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The following notes may prove helpful when leading discussion.  The answers provided are not exhaustive and colleagues may present other valid, relevant, and interesting answers or examples of their own.


The following reasons may be presented:

1. To help students and other writers to ‘find their own voice’ in assignments, that is, to give weight to an idea an idea that connects with the way the writer feels about the subject;
2. To support  arguments and give credibility to the information presented in assignments;

3. To enable tutors and other interested readers to trace the sources cited and to use the same evidence for their own purposes;
4. To enable tutors and others to check the accuracy and validity of the evidence presented;

5. To trace the origin of ideas;
6. To help to build a ‘web’ of connected ideas;
7. To identify which authors or sources have been influential in shaping the direction taken by a writer;
8. To give an appreciation to originators of work for their contribution to knowledge;
9. As a tangible demonstration of academic integrity, including avoiding plagiarism.

	Author-date (Harvard) style:

Cites name(s) of author(s) or organisation with year of publication in the text, e.g. Handy (1995). 
All sources are listed alphabetically at end of an assignment and labelled ‘References’ or ‘Bibliography’.


	American Psychological Association (APA) style:

Relatively small differences exist between Harvard and APA style, and in practice, they often merge into a hybrid. The main noticeable differences tend to be with citation punctuation, the way multiple authors are cited and referenced, and with referencing electronic sources.


	Modern Languages Association (MLA) style:

This differs from Harvard and APA in that the page number, instead of year of publication, is cited in the text, e.g. (Handy 149). The full list of references at the end of the text is also labelled ‘Works Cited’, or ‘Works Consulted’. 
Proper words in the titles of works cited are capitalized and underlined. The last name of an author is followed by the full first name(s), for example:

Handy, Charles. Beyond Certainty: The Changing Worlds of  

     Organisations. London: Hutchinson, 1995.


	Running-notes style:

This style uses superscript (or bracketed numbers) in the text, which connects with a reference in either footnotes or chapter endnotes. A bibliography is included at the end of the assignment, which lists all the works referred to in the notes. This system uses a different number for each reference in the text.


	Numeric style:

Uses bracketed (or superscript) numbers in the text that connect with a list of references at the end of the text. The same number can recur, e.g. if a source is mentioned more than once in the text.



Harvard and APA Styles  
The advantages are:

· Most useful when all sources are printed, and these have one or more designated authors;
· Easy to follow the chronological progress of a particular debate;
· Easy to add or subtract in-text citations and references (particularly useful for last minute assignments!);
· Relatively easy to learn; relatively easy to teach;
· Familiar: recognisable from many book and journal articles;
· No distraction from the text to look at footnotes or endnotes.

The disadvantages are:

· Less useful when citing and referencing sources without authors and/or dates, and particularly internet references;
· Awkward for citing television, radio and other audio-visual sources;
· Long-winded for citing secondary sources;
· In-text citations are normally counted in assignments on most degree courses as the student takes ‘ownership’ of evidence cited. This can add significantly to the word count.

MLA Style
The advantages are:

· Similar to Harvard and APA, plus helps the reader to find a specific piece of evidence easily in a printed source, particularly in a large-scale work or multi-paged newspaper.

The disadvantages are:

· Like Harvard and APU Styles, it works less satisfactorily with non-printed sources and can be numerically messy when citing an author or number of authors in the same citation, e.g. Huws has argued (1993: 45; 1996: 23-30; 1999: 33-35) that…

Running-notes Styles 
The advantages are:

· There is a long tradition of using footnotes in essays, which, arguably, gives a dignified presence to their appearance in essays and imparts an air of authority, and credibility to the evidence presented.  
· The advantage of this referencing style is that it can be used for both authorial notes and to cite sources. Page numbers can be included in these footnotes or endnotes, so the text of your assignment remains uncluttered with source names, dates and page numbers. It is also particularly useful for referencing secondary sources, as details of both secondary and primary source can be given in the notes, rather than in the text.  

· The reader can also immediately identify the source on the same page it is mentioned without having to turn to the references or bibliography. Grafton (1997) argues that the use of footnotes enables writers: “…to make their texts not monologues but conversations, in which modern scholars, their predecessors, and the subjects all take part” (P.226). They serve, therefore, as an opportunity for the writer to add authorial asides away from the main text. 
The disadvantages are:

· In mechanical terms, the main disadvantage of the style is that it can be awkward for a student to format last minute additions and changes, although referencing management software has helped to reduce the problems this once caused. 

Numeric Referencing styles
The advantages are:

· Discreet and easy to use and without the necessity of footnotes.  All numbers refer to a numerical list of references at the end of an assignment

The disadvantages are:

· Same comments as for Running-notes styles


When to reference

A common problem is not referencing evidence presented so the tutor is left wondering where the information has originated and whether any plagiarism is involved.

Another problem is not making clear which parts of a paragraph relate to a citation: whether all the information presented relates to the cited source, or just some of it.

At the opposite end of the scale, some students over-reference their text with multiple citations when one might suffice. They are often unclear as to when it is appropriate to use multiple sources in support of any piece of evidence presented.
Students are often not clear about when referencing is not necessary, i.e. what constitutes ‘common knowledge’.

Common Knowledge

The issue of what is common knowledge is a problematic area for both students and tutors. Angélil-Carter (2000), for example, found that common knowledge to one tutor was not to another, even in the same subject area. 

