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Introduction

Written assignments require students to include proper references to their sources.  Failure to provide references and incorrect forms of referencing frequently cause students to lose marks.  An assignment may be returned to a student for resubmission, or even failed, if referencing does not comply with the minimum acceptable standards.

Unfortunately, there is no universally accepted set of rules for academic referencing.  Students who read widely in books and academic journals will encounter various styles of footnoting and endnoting.  The purpose of this Guide is to summarise the Harvard or author-date system.  This system has been chosen not only because it is the one most usually used in the social sciences, but because it is simpler and more logical than alternative systems.

Why Reference?

Referencing our sources when we write serves two purposes.  First, it imposes intellectual discipline on us whenever we rely on factual information to make an argument; it forces us to ask ‘How do I know that?”.  Proper references should be given to the source of all factual information in assignments apart from common or everyday knowledge (which is discussed later in this section).  This will make it second nature for us to question the sources of all data on which we base our arguments and our decisions.  No matter what you do after graduating, you will perform more effectively if you have learnt how to evaluate the true weight of ‘evidence’.

All kinds of factual information may need to have a referenced source.  The most obvious kind is statistical data – how many Australian workers are members of a union, how have wages increased over the last 10 years and so on.  Figures like this must have a source cited.  The act of citation, of course, will sometimes reveal how flimsy your data really are – is a television program or a story in a local newspaper an adequate source of statistical data?  Why not track down what is known as the primary data, in other words, the first source of the statistical information?

However, it is not only statistics that need to have a source cited.  The same considerations apply to other statements of fact – and the more important these statements are to your overall argument, the more important it is for you to cite your sources.  For example, say you want to argue that workers with boring and unpleasant jobs have high levels of absenteeism.  While this statement might seem no more than common sense, that is not a sufficient basis to demonstrate that the statement is actually true.  You might say that all the people you know who have boring and unpleasant jobs have high rates of absenteeism, but no matter how extensive your own personal experience is, that is still insufficient to prove a general proposition.  What you need to do is to find studies that have explored the issue.  If those studies have supported your statement, then you cite them as the sources of your information.  Obviously the time and effort you spend in looking for sources depends on the importance of the point you are making, and on the type of assignment you are doing.  While a single source for factual information is usually enough in short first year assignments, in a major third year assignment three or four sources might be advisable for a point of fact that is crucial to your argument and about which there exists some controversy.

As noted earlier, the only information which does not need to have a source cited is commonplace, everyday information.  For example, there would be no need to cite a source for the information that John Howard was elected as the Australian Prime Minister in 1996, or that trade unions exercise a substantial influence within the Australian Labor Party.  However, if you wanted to argue that John Howard thought trade unions had too much power, or that the influence of trade unions within the ALP was declining, you would be well advised to cite the source of your information.

The second purpose of referencing, apart from citing the sources of factual information, is to identify the sources of your ideas and arguments.  Contrary to what some students think, this is not an admission that you are incapable of original thinking.  The issues which we deal with in the social sciences have been the subject of intensive discussion for quite a long time, and it is highly unlikely that any of us will develop an insight that is totally fresh.  What students do, particularly in the undergraduate years, is consider the various points of view that have been developed about their subject, critically evaluate them, and use them to formulate their own conclusions.  This means that you should read as widely as possible about the relevant issues; it also means that in assignments, you should discuss the works that you have read in the course of developing your own argument.  When you draw on the works of others, you should identify your sources by way of a proper reference in the text.

Citing the sources of your ideas does not only relate to direct quotations.  It is both normal and appropriate to refer in more general terms to the arguments advanced by the writers you have studied; for example, ‘While Smith (1996) claims that workplace conflict is the result of union interference, Jones (1993) contends that conflict is endemic at all workplaces.  Several other writers, however, argue that the presence or absence of conflict is the outcome of a complex combination of internal and external circumstances (Brown 1999; Gray 1997; White 1995; Black 1990).’  Citing your sources in this manner demonstrates not only that you have read widely about the subject but also that you have understood the contrasting perspectives expressed by different authors.  The way is now clear for you to develop your own argument, saying why you find one point of view more persuasive than another, or even why none of the perspectives is completely satisfactory.  This kind of analytical evaluation is at the heart of good academic writing and it usually builds on the foundations provided by the written work of others in the field.  Citing your sources properly is no more than the technical aspect of this desirable approach to academic writing.

