
What is referencing and why create references?

Referencing is a standardised method of acknowledging all the sources of imformation, data and ideas what you have used in your assignment. Even short frases or articles must be acknowledged, and you do this in two places: within your text, briefly, and then one overall full list, at the end of your work.

In your referencing, you show the extent of material you have consulted in the field, you point to resources which other researchers reading your work may find helpful, and you indicate at once ideas which are not your own. If you conceal any of your sources, you are in effect cheating, and comiting the cardinal academic sin of plagiarism.

What is plagiarism?

Plagiarism is claiming other peoples thoughts or data as your own. All Colleges and Universities view this seriously and action is likely too be taken against any offending student.

What is a reference?

A reference is a set of data describing a document or part of a document, sufficiently precise and detailed to identify it and to enable it to be located.

Siting references in your work – which system should you use?

There is two major systems that may be used to reference your work, the “Harvard method” and the “Vancouver (Numeric) Method”. It should be noted that each method is equally valid. 

The preferred method at the NAFD is the “Harvard Method” and you should use this when referencing you work.Weather you are using a direct quotation or making a general comment about a work, the method of citation is the same.
The Harvard Method (Author-date system).

This system is named after Harvard University and is favoured by the majority of academic establishments. It is most often used in scientific and technical publications. In text the author and year of publication are given, or where the authors name occurs naturally, just the year of publication, for example,


“As Handy (1993) says….”

If the author’s name is not part of the sentence, the name and date are placed in brackets without interrupting the sentence, for example, 


“In a recent study, (Handy,1993) the structure of a role culture.….”

If there were two Handys with identical publication dates, it may be necessary to add initials as in


(Handy,C,1993)

If you wish to speciffy chapter or page number, this can be added, for example,


(Handy, 1993, p.185).

In the list of references, items are arranged in alphabetical order of the authors names, and then date order for each author. Items are listed only once, irresppective of how often the work has been referred toand page and chapter numbers will be unecessary. 

For example:

1. Crosby.P.B. (1987) “Quality without tears, the art of hassle-free management”, Maidenhead: Mcgraw Hill, p.88
2. Fisher.L and Kennedy.R, (1995) “Travelling through White Water”, Clear Messages, p. 5 to 7
3. Handy.C,(2000), “Gods of management”,  London: Arrow Books, p10, 11, 23 & 24. 
4. Handy.C. Fourth Edition (1993), “Understanding Organisations,”, London: Penguin. P. 38, 185 & 201
If an author publishes several works in the same year these should be identified in the list of references by letters (a), (b), (c) etc.

In the text you would refer to one of them as Handy (1993 b).  

Advantages of the Harvard Method.     

There are a number of advantages in using the Harvard Method, the main ones being:

1. Only one alphabetical list of references is produced, which is easy to consult.

2. Footnotes are unnecessary throughout your document.
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