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1.  Why do I need to reference my work?


Good referencing enables readers to find any publication referred to in your document quickly and easily – which gives you credibility.


If you don't do it, your work is immediately downgraded in value.


If you do it badly, you lose respect (and easy marks).


If you intend doing research, you either use a proper referencing system or change careers.


In short, it's important - and this guide will help you to get it right.

1.1  So tell me briefly how it works

If you summarise, refer to, or quote from an author's work in your document, you must acknowledge your source, otherwise you are guilty of plagiarising (a form of cheating). In Harvard, you do this by putting these brief details before or after your quote:

Author's surname,  followed by the publication year of the document in round brackets 

E.g:   Stollery (1997)

But your readers will need more information if they want to look at that source personally. So you put the extra details in a reference list – usually placed at the end of a chapter, or at the end of the entire work. It looks something like this:

      Stollery, R. (1997) Ophthalmic nursing. 2nd ed., Oxford: Blackwell Science.


There are fixed rules here: the author always comes surname first, then initials, then year.


The title of the book (or journal) is always in italics (typewriters underline instead), and everything else has a set order.


Always terminate author initials and all abbreviations with full stops (e.g. dept., ed., pp., anon., etc.).

Where do I find publisher details?

Books - normally on the title page or the back of the title page, or equivalent.

Journals - author/title details on the article itself; journal title, date, etc., on or inside the cover.

Audio tapes, videos, computer software, etc. - usually on the labels or containers.
And that's it? 

It would be, if we only had books with a single author. But we also have journals, maps, web pages...  So this guide shows what to do with different cases of quoting authors. After that, we show you how to write reference entries for journal articles, web pages and all the others.

2.  Referring to an author’s viewpoint in your text

2.1
Single and Multiple Authors – summarising and quoting

Summarising

When referring to (or summarising) an author's viewpoint in your text, then:
If the author's surname fits naturally into the text, the year follows in round brackets. 

If not, insert the name and year in round brackets immediately after the viewpoint.

Examples:

Gaskell (1992) notes that girls’ skills are not visible to others. 

Girls are considered to create fewer problems than boys (Furlong 1985; McManus 1989).

The above is sufficient for a theme that runs through a book, but you will often be referring to a 

specific point in the text. In that case you must add the page(s). Use p. for a single page, e.g.:  p.72

and pp. for several pages, e.g.:  pp.104-6.   Thus:  Thompson (2005, pp.37-9)

If there are one, two or three authors, all surnames should be given before the date.

If there are more than three authors, give the first surname followed by et al. (in italics).

Example:

Conger and Galambos (1997, p.365) note that the reported adolescent suicide rate increases rapidly after age 15. 

Psychology produces individuals as objects of its theorizing (Henriques et al., 1984).

Direct Quotation:

Direct quotation (exact words) follows the same rules as those for summarising, but note:

· Quotations must be in double quotation marks (“”) except when indented – see below.

· The page reference must be included.

· Any omission from the original must be indicated (e.g. …) so as not to misrepresent.

· If you need to clarify something, put your insert in square brackets.

· When directly quoting from a play, the page number is not reliable. Instead, you usually give act, scene, lines, in (respectively) large Roman, small Roman, Arabic numerals, all in round brackets. Thus Act 4, scene 3, lines 22-26 becomes:  (IV, iii, 22-26). Put the name of the play at the front if not obvious from your text: (Macbeth, III, iv, 59-64).

Examples:

Bate (1995, p.82) observes: “The one thing we know … about his [Shakespeare’s] early career is that he was notorious for making use of other writers’ fine phrases”.

‘“We always seemed to be able to launch an artist’s rendition of the product, but never the product itself.”’ (Clement et al., 1992, p.139).      [The Clement example quotes a quotation in the book.]

Quotations longer than 4 lines are treated differently. 

· They can be introduced by a few words and a colon, then two empty lines, 

· The quotation itself is indented five spaces from the left margin and typed with single line spacing but without quotation marks at beginning and end. 

· The author's surname, date and appropriate page number(s) appear at the end. 

2.2
Author published two items in the same year

If two or more documents are by the same author(s) in the same year, add lower-case letters after the year (a, b, c, etc.) to distinguish between them in your text and in your reference list.

Example:
Faulkner (1990a) concludes that Afro-Caribbean pupils have average to high self-esteem.

2.3
Author is an organisation (“corporate author”)
If the organisation’s name is given instead of a personal name, that’s what you use. You normally omit any leading article (e.g. A, The), then give the rest of the name in the order it comes.