So what is ‘common knowledge’? One working definition is:
… information that is presumed to be shared by members of a specific "community" — an institution, a city, a national region, the nation itself … a particular race, ethnic group, religion, academic discipline, professional association, or other such classification.










(Hopkins 2005)
Common knowledge has two main elements. 

First, there is knowledge in the public domain. These are generally undisputed facts circulating freely in the public domain. It would also include general and factual descriptions of folk lore and traditions, although specific author comment on these would be referenced. It covers too, commonplace observations, phrases, or aphorisms on the world about us; for example, that the dark winters can have a depressing impact on our moods, although if specific evidence was mentioned to that effect, this would be cited. It would cover descriptive historical summaries of past events or periods, taken from general reference sources, where most commentators agreed on what happened, with no disagreements on dates. However, disagreements among commentators on causal factors of these events would be noted and duly referenced 

Second, there is common knowledge within a discipline.  Every subject area has its own set of commonly agreed assumptions, jargons, and symbols into which the student becomes drawn and which do not have to be continually explained or referenced.  At degree level, it is assumed that students starting on many courses where there are particular subject prerequisite, e.g. sciences, maths, English literature, will have already tuned into these. (Hopkins 2005).

However, as suggested earlier, not everyone agrees on what is common knowledge within specific subject areas and this is a field of current research in referencing (see Thompson 2005). Successful navigation of this arena, without drifting into plagiarism, often requires discussion and negotiation between students and individual tutors early in any course.    

How to reference

Referencing electronic sources can present students with particular difficulties. A common mistake, with Harvard, APA and MLA referencing styles, for example, is for the URL address to be cited in the text, instead of a named person, website name, or in the absence of both, a screen or abbreviated source title.  

Other general referencing difficulties include:

· Managing secondary referencing, particularly when it is, or is not, appropriate to use secondary sources, and how to cite and reference them;
· Presenting separate lists of sources, e.g. books, journals, websites, instead of one alphabetical list (for Harvard, APA & MLA styles);
· Not listing sources in alphabetical order within references or bibliographies (for Harvard, APA and MLA styles);
· Missing vital information from a source listed in the references or bibliography, for example only supplying a URL website address in the list of references without the necessary additional information, e.g. name of website; year item published on the site; title of screen; date information was retrieved or accessed from the Internet;
· Citing sources in the text, but then not listing the source in the list of references or bibliography, or vice versa;
· Not connecting citation information accurately to sources listed in the references or bibliography, e.g. name cited in text does not accord with full source detail;
· Giving too much information in an in-text citation;
· Not recognizing surnames from forenames in a list of references or bibliography.


	Situation
	Yes
	No

	1. When quoting directly from a source


	√
	

	2. To give the source of any statistics or other data


	√
	

	3. When summarizing what has happened over a period of time, and where there is general agreement by commentators on cause and effect


	
	X

	4. When using definitions


	√
	

	5. When summarizing or paraphrasing what is found on a website, and when no writer, editor or author name is shown


	√
	

	6. When summarizing or paraphrasing what a particular writer or commentator has said on a topic


	√
	

	7. When summarizing, e.g. in a concluding section or paragraph, what has been discussed and referenced earlier in your text


	
	X

	8. To show the source of photographs freely available on the Internet and where no named photographer is mentioned


	√
	

	9. When emphasizing an idea you read and that you feel makes an important contribution to the points made in your text


	√
	

	10. When stating freely available facts in the public domain about a topic


	
	X











(Neville 2007)
Notes
Q1.  The page number should also be included in the in-text citation or main source reference.

Q3:  This is an example of common knowledge (see page 12). However, if a single source, e.g. history book, is used, it would be wise to cite and reference this.

Q5:  The name of the website would be cited and referenced if no named author or writer is shown for the item in question.

Q8:  This would apply also to graphs, charts, tables, and other graphic illustrations.

Q10: This is another example of common knowledge, see above (3)

There may be other examples, relevant to a particular discipline that tutors would regard as either common knowledge, or where they would feel referencing is unnecessary. These examples need to be made transparent to students.

The discussion is likely to productive in terms of identifying variations in attitude toward referencing practice among staff and may useful in helping faculties produce guidelines that clarify to students (and staff) why referencing is required.

Levin argued that referencing can inhibit students writing so that they do not progress beyond the ‘stages of selecting/copying and translating” in their assignments’ (p.7). 

Most lecturers would, however, agree that that the purpose of higher education and their role within it is to encourage students first to read widely then begin to develop their own opinions and to formulate their own arguments, whilst remaining open to alternative views.  In this way, academic knowledge is advanced as students begin to challenge ideas or adapt theories, models, and practices to the situations they face. 
Despite this, students are often unclear how to resolve an apparent paradox they perceive between the conventions of academic writing and the need to make their own voice heard in assignments. This can sometimes result in assignments that are an unsuccessful stylistic blend of the personal and the academic.
Students often need to see examples of how to achieve a balance in their writing of presenting an objective discussion which includes their own considered views – and supported by evidence properly referenced.

Referencing, in this situation is the means to help students build their own personal web of arguments and to give credibility to the information they present in assignments. 

The selection of evidence to support one’s own perspectives is a highly subjective act - and is an important way for students to find their own voices in higher education.
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