Quite apart from the central role which proper referencing plays in the development of high quality academic writing, a failure to cite sources can amount to plagiarism.  Plagiarism is a form of intellectual theft; it need not be stealing the words of other writers, it can also consist of stealing their ideas.  When plagiarism is detected it leads to serious consequences for the student concerned, the least of which is likely to be a zero mark for the assignment in question.  So even if you have not been persuaded of the benefits of citing your sources, it is a good idea to do it anyway to make sure you avoid the risk of committing plagiarism.

The Basis of the Harvard System

The Harvard system has two elements: 
· a reference to the source in the body of the text of the document, and 
· a full citation of the source in a list of references at the end of the document.  
The in-text reference usually consists of the author’s name and date of publication of the source document, plus a reference to the pertinent page/s if applicable.  The full citation in the list of references includes all the details necessary to allow a readers to find the source themselves (the list of references is discussed more fully in a later section of this Guide).  This Guide is so long because it deals with many situations in which the normal referencing details are not available, but in practice these instances are rare and many students will never encounter them at all.  We suggest that you use the Guide to master the basic principles of the Harvard system, and then keep it to help you in future in case you ever have to cite an unusual source.

It is a feature of the Harvard system that sources must be cited wherever they occur.  In other words, if you draw on an author’s work five times in the course of one page, then you must make five references at the appropriate places in the text.  While this may seem repetitive, it is necessary to identify your source properly.  Moreover, by paying attention to your sentence and paragraph structure you will minimise the number of times that you need to refer to a single source.

Each in-text reference will consist of the source document’s author’s name and the date of publication whenever those details are known.  While the latter is usually an easy matter to cite, the author/s may not be.  This is discussed in detail in the next section.  In addition to the author and date, you should give the most precise reference you can to the section of the source work that you are relying on.  Of course, sometimes you will be drawing on the work as a whole, as in ‘Keenoy and Kelly (1997) base much of their analysis of industrial relations on the notion that conflict at the workplace is inevitable’.  More often, however, you will only be drawing on one or two pages or perhaps a single chapter.  In these instances, you should cite the pertinent chapter or page/s.  This should take the form of author-date-chapter/page.  For example, ‘Keenoy and Kelly (1997: chapter 6’), ‘Keenoy and Kelly (1997:12-19)’ or ‘Keenoy and Kelly (1997:12)’.  It is not necessary to insert ‘p’ or ‘pp’ before the page number/s, although you can if you want to (but if you do, make sure you do it all the time – consistency is the important thing).  

It is always desirable to give the most precise reference that you can – in other words, if only one page of a source document is relevant to the point you are making, cite that page number.  You may be penalised if you cite a whole book or article if it is obvious that you are only relying on a section of it.  If your assignment includes a direct quote from a source, you must include the pertinent page number/s in your reference.

Citing the Author

The simplest type of reference is a cited publication with a single author.  Your in-text references should cite the author’s surname without initials, together with the year of publication – for example, Smith (1999) – and page or chapter references as discussed in the preceding section.  This reference may be included directly in your text – in other words the author’s name/s can form part of your sentence – or indirectly – in which case the name and other details are simply inserted at a convenient place to show your source/s.  If you include a direct reference, the year of publication and chapter/page reference should appear in brackets.  For example:

Bamber (1999:7) has suggested that many employment relations programs instigated by management are no more than fads, marketed by so-called ‘gurus’ who rely on them to obtain consultancies and sell books.

This type of direct reference is well suited to situations where only one source is to be cited.  If several sources are to be cited, an indirect reference may be less awkward.  With indirect references the whole reference is placed in brackets, but there are no ‘brackets within brackets’; for example:

Many employment relations programs instigated by management may be no more than fads, marketed by so-called ‘gurus’ who rely on them to obtain consultancies and sell books (Bamber 1997:7; Abrahamson 1996:16; Marchington 1995:12-15).

When more than one source is cited, they should be listed chronologically by date of publication, with the most recent publication appearing first.  If two or more sources have the same date of publication, list them alphabetically by author.  You will note that multiple sources are separated by semicolons.

The same principles apply when referenced works have more than one author, but some special guidelines apply to minimise the clutter that might otherwise be the result.  Authors should be listed in the same order as they appear in the work being cited.  Different rules then apply according to whether there are two authors or more than two.

