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1 What is referencing and why is it done?
A properly referenced academic assignment provides all the details (authorship, date, name of book or journal, etc.) necessary for your reader to find the information you have used.  Apart from this reason, other important reasons are:

· Honesty: you are otherwise implying that the ideas are your own

· Authority: in academic writing, your conclusions must be based on some type of evidence.  The academic work of others may be used as evidence
  
· Politeness to the people whose words or ideas you have used

The research and theories of your sources are the building blocks of your assignment, not simply additions.  An academic assignment which does not contain references implies that all the ideas are your own and that you have done no reading.  Remember that referencing applies to all assignments, not just when the lecturer happens to mention referencing to you. It also applies to all images, tables, diagrams, etc. that others have produced and you are using, even with adaptations, in your work.  Poor referencing in any assignment will result in a poor mark.
 
 
What sources can I use in an academic assignment? 
Books, reports, journals, conference papers and theses (both published and unpublished), electronic sources (including the Internet), lectures, personal communication. 


2 Different referencing systems
There are several different referencing systems, but the most commonly used in British universities is called the Harvard system.  Features of this system will be shown and explained below. 

In addition to the Harvard system, the Footnotes/Endnotes system is fairly widely used: Law is one of the subject areas where this is common, but you will also find many examples of this system in Business textbooks. There are advantages to each system, but you are advised to use the Harvard system for your assignments within Aston Business School.  For Law assignments, however, you will also need to use the Footnotes system for providing case references. If you are a Combined Honours student, other Schools may also require you to use Footnotes. 

All referencing systems comprise two parts: signals (called citations) within your essay/ report to full details of your sources.  The full details of all sources are presented as a Bibliography at the end of your assignment (Harvard) or as a list of notes at the bottom of each page (Footnotes).


	TEXT 1 (HARVARD STYLE):

Non-financial rewards and recognition
An excerpt (p.369) from: 
Marchington, M. and Wilkinson, A. (2005) Human Resource Management at Work: People Management and Development (3rd edition). London: CIPD  

It is important to consider the role which non-financial rewards and recognition play in motivating staff and in this section we examine a number of these.  Semler’s (1993) story of his company and management style in Brazil is a good example of how employees accept responsibility when they are treated in such a way that they are obviously valued.  The desire of many individuals to seek opportunities for personal growth through their work is very powerful (Lewis, 2001).   Gratton (2004) argues that reward themes should emphasise both monetary and non-monetary rewards and the latter would include opportunity to participate in decisions about where and when they work as well as job design.  This fits with the notion of ‘total reward’ where managers are urged to address the whole psychological contract to produce optimum results (Thompson, 2002, p.41).  

How do job characteristics combine to motivate, reward and recognise good employee performance?  According to Ford (1969), “perhaps they have the effect of a shotgun blast; it is the whole charge that brings the beast down” (quoted in Robertson et al 1992, p.62).  A ‘job characteristics model’, developed by Hackman and Oldham (1976), incorporates the job characteristics they believe are involved in job satisfaction and motivation.
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	Harvard referencing features
 
· Notice that there are 2 methods of citation:
1. Author’s name (date in brackets) forms part of the sentence.
2. Author’s name and date are both placed in brackets at the end of the sentence. 
· How are authors named? (one or two authors)  
In text: surnames only.
Bibliography: surnames first, followed by initial(s).

· More than two joint authors/editors
In text: surname of first author, followed by et al. (‘and others’)
Bibliography: names all authors, separated by commas but with “and” before the last author’s surname.

· When you wish to refer to a source you have not read
In text: give the author’s name and date of the work, but additionally give the details of the book where you found the reference, e.g.
Ford (1969), quoted in Robertson et al. (1992) p.62
Bibliography: only provide the details of the book you consulted.

· Different uses of page numbers
In text: (1) for direct quotations; (2) for ideas, tables, etc. which appear only on a specific page/pages. 
Bibliography: to signal the pages for an article or chapter in a journal or edited book.  

· Punctuation 
Direct quotations
Use inverted commas for short quotes (single or double, but be consistent); indent (as in texts 1 – 3) long quotes - inverted commas are not required. Do not 1.5 or double-space the indented text. 

Book or journal names: use italics
Chapter or article names: use single inverted commas

· Order of bibliographic information
A Harvard bibliography is basically an alphabetical list of authors which  provides all the details of the source.  

