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Why reference? 

- Show that you've researched your topic area 
- Avoid accusations of plagiarism 
    Plagiarism = using the work of others without crediting the original author(s) 

- Strengthen your arguments and add 
credibility 

- Show that your conclusions are evidence-
based  

- Allow your readers to check and trace your 
sources 

- Differentiate your own ideas and opinions 
from those held by other people   



Types of referencing 

- In-text citations 

- Reference list 

- Used in the main text of your assignment 
- Highlight areas where you have incorporated ideas or exact 

words from someone else's work 
- Links to your reference list/bibliography 

- List of all the works cited in your assignment 

 
- Bibliography 

-  List of all works cited in your assignment as well as any  
   sources consulted whilst researching your topic 

A reference list/bibliography goes at the end of your assignment.  
 

Usually you will only have to submit a Reference List OR a 
Bibliography, not both. Check with your tutor if you are unsure.  



Types of referencing 

- In-text citations 

- Reference list or Bibliography 



Types of in- text citation 

- Paraphrasing 

- Quoting 

- Summarising 

= Using a direct copy of an authors words 

= Expressing someone else’s ideas or arguments in 
= your own words 

= Using your own words to provide a brief statement  
= of the main points covered by a source 



Quotation rules 

- Use sparingly and only when relevant to 
your arguments 

 

- Include short quotations in the body of your 
text with details of the author(s) surname, 
date and page number(s) 

 

- Enclose short quotes in quotation marks 
 

- Longer quotes = separate paragraph 
(indented), without quotation marks. 
Include the details of the author(s) 
surname, date and page numbers. 

 
 



Your assignment:   
 

TeeVee (2015, p. 7) declared that ‘chocolate offers no functional benefits to 
humans’ although on examination this claim is considered to be based on very 
little factual evidence. A respected researcher has offered a counter argument: 
 

 Throughout many years studying the effects of chocolate on humans 
 the overarching finding has been that chocolate creates a level of 
 happiness and relief from stress that can only be matched by  
 sunshine and annual leave; both of  which are not as readily available    
 as chocolate. 
                                                                            (Bucket, 2019, pp. 37-38) 
 

The research on the positive effects of chocolate is more compelling. However, 
more research is required before firm conclusions can be drawn.  

Original text:   
 

Source 1 (short quote): The study shows that chocolate offers no functional benefits to humans. 
 
Source 2 (long quote): Throughout many years studying the effects of chocolate on humans the 
overarching finding has been that chocolate creates a level of happiness and relief from stress that can 
only be matched by sunshine and annual leave; both of which are not as readily available as chocolate. 

 

Quoting 



Paraphrasing rules 

- Use when you express someone else’s 
ideas or arguments in your own words 

 

- Do not change the meaning of the 
original authors work 

 

- Cite the author(s)/editor(s) surname, 
date of publication and page 
number(s) 



Paraphrasing 

Original text:  
 

Overall, it is therefore possible to conclude that 40 grams 
of milk chocolate a day can increase productivity by 65% 
and reduce stress by 75%. However in workplaces where 
long shifts are worked in enclosed environments 40 grams 
of milk chocolate was found to significantly improve 
productivity and decrease stress by a impressive 99%.  

Your assignment: 
 

A study by Bucket and Wonka (2014, p. 170) found that 
chocolate can increase productivity and reduce stress in 
some workplaces by 99 per cent. 



Summarising  rules 

- Provide a brief statement of the main 
points of an article, webpage, report, 
chapter or book 

 

- Detail is not included 
 

- Include author(s)/editor(s) surname 
and date of publication 



Summarising 

Your assignment: 
 
At the same time an 
opposing debate has raged 
suggesting that chocolate is 
responsible for a decline in 
the health of the nation (Salt 
and Gloop, 2018).  

 

Original source: 



Using et al . 

- When a source has more than 3 authors, instead 
of listing all names, use et al. 

- et al. means ‘and others’ 

  

NOTE: In the reference list/bibliography some institutions 
will expect you to list all authors/editors regardless of how 
many there are while others will expect you to use the 
shortened et al. style. Check with your tutor if unsure. 