Example:  Taylor Woodrow (2002)

2.4
Author's name not given

For documents with no named originator at all, use Anon. in place of the author.

Example:

There is a substantial increase in the numbers of children excluded from school (Anon., 1992)

Note:

There is a growing tendency not to use Anon. if no author is given, but to use the title as first element instead. If you do this you must do it for all anonymous works in your list. The date then comes after the title, not before it, and your reference list entry must match. E.g.:

[referring in the text: ]         Japan: a bilingual atlas (1991)

[reference list entry:  ]         Japan: a bilingual atlas. (1991). Tokyo: Kodansha International.  
2.5
Secondary referencing - Authors quoting other authors

You may want to cite an author who is himself citing another source that you haven’t seen. You must make it clear that you have not seen the original source yourself, to avoid misleading the reader. This then absolves you from any transcription errors made from the original source.

Within your text, you cite the original author, followed by the author of the secondary source.

Examples:

According to Reich, 1971 (in Singer, 1997, p.90) “There is a revolution coming”.

“It will not require violence to succeed, and it cannot be successfully resisted by violence”  (Reich, 1971, in Singer, 1997, p.90).

In your reference list at the end, you just list the book you actually saw (Singer in this example). 

E.g.:    Singer, P. (1997)  How are we to live?  Oxford: Oxford University Press.

3.  Writing Your Reference List – General Notes

Where do I list my references?
You have several choices, but the main ones are:

1.
list everything in one sequence at the end of the entire document (the easiest).

2.
at the end of each section of your work (e.g. a chapter), list the items referred to in that section 

          (this results in several short lists, one per section.).

3.   at the bottom of each page.

Whatever you choose, you must list all publications used to write your document .  

How do I arrange them?
List alphabetically by author (including Anon.), then by date for each author if he or she has written more than one work. If they have written more than one work in the same year in your list, add a, b, c (etc.) after the year where this has occurred (see 2.2 for more explanation).

The details for each entry depend on what you are dealing with - a book, a map, a tape, a web page, or even a conversation. The rest of this guide shows you the patterns to use for the kind of item you are trying to list. If you follow the listed rules and examples as accurately as your item permits - which means correct order of data to be supplied and correct use of italics - you should produce acceptable Harvard references with little difficulty. 

Notes:
Most letters are in lower case, but the first word of a title should still start with a capital letter, and proper names elsewhere should be capitalised as usual.

If you have trouble working out which bits go in italics, follow these rules:

When an item contains only one title, the title goes in italics.

When the item is one of several inside a larger item, e.g. an article in a journal, a chapter in an edited book, a paper at a conference, use italics for the larger item’s name.

If you have previous experience of Harvard, you will know that the old convention was to capitalise the author’s surname. However, a survey made at Wolverhampton in 2005 showed that mixed case now predominates by about 14:1 in journal research articles, and COTHM has therefore adopted mixed case as its own standard - i.e. Smith, J. not SMITH, J.

3.1
Books
· Author’s surname, comma, then initials, with a full stop after each initial. 

· For two authors, put and between the names but otherwise set out as above. For three or more, separate the intermediate names with commas, but put and before the final name.

· Treat editors in the same way but add (ed.) or (eds.) after their name(s) - see example in 3.3.

· Date (in round brackets).

· Title (in italics) full stop. 

· Edition (if applicable), comma. 

· Place of publication colon. (Include country or state if location of place is unclear.) 

· Publisher full stop.

Examples:

Arya, C. (2003) Design of structural elements. 2nd ed., London: Spon Press.

Silvertown, J. and Charlesworth, D. (2001) Introduction to plant population biology. 4th ed., Oxford: Blackwell Science.

Nestler, E.J., Hyman, E.S. and Malenka, R.C. (2001) Molecular neuropharmacology: a foundation for clinical neuroscience. New York: McGraw-Hill.

In your reference list, et al. does not apply. You should name all authors/contributors unless your School specifically says otherwise.

3.2
Translations and commentaries by a second author
· Original author’s surname, comma, then initials, with a full stop after each initial.

· Date of second author’s book (in round brackets).

· Title of original work (in italics). If title is in the original language, you can insert a translation in square brackets if you wish (or if the title is already translated, you can provide the original language version in square brackets).

· Author of new book in round brackets – initials first, surname, comma, then ed. or trans. as appropriate.

· Place of publication, colon (include country or state if location of place is unclear.)

· Publisher full stop.

· If you know when the original work was published, say so in round brackets.