If there are two authors, both names are always cited throughout the text.  If the citation is a direct one, cite the two surnames separated by ‘and’, as in ‘Keenoy and Kelly (1997)’.  If it is indirect, you may use the ampersand if you wish, as in (Keenoy & Kelly, 1997).  However, the ampersand should never be used in the text outside brackets, and if you do use it, use it consistently.

If there are more than two authors, they should all be listed the first time you refer to the source; for example, ‘Deery, Plowman and Walsh (1995)’.  Thereafter, you should cite only the first name followed by the abbreviation ‘et al’, which stands for the Latin ‘et alii’ meaning ‘and others’.  In the example given, subsequent references would appear ‘Deery et al’.  The use of italics for ‘et al’ is optional; some people like to use them to make it clear that the words, while not English, are deliberate; others think they are pretentious.  Make your own decision, and once again, be consistent.

Special Problems with Citing Authors

Sometimes you will need to cite more than one work by the same author/s.  If the works have different publication dates, the only difficulty will arise if you need to refer to more than one work at the same place in your text.  In that instance, cite the author only once and then list the publication dates in reverse chronological order, separated by commas.  For example, ‘Gardner (1999:13-19, 1995:26)’. 

Where two or more works were published by the same author in one year, distinguish them in your references by allocating a letter, as in ‘Smith 1999a’ and ‘Smith 1999b’.  Needless to say you will need to include this letter in the publication date in your list of references.

Sometimes you will cite different authors with the same name.  You should then use their initial to distinguish one from the other, for example ‘(Smith, W 1996; Smith, K 1993).  

Author Unknown

Sometimes source documents will not identify their author.  In such instances do not cite ‘anon’ as the author!  Most documents whose author is not nominated fall into one of two categories: newspapers and magazines or sponsored reports and papers.  Different referencing conventions apply to each category.

Newspaper and magazine articles whose author is not named should be cited by reference to the name of the newspaper or magazine itself together with the full date of publication, not just the year, as in ‘workers on the picket line were reported to have been assaulted by private security guards (Courier Mail, 18 June 1999:5)’; or alternatively, ‘the Socialist Worker (13 May, 1990: 8-11) reported a continuing decline in the influence of the Communist Party of Australia on trade union policies’.

Sponsored publications are produced by government departments, not-for-profit organisations, industry associations and the like.  They are cited by reference to the sponsoring organisation plus the year of publication.  For example, the influential 1987 publication Australia Reconstructed would be cited as ‘Australian Council of Trade Unions (1987)’. 

There are some publications, like some of the ancient classics, whose author is not known and which do not have a sponsoring organisation.  These works are cited by reference to the title of the work itself, as in ‘Aristotle’s Masterpiece 1986 (1694):6’.  You will note in this example that the date of publication is followed by an earlier date – in this case the date of the original translation of the work in question.  You may sometimes need to be aware of this practice if you cite older documents republished in modern times – works by Karl Marx, for example.

Date of Publication Unknown

It is very unusual for a book or journal article not to include a date of publication, so do not follow the guidelines in this section until you have satisfied yourself that there really is no date to be found.  Undated references are more commonly used for such things as unpublished conference papers, and they may become increasingly common as students refer to undated material on Internet web sites.  If there is truly no publication date, the reference carries the abbreviation ‘nd’, as in ‘at least one union official is on record as supporting the Coalition’s industrial relations policies (Smith nd: 3-5).

Citing Works at Second Hand

We often find that the author of a work we are studying is relying in part on other sources that he or she is citing in the text.  If we cited only the author of the work we were reading, we would be giving him or her credit for data or ideas which were actually the work of others.  However, if we copied the references to the original sources we would be committing two sins: first we would be implying that we have read works which in fact we have not, and second we would be accepting another author’s interpretation at face value when it may actually not be accurate or comprehensive.

This difficulty is overcome by citing both works in a way that makes it clear how we came upon the information, as in ‘Kelty (1992), cited in Stone (1998:534)’. In the list of references at the end of the assignment, only include the work that you have actually read – Stone, in this case. Do not include the secondary source.
It is worth noting that this kind of second hand citation should be used with discretion.  It is permissible to rely on an academic writer’s interpretation of another writer’s work, particularly for undergraduate assignments, and nobody expects you to go and check the original source for every last piece of information that you rely on in your assignment.  On the other hand, relying on somebody else’s three-year-old summary of data from the Australian Bureau of Statistics may not meet with the approval of assignment markers if more recent ABS data is readily available.

