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(All the data concerning referncing in text and in the list of refernces are taken from
http://education.exeter.ac.uk/dll/studyskills/harvard_referencing.htm, pls. see this page for
further details.)

References in the text should be as follows: You might summarise and correctly
reference the entire gist of the book in the following way: Phillips (1999) suggests that
generational change is inevitable and continuous.

Direct quote from a book or journal article with one author as follows: When
organising our time, Adair (1988: 51) states that ‘the centrepiece will tend to be goals and

objectives’ or When organising our time ‘the centrepiece will tend to be goals and objectives’
(Adair, 1988: 51)
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Direct quote from a book or journal article with two authors should look as follows:
McCarthy and Hatcher (1996: 69-70) insist that with presentations ‘structure must be clear
and precise’.

Direct quote from a book or journal article with three authors looks like this: Fisher,
Ury and Patton (1991: 37) suggest that when emotional issues cloud negotiation, ‘some
thoughts are best left unsaid’.

Direct quote from a book or journal article with more than three authors looks like
this: Morris et al (2000: 47) state that ‘the debate of these particular issues should be left to
representative committees’.

When you paraphrase, it will look much the same as the direct quotation examples, but
without the inverted commas: By improving your posture you can improve how you
communicate feelings of power and confidence (McCarthy and Hatcher, 1996: 111).

Direct quote and paraphrasing from a source with a ‘corporate’ or government author
looks like this: The DfEE (2001: 8) suggest that each year ‘some have estimated the cost to
the country of poor literacy and numeracy skills to be as high as £10 billion’ or paraphrase:
The effect of low levels of adult numeracy and literacy skills could be costing Britain around
£10 billion each year (DfEE, 2001: 8).

If the author you are quoting from will quote another author to support his or her
argument, you should reference like this: Eisenberg and Smith (in Bolton, 1986: 85) agree
that ‘it is hard to assign general meaning to any isolated nonverbal sign’.

If the author of a source is anonymous, replace the author’s surname with the title of
the work in the brackets containing the reference: The flora and fauna of Britain ‘has been
transported to almost every corner of the globe since colonial times’ (Plants and Animals of
Britain, 1942: 8).

Reference newspaper and magazine articles in the same way you would for other
books and journals. The Guardian reported that twenty-nine inmates were participating in the
programme (‘Serving time’, 1996: 21).

Sometimes you may wish to use material from lectures, discussions, interviews, or
distance learning courses to supplement your assignments. Mr Bob Builder, Managing
Director of Builder’s Construction, stated in an interview on 5 September 2000 that
‘customers were increasingly asking for traditional methods and materials to be used in
construction projects’.

Dr Wilma Flintstone stated in her lecture on 5 September 2000 that acid jazz has roots
as far back as 1987. Adult learners should learn the art of effective note taking for the simple
reason that students ‘are more likely to remember what they have heard or read if they take an
active part in their learning’ (Dhann, 2001:3). Or, if the author is uknown: Adult learners
should learn the art of effective note taking for the simple reason that students ‘are more
likely to remember what they have heard or read if they take an active part in their learning’
(Department of Lifelong Learning, 2001: 3).

Electronic sources such as WWW pages, electronic databases and electronic journals
are cited in the text in much the same way as traditional print sources, with the exception of
page numbers. The author’s name is followed by a publication date, but no page numbers are
listed. If no publication date is available, and this might be the case for WWW pages, then
where the date should go, insert (n.d.) which stands for ‘no date’. If no author is listed for an
electronic source, use the title of the publication in the same way as you would for any other
anonymous source.
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