Examples:

Shakespeare, W. (1995) Titus Andronicus (J. Bate, ed.). London: Routledge. The Arden Shakespeare. (Original work published 1594)

Freud, S. (1999) The interpretation of dreams [Die Traumdeutung] (J. Crick, trans). Oxford: Oxford University Press. (Original work published 1899)

3.3
Chapters within edited books

· Chapter-author’s surname, comma, then initials, with a full stop after each initial. 

· Date (in round brackets). 

· Title of chapter, full stop, followed by in (in italics).

· Editor(s) of book, surname, then initials, followed by (ed.) for one editor or (eds.) for more than one. 

· Then follow the instructions for book referencing from Title to Publisher, comma, then Page numbers in the form of p. for one page or pp. for more, followed by the numbers, full stop.

Example:

Whittaker, K.A. (1990) Dictionaries. in Lea, P.W. and Day, A. (eds.) Printed reference material. London: Library Association Publishing, pp.11-23.

3.4
Journal articles

· Author’s surname, comma, then initials, with a full stop after each initial. 

· Date (in round brackets). 

· Title of article, full stop.

· Title of journal, with first letter of significant words capitalised (in italics), comma.

· Volume (bold) no space. 

· Issue (round brackets), comma.

· Page numbers in the form of p. for one page or pp. for more, followed by the numbers, full stop. 

Note 1: where something has two titles, e.g. the title of an article and the title of the journal it was published in, the embracing work (in this case the journal title, not the article title) is always the one in italics.

Note 2: if volume/issue dating is unsuitable, e.g. newspapers, use this style:  17 November 2004.  

Examples:

Oulton, T. (1995) Using libraries. Management Decision, 33(51), pp.51-62.

Lambert, P. (2003) Armed conflict: a pacifist experience and the implications for counselling. Journal of Critical Psychology, Counselling and Psychotherapy, 3(2), pp.75-83.

Gonzalez-Palacios, A. (2004) The furnishing of the king of Naples’s Hunting Lodge at Carditello. Burlington Magazine, CXLVI(1219), pp.683-690.     [Latin volume no. retained; 1219 is the issue no.]

Bowlin, W.F., Renner, C.J., and  Rives, J.M. (2003) A DEA study of gender equity in executive compensation. Journal of the Operation Research Society, 54(7), pp.751-7. 

3.5
Conference proceedings and papers

(a) Referencing the whole proceedings:

· Organisation(s) responsible for conference. If applicable, add the sub-section of organisation after a comma.

· Date of publication (in round brackets).

· Title of conference, (in italics) comma  (note: this often includes the full date)

· Editors, if given (and in the form given) full stop.

· Place of publication, colon. (Include country or state if location of place in unclear.) 

· Publisher full stop. 

Example:

Institute of Electrical and Electronic Engineers, IEEE Computer Society, Technical Committee on Software Engineering (1998) Proceedings: International Conference on Software Maintenance: November 16-20, 1998, Bethesda, Maryland, edited by Taghi M.Khoshgoftaar and Keith Bennett. Los Alamitos, California: IEEE Computer Society.
(b) Referencing an individual paper from a conference: 

· Surname of author of paper, comma, then initials, with a full stop after each initial. 

· Date (in round brackets). 

· Title of paper, full stop, followed by In (italics). 

· Then use the proceedings pattern above to add Organisation, Title of conference, Place of publication and Publisher, comma, then Page numbers in the form of p. for one page or pp. for more, followed by the numbers, full stop.

Example:

Vigder, M.R., and Dean, J.C. (1998) Building maintainable COTS based systems. In Institute of Electrical and Electronic Engineers, IEEE Computer Society, Technical Committee on Software Engineering (1998) Proceedings: International Conference on Software Maintenance: November 16-20, 1998, Bethesda, Maryland, edited by Taghi M.Khoshgoftaar and Keith Bennett. Los Alamitos, California: IEEE Computer Society, pp.132-138.
3.6
Government or other Official Publications

· Government dept/organisation for which the publication was produced.

· Date (in round brackets). 

· Title (in italics), full stop.

· Official reference number (if there is one), comma, place of publication, colon.

· Publisher, followed (if there is a chairperson) by round brackets containing name of chairperson and the word Report, full stop. 

Note: be careful with the abbreviation Cmnd. used in UK Government publications for "Command" papers. This has varied over the years (e.g. Cmd.), and each variation is a different document series.

