Referencing using the Harvard Method

When you write an assignment, you will refer to literature which you have read in order to provide facts, illustrate a point, outline a particular theory, present an argument, or support your opinion.  You must acknowledge all works that you refer to, by providing references.  References are flagged within the text, and listed at the end of the document.

It is important that you never present another writer’s material or ideas without acknowledging the source by a reference.  To do this is plagiarism, for which you will be penalised if detected.  In fact, you receive more credit for showing that you have read a number of works, and have gathered your ideas from a number of sources.

References are essential:

	To prove that you have researched your topic and that your ideas have been considered in the light of documented material.
	To acknowledge the source of your information and ideas.
	To distinguish between your own opinions and those of others.
	To substantiate your ideas and arguments.


The Harvard Method

Adding references to the text

The Harvard, or Name and Date, method of referencing is one of the most commonly used.  In the body of the text, the surname of the author to whom you are referencing is given, followed by the year of publication, all in brackets. For example:

The original work (Smith 1990) has now been questioned (Jones 1994).

If the author’s name appears naturally in the text, add only the date in brackets.  For example:

The original work (Smith 1990) has now been questioned by Jones (1994) and Roberts (1995).

Where there are 2 authors, both should appear in brackets.  For example:

In a recent study (Williams and Jones 1995) more explicit conclusions were drawn.

If there are 3 or more authors, only the first should appear, followed by et al. meaning “and others”.  For example:

Recent research (Roberts et al. 1996) contradicts these findings.

When an author has published more than one work in the same year, the works should be identified by including a, b, etc after the date.  For example:

Further studies (Smith 1995a) agreed with initial findings (Williams 1992b).


Listing references:

Your list of references appears alphabetically by author at the end of the document.  You should provide the reader of your work with enough information to locate items to which you refer

Books:
.	each author’s name and initials
.	year of publication in brackets
.	title of book in italics or underlined
.	edition, if more than 1st
.	volume number, if any
.	chapter and/or page numbers if necessary
.	place of publication
.	publisher’s name

For example:

Newby, M. (1989) Writing: a guide for students.  Cambridge, Cambridge University Press.

Rudestam, K E & Newton, R.R. (1992) Surviving your dissertation: a comprehensive guide to content and process, pp 120-125.  London, Sage publications.

For edited books by different authors, refer under the editor’s name.  For example:

Morgan, D, & Stanley, L. Eds. (1993) Debates in sociology.  Manchester, Manchester University Press.

If you are directly quoting an author who has contributed, refer to the particular chapter.  For example:

Roberts, H (1993) The women and class debate.  In Debates in sociology.  Eds. Morgan, D. & Stanley, L. pp52-70.  Manchester, Manchester University Press.

Journals:

.	each author’s name and initials
.	year of publication in brackets
.	title of article
.	title of journal, in italics or underlined
.	volume number and part number
.	the number of the first and last pages of the article

For example:

Weiner, B. (1985) An attributional theory of achievement motivation and emotion.  Psychological review, vol. 92, pp 548-73.

Audio-visual material:

For audio-visual materials, include the author or director, title, format, date and publisher.  For example:

Robinson, P. Director (1982).  Making your case.  [videocassette] London, Video Arts Ltd.

Internet Sources:

There is not yet a standard related to referencing Internet sources.  However, you should follow the general rules for Harvard references, giving enough information for the reader to locate the item including author, title and Internet address.  For example:

·	Dover, Richard (1996) Blake’s poetry.http://io.newi.ac.uk/rdover/blake/poetry.html
·	www.coventry.ac.uk/eng  (2002)

Corporate Authors:

Works of corporate authorship are works produced by national bodies, groups, government departments, committees etc.  Such publications are often referred to by the chairperson, but the name of the chairperson should not be used as the author.  You can give the name of the chairperson in brackets after the title.  For example:

Great Britain, Department of Health and Social Security (1980) Report of the working party on inequalities in health (Chairperson: Sir Douglas Black).London, D.H.S.S.