Direct Quotations

A direct quotation occurs when you incorporate in your text the exact words used in your source document.  Direct quotations must always be accompanied by a reference to the source, including the page number/s where the quotation originated.  Short direct quotes (up to about 30 words) should be included in the text in quotation marks, for example: 

The extent to which the development of enterprise bargaining represented a planned public policy shift has been the subject of considerable debate.  At one extreme is the argument that it was what Gardner (1999:28) described as ‘chance – the historical confluence of particular series of events and choices’. 

Longer direct quotations should appear in a separate, indented paragraph, in which case quotation marks are not used.  For example:

There are a number of possible approaches to understanding the change [to enterprise bargaining].  They include evaluating the evidence on which the proponents erected their case, that is the need to match the institutions with the changed external context, examining the interests of the parties and the reasons for their coincidence and a final approach is an institutionalist one that focuses on the circumstances for institutional change. 
Gardner 1999: 28-29
Note that it may sometimes be necessary to add a few words that are not in the direct quotation to explain the context.  This is done (as in the second line in the example above) by enclosing the added words in square brackets.

Film and Television

References to material from films, videos or television programs obviously cannot contain a page reference.  The reference should cite the name of the source, the year of production and the nature of the source.  For example, a movie would be cited as ‘The Blair Witch Project (motion picture) 1999’ and a video as ‘The Castle (video recording) 1999’.

World Wide Web Sites

As yet, no universally accepted standards have developed for citing internet sources.  If possible, an internet source should be identified in the same way as a journal article, namely, by an author, a date, a publication and a page number if appropriate.  However, as in movie and video citations, you should note in your reference that your source is a World Wide Web document.  As an example, you might cite in text ‘Smith (WWW) (1999):28’.  Difficulties arise when some of these details are not available.  If there is no named author, cite the owner or publisher of the Web page instead.  If an HTML document has no page numbers you will obviously not be able to cite one, but look for any other detail that might identify the location of your source material – a section reference or chapter number is better than nothing.  As mentioned in an earlier section of the Guide, insert ‘nd’ (for ‘no date’) if a Web page has no date of publication.

If you can’t find out any information about the author or publisher, why on earth are you relying on the source? For all you know it was published by some deranged psycho who believes George W Bush and the Queen are actually blood-drinking lizard-aliens who rule the world.

The List of References

The in-text references that we have discussed so far are shorthand devices for noting the sources of your data and ideas.  The reference list is the place where those sources are specified in full, so that the in-text citations make sense.  The list’s purpose is to identify the material you have cited, in sufficient detail that a reader can find the original sources easily, allowing him or her to verify your interpretation of data or to explore at greater length the ideas of a writer whose work you have discussed.  These guidelines are intended to set down the standards for drafting your list of references. The list, headed simply ‘References’, should be attached at the end of your assignment (beginning on a separate page) but before any appendices.

This list of references is not a bibliography.  A bibliography is a list of all the works that you have read in preparation for the assignment, whether you have cited them in the text or not.  However, in undergraduate assignments the extent of your reading about a topic should be apparent from the quality of your discussion and analysis.  Attaching an impressive list of readings will not, unfortunately, alter the impression created by your assignment itself.  Unless specifically noted for a particular assignment, bibliographies are generally not required and you should not attach one.

What is always required is a list of references.  These are the sources to which you have explicitly referred in the body of your assignment.  Every source you have cited should appear in the list of references, and none should be there that you have not cited.

The Harvard system for listing references is to begin with the author, then the year of publication, followed by the title and other publication details of the source in question.  More specific guidelines for the various types of source material follow.  In formatting your list of references, it is good practice to indent the second and subsequent lines of each entry by one centimetre or so.

Books

The information required to be listed is (in this order) the surname/s of the author/s and their first initial/s, the year of publication (in parentheses), the title of the book (in italics or underlined), the edition number if applicable, the name of the publisher and the place of publication.  For example:

Zikmund, W (1997), Business Research Methods, 5th edition, The Dryden Press: Fort Worth (Texas)

Use your discretion when it comes to the place of publication. Well-known cities can be named without any other details, as in ‘Routledge: London’. Lesser-known cities might benefit from having a state or country added, as in ‘Pluto Press: Leichhardt (Australia)’.

