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1.1     
If the author’s name occurs naturally in the sentence the year is given in  parentheses:-    e.g. In a popular study, Harvey (1992, p.556) argued that ... 
  

1.2     
If, however, the name does not occur naturally in the sentence, both name and year  are given in parentheses:- 
  

e.g.(1) More recent studies (Bartlett,1996; James,1998) show that ... 

e.g.(2) The recent evidence… is far from clear (Bartlett,1996).
  

1.3     
When an author has published more than one cited document in the same year,  

   these are distinguished by  adding  lower case letters (a,b,c, etc.) after the year and within the parentheses:- e.g. Johnson (1994a) discussed the subject ... 
  

1.4     
If there are two authors, the surnames of both should be given:- 
e.g. Matthews and Jones (1993) have proposed that... 
  

1.5     
If there are more than two authors the surname of the first author only should be  given,  followed by et al :- 
e.g. Wilson  et al. (1997) conclude that... 
  

1.6     
If there is no originator then “Anon” should be used:-
 e.g.  A recent article  (Anon,1993) stated that... 
  

However, if it is a reference to newspapers where no author is given the name of  the 

paper can be used in place of  author or Anon whichever seems most helpful.   You will need to use the same style in the reference list so the name of the newspaper may be more helpful. 

e.g. The Times (1996) stated that.... 



1.7      If you refer to a source quoted in another work you cite both in the text:- 
  

e.g.  A study by Smith (1960, cited in Jones 1994 p.24) showed that... 

(You need to list the work you have used, i.e. Jones, in the main bibliography.) 

1.8   Quotations:- 
A short quotation of less than a line may be included in the body of the text in  quotation marks but if it is longer start a new line and indent it. Include the page number if desired.

Single space the quotation (assuming your normal spacing is 1.5)

e.g.:  .... so “good practices must be taught”  (Smith,1996, p.15) and we  should... 

or:         Theory rises out of practice, and once validated, returns to direct  or explain 
the  practice. (Stevens,1997, p.92) 

1.9  Internet references

Look for an author in the first instance, or failing that a sponsoring organisation.  If neither is provided the source may be unreliable and perhaps should not be used.  You may need to conduct some detective word to discover a date.  The date posted may be used as a substitute if all else fails. Note the [on-line] added to the end of the title!  Many authors now incorporate hypertext references into their references (i.e. they are ‘clickable’) so that readers can quickly access the article/web page.

Quote the full internet address on a new line and include the date accessed e.g.

Moon, J. (1999), ‘Plagiarism and Cheating among undergraduates’ [on-line]

http://www.cf.ac.uk/ls/lsp/Italic/issue2c.html  [accessed dd/mm/yyyy]

· Your references  should be in alphabetic order of author(s) at the end of your assignment.

· There should be a 1:1 correspondence between the works cited and the list of references  i.e.

If it is cited in the text, then it must be included in the references  at the end of your assignment

If you have included an item in your list of references then it must have been cited in the text (i.e. do not include books you may have read but have not cited in the text)

Your list of references should therefore only contain what you yourself have read.
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