Government Publications: 

These are usually of corporate authorship, and should be listed according to the department responsible for publication.  For example:

Great Britain.  The Home Office (1990) the Hillsborough Stadium Disaster, 15 April 1989: inquiry by Lord Chief Justice Taylor: final report. London. H.M.S.O.

Conference Papers: 

As a general rule, list as much information as possible, including dates and the body responsible for publication.  For example:

Kregel, J A. et al. (1989) Factors in business investment: papers of a conference held at the Science Centre, Berlin September 1987.  Berlin, the Science Centre.

Unpublished Material:

You may refer to items which you found useful, but which are not officially published, for example pamphlets, internal working papers.  They should be referenced in the same way.  For example:

Jones, A. (1996) Guidelines for writing.  Unpublished report.  Liverpool, Newton Institute.

You may even wish to reference a useful interview or conversation you have conducted.  For example:

Roberts, A. (1996) Personal communication.

Second-hand References:

Whenever possible, you should quote from original sources.  If this is not possible, use the term “cited by …..” followed by the reference for the work in which it is quoted.  For example

Newby, M. (1989) Writing: a guide for students, Cambridge, Cambridge University Press: Cited by Smith, A. (1992) Students’ writing skills London, Kogan Page.

Direct Quotations:

If your quotation is brief, less than 2 lines long, you should include them in the text in inverted commas.  For example

Many academics have pointed to need to develop writing skills in students.  It has been argued that “writing is like talking: a natural ability – once you have learned how to do it” (Newby 1989).

Remember then to add Newby to the lists of references.

If your quotation is longer than 2 lines, indent the whole quotation as a new paragraph.  You do not need to use inverted commas.  Add the page number(s) where the quote is taken from, and use 3 full stops to indicate any word(s) you have missed out.  For example:
Many academics have pointed to the need to develop writing skills in students.  Newby (1989) asserts. 
  
Writing is like talking: a natural ability – once you have learned to do it.  It develops with use in the right environment.  You can learn how to write better…. Don’t give up hope: the chances are that you  can still improve considerably (p 5).

Compiling a Bibliography:

A bibliography is a list of all the books you have used to write your assignment, and includes everything you have found useful, even it you have not referred to it directly in the text.  It will therefore include everything from your list of references, plus others.  The bibliography appears at the end of your work, after the list of references.  List all items alphabetically by the author’s surname, and by date within that if there is more than one work by the same author.  Follow the same system as for your reference list.

Language and Study Skills Web Resources

Writing and Study Skills Internet Sites at UK Universities and Higher Education Colleges
(Links last completely verified as active: 3 December 1998)

Unlike elsewhere in the world, many UK universities and colleges treat their language and study skills advice as a matter for internal secrecy rather than an opportunity for self-advertisement.  The sites noted here are open to public scrutiny, though they may only indicate part of a site’s total resources.


University of Birmingham
http://www.is.bham.ac.uk/gel/" http://www.is.bham.ac.uk/gel/ 
Guide to effective learning.
http://www.birmingham.ac.uk/english/bibliography/students/essay.htm" http://www.birmingham.ac.uk/english/bibliography/students/essay.htm 
Essay writing hints.
Note also the “4S” and “HelpDisk!” software, available only internally to students and staff.

Bradford University
http://www.brad.ac.uk/admin/studev/study.html 
Brief essay writing hints and exam tips.  Site in the process of being constructed.

Coventry University
http://www.coventry.ac.uk/cms/jsp/polopoly.jsp?d=373&a=1732" http://www.coventry.ac.uk/cms/jsp/polopoly.jsp?d=373&a=1732 
Imaginative set of tutor and student materials based on tutorials for essay writing, note taking, presentation skills, conceptual thinking, time management etc.  It appears that Coventry University may be beginning to close off its site, so the normal link to this sort of material (http://home.edu.coventry.ac.uk/downloads/index.htm ) is no longer valid externally.

University of Edinburgh
http://www.englit.ed.ac.uk/index.htm" http://www.englit.ed.ac.uk/index.htm  
The PASS software analysing a student’s current level of key skills.

