROMs  34  
DVDs  50–2, 54–5  

e-books  15, 29  
dates of publication  15  
updated editions  18  

edited books  9, 14, 16  
editions

details required in reference 
lists  10  

different editions by same 
author  5  

editors
details required in citations  9  
details required in reference 

lists  9  
multiple editors  4–5  

e-journals  22–4  
electronic books see e-books
electronic bulletin boards  58–9  
electronic conferences  26, 30  
electronic discussion groups  

29, 58–9  
electronic government 

publications  39–40  
electronic journals see 

e-journals
electronic mail see email
ellipses  7, 91  
email  58–9, 61  
encyclopedias  17
endnotes  4, 91  
end-text citations see reference 

lists
episodes of a television series  

50  
on DVD/Blu-ray  50–1  

e-portfolios  27  
eprints  29  
equations  42  
e-readers  15  
et al.  4, 14, 91  
European Union (EU) 

publications  40  
exhibition catalogues  19  

Facebook  33  
family records  62–4  
fax messages  61  
films  54–5  

reviews  43  
financial reports  35  
Flickr  47, 56  
footnotes  4, 91
Further reading  94  

genealogical sources  62–4  
Geological Survey maps  45  
Glossary  91–3  
government publications

electronic and print  39–40  
graphs  42  
Green Papers  39  

hand-held technology  55–6 
Harvard referencing style  3, 9, 

12–64  
historical works  7, 15–16, 62–4  
House of Commons/Lords Bills  

36

ibid.  91  
illustrations in books  44  
images online  44–7  
indirect quotations  7, 91  
Ingentaconnect  22  
installations (art)  44–5  
International Digital Object 

Identifier Foundation  11  
international organisations’ 

publications  40  
International Standard Book 

Numbers  10  
internet  2, 27–34, 47, 51, 55–8, 

60, 91 
see also online …, web 

pages, World Wide Web
interviews  54–5, 57–8  

in-text citations see citations  
iPlayer  51  
iPods  55  
ISBNs  10  
issue information

details required in reference 
lists  11  

iTunes  51–2  

journal articles  21–5  
article numbers  11–12  
details required in reference 

lists  10–11  
e-journals  22–4  

journal titles
abbreviated  10  
details required in reference 

lists  10–11  
JSTOR  22  
judges’ names  38  

Law Commission consultation 
papers  37–8  

Law Commission reports   
37–8  

law reports  37–8  
leaflets  59  
learning records  27  
lectures  58
legal cases  38  
legal information  36–8  
letters  61  
liner notes  52–3  
lines in plays  20  
lines in poems  19–20  
live performances  48–9  
logos  44  
lyrics  53  

magazines  21  
manuscripts  63–4  
maps  45–6  

atlases  18  
market research reports  35  
marriage certificates  62  
mathematical equations  42  
meeting minutes  60–1  
MHRA referencing style  3,  

73–8  
microblogs  33–4  
microform material  57  
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military records  63  
minutes of meetings  60–1  
MLA referencing style  69–72  
mobile phones  56, 61 
Modern Humanities Research 

Association (MHRA) 
referencing style  3, 73–8  

Modern Language Association 
(MLA) referencing style  69–72  

multiple authors/editors  4–5, 
14, 22  

multiple sources
details required in citations  5  
published in same year  5  

multi-volume books  17  
museums

display boards  60  
music  51–3  

concerts  48  
downloads  51–2  
reviews  43  

musical scores  53  

NetLibrary  15
newspaper advertisements  60  
newspaper articles  24–5  

details required in reference 
lists  10–11  

in online collections  22–3  
newspaper interviews  57–8  
newspaper titles

details required in reference 
lists  10–11  

Nexis UK  22  
no author/date/title  5–6, 9, 15, 

24–5, 32  
numeric referencing styles   

73–90  

online census data  62  
online certificates (birth, 

marriage, death)  62  
online collections

art  46–7  
historical  15–16  

online databases  22, 25, 35  
online government publications  

39–40  
online images  44–7 
online interviews  58  
online journals see e-journals

online maps  45–6  
online newspapers  22–3, 25 
online paintings  46  
online photographs  46–7  
online radio programmes  49–50  
online reference books  18  
online television programmes  

51  
op. cit.  92  
Ordnance Survey maps  45  
organisations’ web pages  32  
OSCOLA referencing style  3, 

