Referencing using The Harvard Format 

A system of citation (quoting of a book or author
) where in-text citations take the form of authors' names and dates.  Whilst the reference list is given in alphabetical order of the author name.  This provides a clear and simple link between each citation and the reference to which it relates. 

Which comes first: reference list or citations? 

When writing about other peoples work it is usual for the text to be written first with citation referencing and the bibliography to be complied afterwards. 

The reference list 

There are two essential requirements when compiling the reference list at the end of your research and development: 

· accuracy of content 

· consistency of style 

Elements required for an accurate reference 

The purpose of the reference is to enable your reader to identify the work to which you are referring. It is therefore essential that references are complete (i.e. include all the necessary information).

. 

Reference to a Book 

A full book reference should include the following elements: Author(s), Date, Title of book, (Edition - if 2nd or later), Place of publication, Publisher 

Eg:  8 Barnes, R. (1995). Successful studying for degrees (2nd Edition). London: Routledge. 

Reference to a journal 

A full journal reference should contain the following elements: Author(s), Date, Title of article Journal title, Volume number, Issue number - if given, Page numbers

Eg: Brinckerhoff, L. (1996). Making the transition to higher education: opportunities for W student empowerment. Journal of Learning Disabilities, 29 (2), 118-136. 

The APA style 

There are various protocols with respect to punctuation and differences of opinion as to the style to be followed, even within what is supposed to be the same system. Within the Harvard format it is common to use a style in which brackets are placed around the date of each publication; variants of the Harvard format adopt this protocol; including the APA style which is the house style of the American Psychological Association. Note that the format prescribes not only use of commas, full stops, brackets etc. but also indicates which elements of the reference list should be italicised (i.e. book titles and journal titles but not article titles). In compiling your bibliography, there are certain situations which can cause difficulty; some of these are outlined below. 

Multiple occurrence of same author and date 

Since author and date are the key elements of the Harvard format, it is necessary make a distinction, both in the reference list and citations, between more than one work by the same author published in the same year. This is done by adding a lower-case letter after the date. 8 The reference list in section 5 includes two papers by Rono published in 1997; these are listed as Rono (1997a) and Rono (1997b). 

Multiple authors 

Give surname and initials for all authors in the reference list, regardless of how many there are (you should not use jet al.' in a Harvard APA reference list). 

Corporate authors 

It is quite common for works to have no named individual(s) given as author. Where the work is produced by a corporate body of some kind and has no individually named author(s), the organisation should be used (both in the citation and the reference list). 

eg British Sub Aqua Club. (1977). The British Sub Aqua Club diving manual: a comprehensive guide. London: British Sub Aqua Club. 

Sometimes, as above, this will mean that the given author will be the same as the publisher. 

Anonymous works 

Since Harvard is based on citation of author and date, an author must be given even in cases where there is no identifiable author, either corporate or individual. Here the author is given as Anon (ie Anonymous). 

eg  Anon. (1995). What students think of head teachers. Journal of Secondary Education, 3 (10), 55. 

Electronic/Internet sources 

It is increasingly common for information to be published in electronic form: for example, electronic journals, email bulletins, World Wide Web sites etc. These should be referenced as carefully as any other source. Given below are some examples of references to individual electronic works: 

Author, initials. (year). Title in italics. Retrieved (when you got it) month,day, year, from wwwthisiswhereIfoundit@here.com .

In-text citations

There are clear protocols to follow when writing in-text citations using the Harvard format. The more important of these are described below. 

Basic procedure 

· unless the author(s) name(s) occurs within the actual text, reference is in the form of author and date in brackets. eg  'in a recent study of educational achievement (Barnes, 1995), it is shown that ….'

· where the author(s) name(s) does occur in the text, the date only is given in brackets -1 after the name. eg  'Haines (1997a), reporting on a survey …’
Secondary citations 

If you cite a work that you discovered in another work, you must acknowledge the source. 

Quotations 

Direct quotations should be used sparingly, but can be an effective way of illustrating or supporting a point, or of emphasising key aspects of someone's thinking. It should always be made clear when you are using a direct quote: short quotations should always be denoted by inverted commas. For example: 

eg He stated, "The relative importance of the systems may nevertheless remain in approximately the same proportion" (Gardner, 1973, p.41 ) 

Smith (1991) found that "...there is no evidence that chimpanzees can produce a drawing and discern the object represented in it.." (p.84) 

You must always put the page numbers in quotation citations. 

Longer quotations may be separated in the text within a different paragraph and denoted by italics or by use of indentation. If you wish only to use part of a sentence or combine the content of two sentences when quoting, you must be very careful to avoid distorting the author's original meaning. You must show the omission from the original by an ellipsis (three spaced dots: four if at the end of a paragraph, the fourth dot indicating the end of the paragraph). 


eg “ ....if individual countries ...take measures to restrict the number of refugees and asylum seekers...then other states may feel compelled to follow their example "(Smith,1990, p .122) . 

You may need to add to a direct quotation in order for it to make sense in your context. Square brackets [...] are used to mark off a word or phrase that has been inserted and is not part of the original text. 


eg "...implementation...[of asylum policies] poses severe budgetary and operational problems... (Jones, 1995, p.43) 

Anonymous works 

When citing an anonymous author in-text, simply use 'Anon' and the date of the publication (with page numbers if appropriate). G (Anon, 1997)

Points to remember 

· when reading and taking notes, write down the full details of your sources; you will need them for your reference list and if you miss relevant details you will have to go back and find them later! 

· accurate and consistent citations will protect you against accusations of plagiarism 

· effective use of citations and references helps to demonstrate your understanding of the relationship between your own thought and that of others whose work you have read 

· every citation that appears in your text must have a full reference in the reference list. 

· PLAGIARISM
 could lead to lower marks or ultimately to your qualification being withheld.
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�  HarperColins. (1999). Luxury Concise English Dictionary, page 268.





�  To adopt ideas, passages, etc from another work or author (Luxury Concise English Dictionary, PAGE 1128) without acknowledging where it came from. IT IS STEELING!  LITERARY THEFT. COPYING. WRONG. YOU MUST NOT DO IT.  YOU WILL FAIL IF YOU DO.





