Harvard
Referencing Guide

	
  

1

Contents
What is referencing?...................................................................................................... 3
Why should you reference? ........................................................................................... 3
What is plagiarism and how can you avoid it? .............................................................. 3
Which referencing system should you use?.................................................................... 4
Principles of author-date referencing..............................................................................4
Difference between a reference list and a bibliography. ...............................................5
Features of the reference list.......................................................................................... 6
Evaluating web sites for educational use....................................................................... 8
Sample reference list.....................................................................................................10

	
  

2

What is referencing?
When you write an assignment at university, you are required to refer to the work of
other authors. Each time you do so, it is necessary to identify their work by making
reference to it—both in the text of your assignment and in a list at the end of your
assignment. This practice of acknowledging authors is known as referencing.
References must be provided whenever you use someone else’s opinions, theories, data
or organisation of material. You need to reference information from books, articles,
videos, computers, other print or electronic sources, and personal communications. A
reference is required if you:
• quote (use someone else’s exact words)
• copy (use figures, tables or structure)
• paraphrase (convert someone else’s ideas into your own words)
• summarise (use a brief account of someone else’s ideas).

Why should you reference?
References enhance your writing and assist your reader by:
• showing the breadth of your research
• strengthening your academic argument
• showing the reader the source of your information
• allowing the reader to consult your sources independently
• allowing the reader to verify your data.

What is plagiarism and how can you avoid it?
Plagiarism is the intentional use of someone else’s ideas, words or concepts in your
assignment work. It is considered serious misconduct at Raffles College and should be
avoided at all times.
Committing plagiarism can carry very serious penalties for students.
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Regrettably, students have been known to commit offences of plagiarism by not
understanding what acceptable paraphrasing, summarizing or quoting techniques are.
The best way to avoid being accused of plagiarism is to acknowledge the resources upon
which you have based your ideas.

Which referencing system should you use?
There are a number of different referencing systems used in academic writing. Raffles
acknowledges:
• author-date systems commonly known as Harvard and APA (American Psychological
Association)
• foot-noting or end-noting systems commonly used in History and Law.
It is important that you use the referencing system required by your lecturer for an
assignment and maintain consistency in using that system.
This guide explains the Harvard system of author-date referencing. The information it
contains is based on:
Commonwealth of Australia 2002, Style manual for authors, editors and printers, 6th
edn, rev. by Snooks & Co., John Wiley & Sons Australia, Brisbane. Copyright:
Commonwealth of Australia reproduced with permission.

Principles of author-date referencing
There are two parts to the author-date system of referencing.
• The author and the date are referred to in the text or main body of your writing (called
embedded or in-text referencing)
•All of the resources referred to in the body of the writing are included in the reference
list at the end of the assignment. All information is included in this list: author, date, title
of publication, publisher and where it was published.
The other features of author-date referencing include:
• A specific order in which this information should be structured
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• The in-text reference which should be placed (cited) in such a way that it causes
minimal disruption to the flow of your writing—this usually means at the very end or the
very beginning of your sentences.
When you cite sources of information in the text of your assignment—regardless of
whether you quote, copy, paraphrase or summarise—you should include:
• The author’s surname (family name)
• The year of publication (latest edition)
• Page numbers when directly quoting or closely paraphrasing an author’s words/material
• Correct punctuation and spacing.

Difference between a reference list and a bibliography
The reference list only identifies sources referred to (cited) in the text of your assignment.
You may also be required to provide a bibliography. A bibliography is presented in the
same format as a reference list but it includes all material consulted in the preparation of
your assignment. In other words, a bibliography presents the same items as a reference
list but it also includes all other sources which you read or consulted but did not cite.
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Features of the reference list
Elements for referencing a book
For a book, the following elements should be presented in this order:
• Surname and initials of author(s)
• Year of publication
• Title of book (in italics) in minimal capitalisation
• The edition, for example, 4th edn, if not the original publication
• Publisher
• Place of publication.

Book

Elements for referencing a journal article
For a journal article, the following elements should be presented in this order:
• Surname and initials of author(s)
• Year of publication
• Title of article in single quotation marks
• Title of journal or periodical in italics and maximal capitalisation
• Volume number where applicable
• Issue number or other identifier where applicable, for example, Winter
• Page number(s).
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Journal article

Arranging the reference list
1. The reference list is arranged in alphabetical order according to the author’s family
name.
(Do not use numbers, letters or bullet points to begin each entry.)
2. Any reference that starts with a number (e.g. 7:30 Report) precedes the alphabetical
listing and is listed numerically.
3. Where there is more than one author of a publication, maintain the order of their names
as they appear on the title page of the publication, even if they are not in alphabetical
order on the title page.
4. If a reference has no author, list it alphabetically according to the sponsoring body.
5. If there is no author or sponsoring body, list alphabetically according to the title. The
whole title of the resource must appear, but when listing alphabetically, ignore words
such as, ‘The’, ‘A’, ‘An’ at the beginning of the reference’s title. For example, ‘The
Australian child’ should be alphabetised according to the ‘A’ in ‘Australian’.
6. If there are two or more references by the same author, then list them in order of
publication date with the oldest work first.
7. If references by the same author have been published in the same year, then list them
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alphabetically according to the title and add the letter ‘a’ after the first date, and ‘b’ after
the second date, and so on, (e.g. 1993a, 1993b, 1993c).