Loompa, O. et al. (2012) ‘Chocolate and brain power’, Journal of 
Chocolate Appreciation, 44(6), pp. 200-221. doi: 
10.1032/0366561591. 

In-text example: Loompa et al. (2012) found that……… 

Reference list/bibliograpgy example:  



Confidential Information 

- Sources of confidential information are very unlikely 
to be published or easily available to external persons 
e.g. members of the public 

- Anonymise any confidential information relating to 
specific persons or organisations  

- Substitute names of people and organisations with 
anonymised terms such as: Patient X, Child D, 
Placement hospital 

In-text example: Records show that 3 types of chocolate were available 
to patients (Placement hospital, 2018).  

Reference list/bibliography example:  
[Placement hospital] (2018) Snacks available to patients at [Placement 
hospital]. Devon: [Placement Hospital]. Unpublished. 



The reference list 

List in alphabetical order. If more than one source is authored by the same 
individual(s) order by alphabet and then by date. 
 

Note: a bibliography is similar to a reference list. It includes all in-text citations plus 
references of any sources consulted whilst researching your topic. 

Every in-text citation must have a corresponding reference in the reference list: 



Reference list rules 

1) Decide which type of source(s) you need to 
reference 

 e.g. books, journal articles, websites, reports etc. 

 

2) Follow the appropriate referencing rules for 
each source type 

 
Tip: Pay attention to your punctuation. Commas, 
brackets, full stops and quotation marks need to 
be included as per the rules for each source type 

 
     



Bucket, C. (2019) Why chocolate is amazing, 3rd edn. London: 
Open University Press. 
 

Salt, V. and Gloop, A. (2010) Why chocolate is to blame for 
everything. Cambridge: Wiley. 

Books and EBooks 

You need to know:  
 

- Author/Editor (surname and initials) 
- Year of publication (in round brackets) 
- Title (in italics) 
- Edition (if not the first) 
- Place of publication 
- Publisher 
 



© 2019, Open University Press. All rights reserved. 

All the information required 
to reference a book can be 
found on the book’s cover 
and title page (located within 
the first few pages of the 
book). 

Third edition 2019 

© 2019, Open University Press. All rights reserved. 

Bucket, C. (2019) Why 
chocolate is amazing, 3rd edn. 
London: Open University Press. 



Journal articles 

You need to know:  
 

- Author/Editor(s) (surname and initials) 
- Year of publication (in round brackets) 
- Title of article (in single quotation marks) 
- Title of journal (in italics) 
- Volume and part number 
- Page numbers  
- If only available online include doi or URL (Available at: date) 

All authors:  
Loompa, O., Loompa, O., Loompa, O. and Loompa, O. (2019) ‘Chocolate increases 
productivity: a systematic review’, Journal of Chocolate, 48(8), pp. 150-158. Available 
at: www.notarealwebsite.com (Accessed: 27 June 2019). 

Shortened et al. style: 
Loompa, O. et al. (2016) ‘Chocolate and productivity: a systematic review’, Journal of 
Chocolate Appreciation, 56(8), pp. 300-333. doi: 10. 1034/0366583893. 



All authors: 
Ren, Y., Liu, Y., Sun, X-Z., Wang, B-Y., Zhao, Y., Liu, D-C., Zhang, D-D., Liu, X-J., Zhang, R-Y., Sun, H-H., 
Liu, F-Y., Chen, X., Cheng, C., Liu, L-L., Zhou, Q-G., Zhang, M. and Hu, D-S. (2019) ‘Chocolate 
consumption and risk of cardiovascular diseases: a meta-analysis of prospective studies’, Heart, 105(1), 
pp. 49–55. doi: 10.1136/heartjnl-2018-313131. 

Shortened et al. style: 
Ren, Y. et al. (2019) ‘Chocolate consumption and risk of cardiovascular diseases: a meta-analysis of 
prospective studies’, Heart, 105(1), pp. 49–55. doi: 10.1136/heartjnl-2018-313131. 

The information required 
to reference a journal  
article can often be found 
somewhere on the first 
page of the article. 