For a book: Author’s surname, followed by initials; date; name of the book; (edition number if not the first edition); place of publication; publisher.  
A book with contributions from several authors and an overall editor/editors additionally requires the name of the chapter; chapter author’s name; and the page numbers of the chapter.

A journal article additionally requires the volume and issue number.  As in this example, some journals might not give an issue number. It does not require the place of publication nor the publisher.   

Electronic sources, including electronic journal articles, also require the URL (web address) and the date you accessed the site, e.g. 
Holland, M. (2002) ‘Citing References’ [online]. Bournemouth University. Available from: http://www.bournemouth.ac.uk/library/using/citing_references.html
[Accessed 10 July 2006]
If there is no named author, give the name of the institution or company. 






	TEXT 2 (HARVARD STYLE): 

Selection interviews 
An excerpt (p.180) from: 
Marchington, M. and Wilkinson, A. (2005) Human Resource Management at Work: People Management and Development (3rd edition). London: CIPD 

Most commentators agree that selection interviews are riddled with problems, some due to the nature of the interview process, others to the skills of interviewers.  The major problem was clearly articulated by Plumbley (1991, p.103) many years ago when he wrote that interviewing is “an everyday occurrence and is the most widely used assessment technique.  It is part of the popular vocabulary.  It looks easy, and everyone is inclined to believe they are good at it.  Therein lies the danger and the confusion."  Much of this can be explained by attribution theory, the view that applicants are defined as ‘good’ if they obey the rules of the interview set by the interviewer and ‘bad’ if they do not comply (Cooper et al 2003, p.104).  Similarly, interviewers have a tendency to select candidates who display attributes that they regard as important, who behave – or even look – like others for whom they have positive feelings, or who say something early in the interview with which the interviewer agrees (Taylor 2002).  The converse also applies, but such ‘halo’ or ‘satan’ effects are not visible to other members of the panel, and sometimes not to the interviewers themselves, and are therefore almost impossible to take into account.  A common problem is that interviewers have highly selective memories for what has been said, typically picking up on one point to support their predetermined opinion while being unaware of contraindications (Taylor, 2002, pp. 173-174). The rituals associated with the interview are more important than is often admitted and it is unusual for hiring decisions in Britain to be made without face-to-face contact, though this has happened with the recruitment of teachers and nurses from overseas. 

Structured interviews are seen as a way of improving the validity and reliability of selection decisions (Cooper et al 2003, pp.94-98).  Several features differentiate them from traditional interviews……….
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	How to use references
The first paragraph of this text about selection interviews in Britain provides a clear example of how other people’s researches and theories are used to provide evidence.  

· The first sentence of the paragraph (the ‘topic sentence’, i.e. tells you what the paragraph is about) is in fact an overall summary of several writers’ findings. Evidence to support this statement is given through various writers’ conclusions.  

· Notice that no references are given for the points made in the last sentence.  The writer probably believes that most British people would agree that face to face interviews are the norm.  It is also quite believable that face-to-face interviews are not widely used in the recruitment of teachers and nurses from overseas.  However, if you were writing an essay, you might want to refer to these statements and make your own comments (and preferably find some statistical evidence) that, for example, telephone interviews are increasingly used and/or that workers from overseas are sometimes interviewed by local agents. 

· Remember that in most of your academic work you will be involved in applying existing theories to new evidence and/or finding evidence to question or refute existing theories/research findings.  The paragraph on selection interviews uses other writers’ conclusions for support. Do not, however, restrict your reading to finding sources which support your arguments. You will also need to evaluate opposing arguments.

· You do not always need to quote a whole sentence.  In fact, most quotes need to be slightly shortened to that they fit grammatically into your sentence, e.g. the first sentence by Plumbley.  If you want to shorten a direct quotation, use ellipsis (…) to show that you have omitted words. 

· Similarly, you signal any word that you have added by placing it within square brackets.  In text 1, for example, without the introductory sentence which identifies job characteristics as being the subject under discussion the quote from Ford could have been presented as ‘ perhaps [job characteristics] have the effect of a shotgun blast’ (Ford, 1969, quoted in Robertson et al. 1992, p.62) 

Reliability of sources 
Since your aim is to give your work ‘authority’, carefully consider the reputation of your sources (writer or institution) and also factors such as the date, place and cultural context of the study.  It would be difficult, for example, to use the research on selection interviews in Britain to prove your own theory about selection interviews in a totally different culture. Similarly, the quote by Plumbley (written in 1991) might be regarded as an inaccurate representation of Britain in 2006. The reliability of electronic sources, in particular, needs to be carefully evaluated. The Library produces a useful handout called ‘Evaluating web sites, which gives the criteria you need for assessing the quality of websites, through, for example, assessing affiliation.