Chapters in Edited Books

Here you should list surname/s and first initial/s of author/s, year of publication (in parentheses), title of chapter (in inverted commas), followed by ‘in’, after which you list the first initial/s and surname/s of the book’s editor/s, the abbreviation ‘eds’ (in parentheses), the title of the book (in italics), the edition number if applicable, the name of the publisher and the place of publication.  For example:

Rimmer, M (1989), ‘Work Place Unionism’, in W Ford & D Plowman (eds), Australian Unions: An Industrial Relations Perspective, 2nd edition, Macmillan: Melbourne

Journal Articles

List the surname/s and first initial/s of the author/s, the year of publication (in parentheses), the title of the article (in inverted commas), the name of the journal (in italics or underlined), the volume and/or number and/or date of the publication, and the numbers of the first and last pages of the article in question.  The matter of ‘volume and/or number and/or date’ requires some explanation.  Most journal publishers allocate volume numbers sequentially, with a new volume for each calendar year.  Each edition of the journal published during that year is given a sequential number.  Thus the first edition of a new journal will be volume 1, number 1, and if it is released four times a year, the final edition for the year will be volume 1, number 4.  The next edition will be volume 2, number 1, and so on.  However, for reasons beyond the understanding of most of us, not all publishers follow this practice.  Some dispense with volumes and simply allocate numbers.  Others (relatively few in number, and hardly any academic journals) have abandoned volumes and numbers altogether.  Your task in compiling your list of references is to provide whatever information is available that would assist your readers to find the source document, so if a journal is published with a volume, number and date, then include all three in your reference list.  If the publisher does not follow the usual practice, then include whatever information is available.

Some examples of journal references are:

Farias, G & Varma, A (1998), ‘High performance work systems: What we know and what we need to know’, Human Resource Planning, 21:2 (June), pp 50-55

Malone, M (1997), ‘A way too short history of fads’, Forbes, 159:7 (April 7), pp 72-73

Silver, J (1987), ‘The ideology of excellence: Management and neo-conservatism’, Studies in Political Economy, 24 (Autumn), pp 105-129

Thackray, J (1993), ‘Fads, fixes & fictions’, Management Today, June, pp 40-45

Author Unknown – Reports, Sponsored Works etc

If the author of a work is not identified, adopt the same principles as were discussed in the earlier section dealing with in-text references.  If the name of the sponsoring organisation is known, then list the source under that name; for example:

Department of Industrial Relations (1995), Enterprise Bargaining in Australia: Annual Report 1994, AGPS: Canberra 

Note that ‘AGPS’ is an accepted abbreviation for ‘Australian Government Publishing Service’, but that generally you should avoid abbreviations of proper names.

If the name of the sponsoring organisation is not identified in the publication, then list the work by its title, as in:

Enterprising Nation (1995), Report of the Industry Task Force on Leadership and Management Skills, Commonwealth of Australia: Canberra

Author Unknown – Newspaper and Magazine Articles

Most newspaper and magazine articles identify an author, and if they do, you should list them according to the earlier guidelines for journal articles.  If the author is not identified, then list the article under its title; for example:

‘Schools score high marks’, The Australian, 2 February 2000, p 37

‘A continent without gurus’, The Economist, 4 June 1994, pp 62-63

Movies and Video Recordings

List by the title of the work, followed by a description of the nature of the work (motion picture or video recording), date of production, place of production and the name of the producer and/or production company.  For example:

The Third Man (motion picture) (1949), Great Britain, London Films, producer Alexander Korda

Australia’s Geological History (video recording) (1986), Sydney, Outback Films

World Wide Web Sites

List sources by author or if no author is identified, by the owner or sponsoring organisation of the source, followed by the date the work was published on the Web (if available), the address of the Web site, and the date you visited the site.  For example:

Lewis, P & McLean, B (1998), ‘The teenage labour market in Western Australia’, http://www.murdoch.edu.au/bitl/clmr/papers.html, visited 9 February 2000

Economic Policy Institute, ‘Jobless rate sinks to 4.0% with wages steady’, http://www.epinet.org/, visited 9 February 2000

NOTE CONCERNING JOURNALS AVAILABLE ELECTRONICALLY:  More and more academic journals are available in full text format via electronic databases.  New conventions may develop for citing such sources, but for the time being, you should cite these articles as if you had the original hard copy in front of you.  The format of some databases does not preserve the original pagination of the articles, making accurate referencing difficult.  Unfortunately, the technically correct procedure in such cases is to visit the library shelves and view the original hard copy of the journal.
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