You need to know:  
 

- Author, organisation name or title of web page if Author or   
  organisation is unknown 
- Year page was published or last updated (in round brackets) 
- Title of webpage in italics (if not used in place of author) 
- Available at: URL 
- Accessed: date 

NHS (2019) Obesity. Available at: 
https://www.nhs.uk/conditions/obesity/ (Accessed: 27 June 2019). 
 

Chocolate uncovered (no date) Available at: 
http://www.chocolate.com (Accessed: 28 September 2016).  
 

Webpages 



Extract the information you 
need to create your webpage  
reference from the webpage 
itself. 

NHS (2019) Obesity. Available at: https://www.nhs.uk/conditions/obesity/ 
(Accessed: 27 June 2019). 



NICE (2014) Obesity: identification, assessment and 
management. CG189. Available at: 
https://www.nice.org.uk/guidance/cg189 (Accessed: 27 
June 2019). 

NICE Guidelines 

You need to know: 
 

- Author 
- Year of publication (in round brackets) 
- Title (in italics) 
- Series or publication number (if given) 
- Place of publication: Publisher (if given) 
- If accessed online include doi or URL 

  
 

 



NICE (2014) Obesity: identification, assessment and management. 
CG189. Available at: https://www.nice.org.uk/guidance/cg189 (Accessed: 
27 June 2019). 



Shortened et al. style: 
Ried,  K. et al. (2017) ‘Effect of cocoa on blood pressure’, Cochrane Database of 
Systematic Reviews, 4, CD008893. doi: 10.1002/14651858.CD008893.pub3. 

All authors: 
Ried,  K., Fakler,  P. and Stocks  N.P. (2017) ‘Effect of cocoa on blood pressure’, Cochrane 
Database of Systematic Reviews, 4, CD008893. doi: 10.1002/14651858.CD008893.pub3. 

- Author (surname, initials) 
- Year of publication (in round brackets) 
- Title and any subtitle (in single quotation marks) 
- Database name (in italics) 
- Issue number 
- Article number 
- doi  

Cochrane Systematic Reviews 

You need to know:  
 

 



Ried,  K., Fakler,  P. and Stocks  N.P. (2017) ‘Effect of cocoa on blood pressure’, Cochrane 
Database of Systematic Reviews, 4, CD008893. doi: 10.1002/14651858.CD008893.pub3. 

Most of the information required to reference a Cochrane Systematic Review 
is easily identifiable. However to find the issue and article numbers click on 
‘cite this review’.  



Health and Social Care Act 2012, c. 7. Available at: 
http://www.legislation.gov.uk/ukpga/2012/7/contents (Accessed: 28/06/2019). 

- Title of Act, including year and chapter number (in italics)  
- Country/jurisdiction (if referencing legislation from more 

than one country) 
- URL 

Acts of Parliament 

You need to know:  
 

 



Health and Social Care Act 2012, c. 7. Available at: 
http://www.legislation.gov.uk/ukpga/2012/7/contents (Accessed: 28/06/2019). 



When not to cite 

- When you use your own ideas and 
original research 

- Using facts found in many sources     
e.g. The main ingredient of chocolate is cocoa 

- When discussing things that are easily                       
observed.                                        
e.g. Chocolate is often found next to supermarket 
checkouts 

- Common sayings                             
e.g. Chocolate is the answer, who cares what the 
question is 

 
 

     



- Leave enough time  
- Make sure you know which type of 

sources you need to reference 
- Follow the rules for each source type 
- If you’re not sure check with a tutor 
- Pay attention to your punctuation 
- Be consistent 
 
 

Top tips 

Check the referencing guidance issued by your college 
or university – sometimes institutions use a slightly 

modified style of Harvard. Make sure your references 
reflect the style expected by your institution.  



Further help 

Book: 
 

Pears, R. and Shields, G. (2019) Cite them right: the essential 
referencing guide. 11th edn. London: Red Globe Press. 
 
Find in the Library at: L 125 
 

Online tools: 
 

Cite this for me - http://www.citethisforme.com/ 
(see separate handout for more details) 
 

All works cited in this document are fictional. Author names are taken from characters in:  

Dahl, R. and Schindelman, J. (1977) Charlie and the chocolate factory. New York: Bantam Books.  