36, 38, 79–84  
Oxford Standard for Citation of 

Legal Authorities (OSCOLA)  
3, 36, 38, 79–84  

page numbers  
details required in reference 

lists  10  
in citations  4  

paintings  46  
pamphlets  19  
paraphrasing  2, 7, 92 
parish registers  63  
parliamentary Acts  37  
parliamentary publications  36–7, 

39  
patents  41  
PebblePad  27  
peer-reviewed works  24, 29, 92  
performing arts  48–9  

reviews  43  
periodicals see journal …, 

newspaper …
personal communications  33–4, 

56, 61  
personal learning environments/

systems  27  
personal web pages  31–4  
phonecasts  56  
photographs  46–7  
place of publication

details required in reference 
lists  10  

plagiarism  1–3, 92, 94  
plays  20, 49  

reviews  43  
podcasts  55–6  

video  57  
poems  19–20  

postcards  47  
posters  47–8  
postprints  29  
preprints  29  
press releases  59 
prints  46  
programmes

radio  49–50  
television  50–1  

proper nouns  92  
Proquest  22  
public communications  58–61  
publication years

details required in reference 
lists  9  

no date  6, 9, 32  
publishers

details required in reference 
lists  10  

quotations  4, 6–8, 92  
direct  6, 91  
excessive use of  6  
from historical material  7–8  
indirect  7, 91 
long  6  
making changes to  7–8  
setting out  6  
short  6  

Qur’an  21  

radio programmes  49–50  
Really Simple Syndication (RSS)  

61  
records

family  62–4  
learning  27  
military  63  
vinyl  52  

reference books  17–18  
reference lists  1–2, 4, 9–13, 92  

preparation  2–3  
what to include in  9–13  

references see reference lists
referencing styles

APA  3, 65–8  
Harvard  3, 9, 12–64  
MHRA  3, 73–8  
MLA  69–72  
OSCOLA  3, 36, 38, 79–84  
Vancouver  85–90  
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religious texts  20–1  
reports  34–5  

companies  35  
financial  35
Green Papers  39  
research  35  
White Papers  39  

repositories
digital  29–30  

reprinted books  16  
Requests For Comments (RFCs)  

29–30  
research reports  35  
reviews  43  

see also peer-reviewed works
RFCs  29–30  
RSS feeds  61  

sacred texts  20–1  
ScienceDirect  22  
scientific datasets  42  
scientific information  41–2  
scores (musical)  53  
screencasts  56  
sculpture  48  
secondary referencing  8, 92 
secondary sources  8, 92
seminars  58  
serials see journal …, 

newspaper …
series

details required in reference 
lists  10  

sic  7, 93  
slides  46  
social networking pages  33–4  
songs  52–3  
spoken word  52  

conversations  61  
interviews  54–5, 57–8  

Standards see British Standards
statutes  37  
Statutory Instruments (SIs) 37  
summarising  2, 7, 93  
superscript numbers  3, 93  

tables  44
technical information  41–2  
telephones  56  

conversations  61  
television advertisements  60  
television interviews  57  
television programmes  50–1  
text messages  61  
theses  27  

unpublished  27  
titles

details required in reference 
lists  9–10  

no title  32  
Torah  20  
translated books  16  
truncation of URLs  11, 32
tutors’ notes

VLEs  28  
Twitter  33–4  

Uniform Resource Locators 
(URLs)  2, 6, 31, 93
details required in reference 

lists  11  
truncation  11, 32  

unpublished works
theses  27

updated editions (e-books)  18  
URLs see Uniform Resource 

Locators

Vancouver referencing style   
85–90 

vidcasts  57  
video cassettes  55  
videoconferences  58  
video downloads  51–2  
video podcasts  57  
video screen captures  56  
vinyl  52  
virtual learning environments 

(VLEs)  27–9, 93  
digitised books  28  
discussion boards  29  

journal articles  28  
tutors’ notes  28  

visual sources  44–8  
VLEs see virtual learning 

environments
vodcasts  57  
volume numbers

details required in reference 
lists  11  

WebCT (VLE)  27  
webfolios  27  
webinars  58  
weblogs  32–3  
web pages  93  

dates accessed  11, 31  
details required in citations  6, 

31–4  
details required in reference 

lists  11, 31–4  
no author/date/title  32  
organisations  32  
personal  31  
social networking  33–4  
see also internet, online …, 

World Wide Web
White Papers  39  
Wikipedia  33  
wikis  33  
Wimba  27  
word counts  4  
works of art  44–8  
World Wide Web  93  

see also internet, online …, 
web pages

year of publication
details required in reference 

lists  9  
no date  6, 9, 32  

Youtube  55  
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