Some other things you should know about
REFERENCING

1	Keep detailed records of where you find ideas or specific words. Record all the details, including page numbers, before returning a book you have used to the library.  You also need to ensure that you refer to the correct edition  – some of the information (and certainly page numbers) will be different in different editions.  When making notes, clearly separate your words and thoughts from those of others, e.g. through the use of different colours.  
 
2	Accurate referencing is time-consuming. Do not leave your bibliography/list of references until the last minute – spend a few minutes working on it whenever you find yourself needing a break from editing or proofreading your work.  Many students submit work that is badly or barely referenced because they have run out of time and energy and think that it is not so important.  
 
3	It is your responsibility to show why you have used the reference.  You need to use it as part of an argument, not just throw it in to show that you have done the required reading.  If you do not understand someone’s work properly, it will show in your use of that reference. Do not be tempted to use something simply because the author is important. Also, overuse of direct quotation is often a sign that a student has not understood the information.  We suggest that the maximum percentage of direct quotation in your work is around 33%.   

4	If you are paraphrasing or summarising someone’s ideas, make sure that you make no changes to the meaning. Also, if you are using a direct quotation, make sure that you do not just use an extract that suits your argument if this is not the emphasis of the author’s opinion.   If you feel that an idea can be improved, add this as your own comment.  If you feel that a definition can be improved by the use of an extra phrase or word, state this, explaining why it is necessary. 

5	A primary source is a text that you have read; a secondary source is a text which is referred to by your primary source, but that you have not read yourself.  Although you provide the name of the original writer within your text, it is only details of the primary source which you include in your bibliography.  See text 2 for an example of this.  

6	When using information from web pages other than electronic versions of journals, print the web page for future reference since some sites are often changed and you may not be able to access the same information again. 

7	The bibliography can also be called references or list of references, but remember that referencing consists of 2 parts: signalling your source within your text and then providing full details of the source in a bibliography (Harvard style) or in the footnotes. 

8	As with all other sources of words and ideas, remember that references are always needed for:  
· Statistical information.
· Definitions: if you are asked to define something, you will need to refer to existing definitions, even if you want to expand upon these.

Plagiarism 

Unless you reference all ideas, diagrams and/or words which you have read and subsequently use in academic work, then you are guilty of plagiarism, which is a serious academic offence.  If you quote someone’s words (use the exact words), paraphrase (change the words, retaining the original meaning), summarise a theory or research findings, or use or adapt any graphical information (chart/table/etc), you must always accurately record the name of the original writer and where you found the information. 

Aston University’s definition of plagiarism states that it is “a form of cheating in which a student uses, without acknowledgement , the intellectual work of other people and presents it as his or her own” (REG/02/386 p20).  

Apart from computer software which can check whether an assignment contains plagiarism, there are several other ways in which your lecturer may realise that you have plagiarised:  Firstly, your own style of writing is likely to be very different from other people’s; secondly, students often use the same sources and lecturers will often have noticed exactly the same words used by someone else. Also, remember that your lecturer will have a good knowledge of ideas in her/his field, so you are unlikely to succeed in presenting an idea as your own.

If a lecturer finds that an assignment contains plagiarism, the student’s work is referred to the Director of Studies and the student may be called to a disciplinary meeting.  This could result in a 0 mark being awarded for the student’s work in that module. 
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Citing webpages

Use the below examples as template for citing webpages. 

Engineering in the UK today

Based mainly in London, there are many professional organisations for engineers. One example is the Institute for Mechanical Engineers which has representatives in 140 countries (IMechE, 2016). Despite the popularity of engineering as a discipline, recent reports suggest that the UK is facing dire shortages of engineering talent (Engineering UK 2015; The Independent, 22/6/15). Controversially, despite this, in some areas of the country engineers are finding it difficult to find employment. Recently cutbacks by the engineering company Babcock has brought this issue to the public attention in Scotland where 270 redundancies have just been announced (BBC, 2016)
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