Kingston University
http://www.kingston.ac.uk"  http://www.kingston.ac.uk/forecasting/respres/material.htm#writing%20skills   
Use the “Study Guides” button to access essay writing, note-taking and revision/examination hints.

University of Leeds
http://www.leeds.ac.uk"  http://www.leeds.ac.uk/history/weblearning/boddington.htm  
Technically ambitious sites of the Teaching and Learning Support Unit at Leeds.  This is operated through a virtual world, in the form of the so-called Nathan Bodington building.  Students are encouraged to enter and seek admission to a variety of rooms in which can be found interactive, on-line learning resources provided by various departments of the University.

University of Lincolnshire & Humberside
http://www.lincoln.ac.uk/post-grad-courses/programmes/edu_msc_edlearn.html" http://www.lincoln.ac.uk/post-grad-courses/programmes/edu_msc_edlearn.html  
The Effective Learning Programme (ELP), in which a student’s performance and private data is involved, is for internal use only.  General information about the programme available in the form of Adobe AcrobatTM files.  You can obtain free read-only Acrobat software from a variety of Internet sites or from CDs supplied by computing magazines.

University of London: Queen Mary and Westfield College
http://www.learndev.qmul.ac.uk/sefp/sefpcomms.html" http://www.learndev.qmul.ac.uk/sefp/sefpcomms.html
Some useful interactive tests on grammar and the difference between spoken and written English.

Open University
 http://www3.open.ac.uk/courses/bin/p12.dll?C02A172" http://www3.open.ac.uk/courses/bin/p12.dll?C02A172 
A growing site with useful note-taking and essay writing materials, together with links to faculty specific items.

University of Plymouth
 http://www.plym.ac.uk/learn/resource.htm 
Simple, but extensive series of web-pages on a whole range of study skills.  Recommended.

University of Surrey
http://www.surrey.ac.uk"  http://www.surrey.ac.uk/TLC/Resources/thesis.htm   
Mainly multiple-choice exercises designed for use by international students, but of wider use for essay/thesis writing.

University of Sussex
http://www.sussex.ac.uk/Users/ssfj3/study1.html 
Pages produced by Paul Taggert, Lecturer in Politics at Sussex


University of Wales, Bangor
http://www.bangor.ac.uk/english/onlinetr/essayguide.htm 
General essay writing hints from the Department of English.

National Union of Students
http://www.studentuk.com 
The web site gives a wide variety of items of advice and information including pages on bibliographies, essays, examinations, notes, seminars and presentations.  Recommended.
http://www.studentuk.com/cgi-bin/search.cgi?qt=essay+writing&ss=0&search=Search" http://www.studentuk.com/cgi-bin/search.cgi?qt=essay+writing&ss=0&search=Search  
Use this link if you want to jump straight in on the topics noted above and if you are content to use the primitive index  system.

Writing and Study Skills Internet Sites from Commercial Sites and Non-UK Universities

Those seeking to improve the quality of their written English (whether this be in terms of spelling, grammar, expression or essay structure) have traditonally had the option of either contacting their tutors for personal advice or seeking enlightenment through printed guide-books and manuals.  OWLS (on-line writing labs) offer an extended Internet equivalent to these with a plethora of hand-outs and academic hyper-text links, as well as the prospect of having a sample of one’s work anonymously assessed over the Internet.

Purdue University
http: //owl.english.purdue.edu/writers/by-topic.html
A comprehensive set of information sheets in which parts of speech, sentence construction, punctuation, and spelling form an important part.  Recommended.

Common Errors in English
http://www.wsu.edu/~brians/errors/" http://www.wsu.edu/~brians/errors/  
This site simply and entertainingly explains a number of common spelling and usage errors in English.  These errors include words that sound the same but are spelled differently, words that are misused, and commonly mis-spelled words.  Highly recommended.

Finally, you might note that the Internet contains a variety of dictionaries for different languages and for technical terms, as well as thesauruses, to help you find the exact words you require.  The best web-sites for this purpose are to be found at the following addresses:
http://www.yahoo.com/Reference/Dictionaries/ 
http://www.word2word.com/dictionary.html" http://www.word2word.com/dictionary.html 


