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The importance of good referencing 

 

Whilst referencing might at first seem a bit of a chore, it is an integral part of academic writing and it is 

important for a number of reasons to cite other people’s work you have used to develop your essay and 

to do so accurately and consistently.   

 

The person marking your essay needs to see how you have arrived at your answer and because this 

will almost always have been by way of reading and analysing pre-existing work on the subject, you 

must briefly make clear in the text what sources you have used (a citation) and then provide a full, 

detailed list of those sources at the end of the essay (a bibliography). It is difficult to make an accurate 

judgement of the quality of your work unless you do this.   

 

More seriously, giving the impression – whether intentionally or not – that something you have written is 

solely your own analysis when it draws partly or wholly from someone else’s work might be taken to be 

plagiarism; something that can have serious consequences for you and your degree.  

 

Looked at in narrow marks terms; bad referencing is a very easy and – given the relatively simple rules 

you need follow and the fact that you can automate a large part of the process (see the helpsheet 

Using software and the internet during your undergraduate studies for advice on using referencing 

software) – an unnecessary way to end up with a lower mark. 

 

This help sheet is intended to be a simple guide to the basics of referencing and as such might not 

cover all eventualities, and also is one tailored for groups tutored by me. More comprehensive and 

genera; guides are available. In particular, The Harvard System of Referencing, published by the 

Libraries and Learning division of De Montford University is a more detailed but still concise and 

accessible guide to citing and producing bibliographies in the Harvard style. The school of Social and 

Political Science provides web-based guides on referencing and other essay-related topics, links to 

which can be found on page three of the Year 1 and 2 Handbook. 

 

 

Getting the right number and balance of sources 

 

The reading lists contain a variety of different types of sources – articles from academic journals; 

academic working papers; government reports; material published by think tanks – and you may come 

across media articles and other sources of information in the course of researching your essay.  Whilst 

any and all of these sources are acceptable to use, it is important to get a good balance between them. 

Your references should mainly be to academic material and primary sources of data (data sets; 

government reports), with non-academic sources like media articles used more sparingly.  

 

http://www.library.dmu.ac.uk/Images/Selfstudy/Harvard.pdf


It is expected that you should use at least five sources in a first year essay and more in later years and 

not over-use one particular source or author. 

 

Citing lectures is not prohibited but I discourage students from doing so. Lectures are meant to be 

introductions to a topic by way of a discussion of what has been written about it and so you should read 

and reference work from the established body of literature on the topic rather than citing straight from 

the lecture. Lecturers will very rarely say something that either a) Is not common knowledge, which 

does not require citation, or b) Something that has not been published and/or is not included on the 

lecture slides’ reference list or on the course reading lists. Equally, students should not cite what I have 

said in tutorials. If you want to include something I have said, I will help you find somewhere from which 

you can cite if you ask me. 

 

 

When should you cite sources? 

 

If you are using drawing on someone else’s work you must make this clear by including their name and 

the year the work was published in close proximity in the text. It doesn’t matter how you are using their 

work – whether by quoting; paraphrasing; summarising in your own words or just relaying the facts and 

figures they use: you must always cite them. The next two sections deal with citing in different ways in 

more detail. 

 

Every instance of the use of work that is not your own must be cited. It is not sufficient to cite an author 

once and use other parts of his or her work uncited at other points in your essay. 

 

 

How should you cite? 

 

Quoting 

The most straightforward way to use someone else’s work and to make clear you are doing so is to 

quote them directly, with the author’s name and the year of the publication, along with the page number 

the quotations appears on in brackets at the end of the quote.  

 

Quotations should always be indicated with double quotation marks (“).  If you wish to emphasise part 

of the quote, italicise and put “emphasis added” after the page number. Put “emphasis in original” if the 

italics are the original text.  If you are omitting some words for the sake of brevity, show this with an 

ellipsis in square brackets in place of the missing words: 

 

In the view of one of New Labour’s most prominent academic observers, Labour’s difficulties in this 

early period stem from “disappointed expectations, especially [...] among women” (Lister 2000, p.427) 

 

 

 



If the quote is longer than two lines, you should you indent the quote and use a smaller font size 

(usually two lower than the main body text) and put the citation information in brackets on the next line. 

 

In 2003, midway through the operation of the New Deals, Dean argued that the British activation 

approach was a mix of workfare and human capital development models: 

 
The British model represents a compromise. Its welfare-to-work policies have included centrally directed national schemes that 

place considerable emphasis on moving young and long-term unemployed benefit recipients as rapidly as possible into jobs, 

but has also offered education options, training schemes and advice aimed at modestly enhancing the employability of various 

groups of claimants, including lone parents and disabled people.  

(Dean 2003, p.442, emphasis added) 

 

Citing non-quoted sources in text 

It is important not to overuse quotations. Too many quotations in your essay will mean that your own 

voice will not come through strongly and it you can more obviously demonstrate your ability to 

understand and use the sources you have read if you explain their arguments in your own words.  