Formatting the reference list
The title should be References and it should be:
• bold
• Left aligned
• In the same font size as the document.
The references contained in the list should:
• be in single line spacing
• have a blank single line space between each reference
• be left aligned
• be arranged alphabetically
• be the final page of your assignment. (Appendices are placed after the reference list.)

Evaluating web sites for educational use
Take care to evaluate the quality and trustworthiness of any electronic information
you wish to use in an academic assignment. The standard of reliability and validity
for information on web sites is often not as high as for articles in published materials.
Anyone can place information on the WWW, often without any review process.
Reliable sources generally include:
• Refereed articles in online journals
• Articles from databases selected by the university
• Articles published by universities, government departments, business
organisations, reputable lobby groups.
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Consider the following:
1. What is the purpose of the web site? Ascertain the purpose (to inform, to persuade,
to sell). If you know the motive behind the web page, you can judge it better.
2. Is there an author/sponsor? If you can not find an author or an organisation
responsible for publishing the site, then it most probably is not reliable. Is the
author qualified to write about this topic? What is the author’s expertise? Is the
sponsor reputable? Are opinions being presented as facts? Try to differentiate fact
from fiction. Authenticity is not always easy to confirm, so test one source
against another. Make sure there is no bias evident. Check that the person
presenting the information does not have a vested interest in proposing the
particular view point.
3. Are references or bibliographies included?
4. How current is the information?
5. When was the website last updated?
6. Is the information well written, free of spelling, punctuation and grammatical
errors?
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Sample reference list
References
‘1973 AD to 1981 AD’ n.d., The first personal computers, viewed 6 July 2006,
http://www.maxmon.com/1973ad.htm
Aries, P 1962, Centuries of childhood, pp. 31– 47, in Central Queensland University
(CQU) 2000, EDED48911 Images of childhood: resource materials, Author,
Rockhampton.
Australian Bureau of Statistics (ABS) 1998, 4442.0 One in four children do not live
with both natural parents, viewed 6 July 2006,
http://www.abs.gov.au/ausstats/abs%40.nsf/e5cb0b45f4547cc4ca25697500217f47
/28f203d3e10ef834ca2568a90013628c!OpenDocument
Australian Bureau of Statistics (ABS) 1999, Regional statistics, Cat. no. 1313.8,
Author, Canberra.
Australian Government 2004, Salinity, viewed 6 July 2006,
http://www.nrm.gov.au/publications/salinity/index.html
‘Building theories on sand’ 1999, Science, vol. 285, pp. 521–531.
Byrne, J 1995, ‘Disabilities in tertiary education’, in L Rowan & J McNamee (eds),
Voices of a margin: speaking for yourself, CQU Press, Rockhampton.
Danaher, P (ed.) 1998, Beyond the Ferris wheel, CQU Press, Rockhampton.
Elder, B 1995, The magic of Australia, Beaut Books, Sydney.
‘Emission impossible’ 1999, Four Corners, television broadcast, ABC Television,
8 November.
Gottliebsen, R 2004, ‘1964–2004 and beyond’, Australian, 28 July, (online Factiva).
Harris, R 2001, The plagiarism handbook, Pyrczak Publishing, Los Angeles.
Jones, P, Smith, A, Hudson, T, Etherton, J, Connelly, W & Gardener, J 1999,
Business management for the new era, Wyland Publishing, Adelaide.
Kendall, CN 1998, ‘Teen suicide, sexuality and silence’, Alternative Law Journal,
vol. 23, no. 5, Central Queensland University Course Resources Online
(LAWS11045).
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Lanktree, C & Briere, J January 1991, Early data on trauma symptom checklists for
children, paper presented at the meeting of the American Professional Society on the
Abuse of Children, San Diego.
Mathematics Learning Centre (MLC) 2004, ‘Transition mathematics 1’, MATH40236
Transition Mathematics 1A, (CD-ROM).
Mulgan, R 2000, ‘Perspectives on “the public interest”’, Canberra Bulletin of Public
Administration, no. 95, March, pp. 5–12, (online ProQuest).
Schwartz, HJ 1985, Interactive writing: composing with a word processor, Holt,
Reinhardt & Winston, Austin.
Smith, H 1998, ‘Medicine in Chaucer’s time’, Ockham’s Razor, ABC Radio National
Transcripts, viewed 6 July 2006,
http://www.abc.net.au/rn/science/ockham/or110896.htm
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