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VWEST
LONDON
COLLEGE

GUIDE TO REFERENCING

for students submitting assignments at West London
College

The following document is intended as a very bgigfie to using Harvard style

(author date method) referencing in your assignménis by no means exhaustive
and students should refer to their respective haokibfor each course. These will
give recommendations for much more detailed guidesing Harvard referencing.

Remember you must always acknowledge another geraank, whether it is
published or not. This includes online written @ds, images, audio, video or film
and computer programs.

Amanda Pash
Academic Liaison Manager
August 2009

Page 1 of 4



West London College, Parliament House, 35 North Row, London W1K 6DB Guide to Referencing

A. BIBLIOGRAPHY

Any sources that you have cited in your own wortiusth be fully referenced at the
end of the document in the bibliography, whethés ftom a published book, a web
page, a film or an email. The bibliography shougbanclude any other sources you
have consulted even if you haven't actually citeeht in the body of your work.
They should be listed alphabetically by authorshames. The most common
examples are shown below. All examples shown here@mpletely fictitious
references for the purpose of illustrating thisdguonly.

A.1 Book reference

Each author’s

surname
followed by
initials

Place of
publication

Year of Title of book Edition (if not

publication the first)

Brown, P.J., Black, S. and Green, N., 2005. 4 history of West London College. 3™ ed. London: Mayfair Press

A.2 Newspaper article reference

Each author’s

surname Year of ) ) )

Title of

followed by publication Title of article
initials

Day and
newspaper month Page number

Green, N., 2002. How to make a lot of money. The Times, 1 April, p.5

A.3 Thesis reference

Author’s
surname Year of
followed by publication
initials

Awarding

Title of thesis Type of work institution

Brown, P.J., 2003. Student support services in the 2 I*' century. MSc thesis. West London College.
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A.4 Online reference

If it is an online version of any printed publiaatj the reference should follow the examples as@bo
with the addition of the words “Available at: <URI[Accessed <date>]".

Author or
organisation
followed by
date (if
known)

Date you
Web address accessed the
(URL) web page

Place and
Title of article publisher if
relevant

Green, N., 2008. UK eating habits, London: EPP. Available at: <http://www.wlc.com/> [Accessed 13 March 2009]

You should avoid citing web pages without any autirtitle, but if you do it should take the form:
“<URL> (year) [Accessed <date>]".

A.5 Email reference

Recipient's Recipient's
surname and email
initials address

Sender's Sender's )
surname and email Date of email
initials address

Subject of
message

Green, N. (nigelgreen@ngbooks.com), 1 April 2008. Conference dates. Email to Brown, P., (peterjbrown@epp.org).
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B. CITING SOURCES WITHIN THE TEXT

If you use another author’s words within your wgdu must cite the source, whether directly quoting
or paraphrasing (i.e. expressing another authaiting in your own words).

B.1 Direct quotations

One author Two authors: More than Actual words
(year of Green and two authors: from the

publication Brown Green et al. source in

and page) (2002, p45) (2002, p45) quotes

As Green (2002, p45) said, “wealth is an aspiration”, which holds true...

B.2 Paraphrasing

Here are three common examples of acknowledgingeeswyou have used, but not directly quoted.

B.2.1
Author/s
(year of
publication)
Brown et al., (2005) describe the founding of the college as an event that...
B.2.2

Author/s
(year of
publication)

The founding of the college has been described as an event that nearly didn’t happen (Brown et al. 2002)

B.2.3

Author/s
(year of
publication)

In a recent study (Green, 2008), the eating habits of men aged...
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