 

Even if you use your own words, however, you must still make clear where the ideas come from by 

listing the author’s and name and the year of the publication, allowing the reader to locate the source in 

your bibliography and then look it up if he or she wishes. A paraphrasing or summary of someone else’s 

work, or a relaying of someone else’s findings must always be cited in this way. Common knowledge 

and your own ideas which do not to a significant extent draw on other people’s work do not require 

citation.  As for quotations, close paraphrasing or specific facts or figures should also have a page 

number, though more general summaries do not. 

 

The most common way to cite is to include in the text the author’s name and the year of publication 

after what is being cited, though the citation itself can appear in different ways in different parts of the 

sentence, and you may wish to mix these up for stylistic reasons, for example; 

 

Labour, it has been argued, failed to transcend the old left and right but did combine the two in new 

ways (Driver and Martell, 2000). 

 

Driver and Martell (2000) argue that Labour failed to transcend the old left and right but did combine the 

two in new ways. 

 

Driver and Martell argue that Labour failed to transcend the old left and right but did combine the two in 

new ways (2000, p.3) 

 

You may be familiar with footnote or endnote referencing, whereby the references go at the bottom of 

each page1 or all together on a page at the end, though I prefer students to use the in-text method. 

 

If you are using a source twice in the same paragraph, you need only use the year the first time. 

Subsequent references within that paragraph can just use the name. 

                                                
1 Like this 



 

If you are using a source that you have found by way of being cited in another text, you must not make 

it seem like you have read the original if you have not. Use both, joined by “cited in”; 

 

Providers avoiding spending resources on the hardest-to-help claimants has afflicted a number of UK 

welfare-to-work programmes, including the Action Teams for Jobs programme, in which the job 

outcome measures were found to encourage contracted providers to work with ‘easier to help’ clients 

(Casebourne et al., 2006, cited in Shutes 2011). 

 

 

Writing bibliographies 

 

A bibliography is a list of the sources you have used to produce your work. A bibliography must always 

be included at the end of your essays but is not required for exam answers. 

 

The Harvard style is one of the most commonly-used referencing styles and is the one most SPSS 

courses ask students to use. The examples below are in Harvard style. If you are not manually 

producing your bibliography (for example; if you are using a reference manager; using the ‘cite’ function 

on Google Scholar or copying from an existing bibliography), ensure that you set the reference 

manager to output in Harvard and convert to Harvard anything in a different style. 

 

Bibliographies should be in alphabetical order by the author’s surname with a line space between each 

one.  Though there are differences depending on whether the entry is for a book; a chapter in an edited 

book; journal; media or web reference, all bibliographic entries should have at least the author’s name; 

the year the source was published and the title.  

 

Books should also have the publisher and year:  

 

Surname, Initial. (Year). Title. City published: Publisher 

 

Esping-Andersen, G. (1990). The Three Worlds of Welfare Capitalism. Cambridge: Polity Press. 

 

 

 

Edited books also require the number and title of the chapter; the pages the chapter covers and 

the names of the editors of the book: 

 

Surname, Initial. (Year). Chapter title. In Editor surname, Initial (Ed). Book title: pages covered 

by chapter. City published: Publisher 

 

Martin, C. J. 2006. Corporatism in the post-industrial age: Employers and social policy in the 

little land of Denmark. In Campbell, J.L., Hall, J.A. & Pedersen, O.K. (Eds.) National identity and 

the varieties of capitalism: The Danish experience: 271–294. Montreal: McGill-Queen’s 

University Press 



 

 

Journal articles should have the title of the journal and the volume and number of the edition 

that the article was published in.  For journal articles, books or book chapters written by more 

than three people, ‘et al’ is used after the third person’s name. 

 

Surname, Initial. (Year). Journal article title. Journal title, volume(number), pp. pages covered by 

article. 

 

Mabbett, D., 2005. Some are More Equal Than Others: Definitions of Disability in Social Policy 

and Discrimination Law in Europe. Journal of Social Policy, 34(2), pp.215–233.  

 

 

Newspaper articles or other media sources are cited in a similar manner to journal articles, with 

the name of the newspaper; the date and the page number listed in that order after the title of 

the article. Cite newspaper website articles in the same way as other internet-based sources 

(see below).  

 

Surname, Initial. (Year). Title. Publication, Date, pp.pages covered by article 

 

Norman, M. (2013). IDS’s rebirth is one of the wonders of the age. The Independent, 2nd 

January, pp.17  

 

 

Sources based only or primarily on the internet should have the complete URL (not just the 

short-form one, e.g. www.dwp.gov.uk) and the date you accessed the webpage. Some URLs 

can be very long (up to 5-6 lines), making the bibliography look untidy and making it difficult for 

the source to be followed-up (essays are still read in the first instance in hard-copy, so the 

marker can’t click the link). URLs can be shortened using the bit.ly link shortener 

(www.bitly.com). 

 

Author, Initial. (Year). Title [www]. Organisation responsible. Available from: URL [Accessed: 

date accessed] 

 

Evans, M. (2001) Welfare to Work and the Organisation of Opportunity: Lessons from Abroad 

[www]. CASE Report 15, Centre for Analysis of Social Exclusion, LSE, London. Available from: 

http://eprints.lse.ac.uk/28306/1/CASEreport15.pdf (Accessed 2/1/13) 
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