Example:

Department of Education and Science (1985) Education for all: report of the committee of inquiry into the education of children from ethnic minority groups. Cmnd. 9453, London: HMSO (Swann Report).

3.7
Theses
· Author’s surname, comma, then initials, with a full stop after each initial.

· Year of award (in round brackets)

· Title (in italics), full stop.

· Degree awarded followed by Thesis, comma.

· Name of awarding institution, full stop. (Preceded by place of publication if unclear.)

Example:

Saxton, J. M. (1994) Exercise-induced damage to human skeletal muscle. Ph.D. Thesis, University of Wolverhampton.

3.8
Unpublished (informal) works, including handouts
Unpublished works are usually private (e.g. letters) or temporary, and information may be scarce. As far as possible, follow the pattern for the appropriate medium, and treat any gaps as you would elsewhere. A lecturer’s handout might be dealt with like this:

· Author if known or made clear in some fashion - otherwise Anon.

· Year of production if known (in round brackets) - or (n.d.) and give circulation date in the note

· Title of document if given - or [no title] and give a descriptive comment in the note

· Place of publication

· Publisher - their employer if produced at work, otherwise themselves

· Note including the lecture title (if it had one), the teaching module the handout was distributed with, and any further information you choose to add. [Remember: the objective is to allow someone else to be able to trace it later.]

Fictional Example:

Robinson, J. (2004) [No title]. Wolverhampton: University of Wolverhampton. 3-page handout on the technique of doing handsprings, circulated 13th March 2005 in Lecture 3 for module EG1032 "Teaching gymnastics".

4.
Referencing Films, Illustrations, Maps and Music

4.1
Films, videos and DVDs

· Title (in italics), full stop.

· Date in round brackets

· Material format full stop

· Subsidiary originator’s forename or initials, followed by surname (usually the director)

· Place of Production comma

· Production team comma

· Location of copy, colon followed by name, full stop

Examples:

Macbeth. (1948) Film. Directed by Orson Welles. USA, Republic Pictures. Location of 35mm viewing copy: London: National film Archive.

Riverdance – the show. (1995)  Video tape. Directed by John McColgan. Ireland: Tyrone Productions. The original cast, starring Michael Flatley. Available as commercially published VHS video VC6494.

4.2
Illustrations – physical and computer generated

· Surname of originator(s) comma then initials, with a full stop after each initial

· Date (in round brackets)

· Title (in italics) comma

· Material comma

· Location preceded by At: then full stop.

Example:

Gosse, S. (1912) The garden, Rowlandson House. Etching and aquatint. At: London: British Museum, Department of Prints and Drawings. Register number 1915-27-41.

Electronic images can also be cited this way if they have been copied to physical storage such as a CD-ROM. In this case the material would be the file format, e.g. TIF computer image, and the location would be the filename and details of the CD-ROM sufficient to identify and find it. See 4.4 for examples of CD citing.

4.3
Maps

· Surname of originator(s) comma then initials, with a full stop after each initial

· Date (in round brackets)

· Title (in italics) comma

· Sheet number, comma Scale, full stop

· Place of publication, colon

· Publisher, full stop

Examples:

Wyld, J. (1839) Map of the countries lying between Turkey and Birmah, 1:10,000. London: James Wyld.

Ordnance Survey. (1955) Plan SO 8898, 1:2500. Chessington, Surrey: Ordnance Survey. 

Shows parts of Compton and Finchfield, Wolverhampton.

[The note is not required for citation but might be added for obscure titles to assist readers.]

4.4
Published music and recorded sound

a)  Published (printed) music:

· Surname of originator(s), comma then initials, with a full stop after each initial

· Date (in round brackets) Give the modern date if a modern printing (etc.) of an older work

· Title (in italics) full stop

· Editor's surname, comma initials, with a full stop after each initial, followed by ed.
· Place of publication, colon

· Publisher, full stop

· For recordings, give the publisher’s serial number and recording format, e.g. audio tape.

Examples:

Mozart, W.A. (no date) Don Giovanni: an opera, in two acts. MacFarren, N. translator. London: Novello.

Blur. (1994) Parklife. London: MCA Music.
b)  Recorded Sound

Recorded interviews (etc.) can follow the main pattern, substituting Interviewed by (or similar) for the editor element above, and giving the interviewer’s name.

Recorded music and effects follow a similar style except for Editor. For single items or orchestral works name the performers and the conductor (if appropriate). For collections of songs, etc., you can omit this. 

Examples:

Grieg, E. (1989) Grieg: Peer Gynt suites. Berlin Philharmonic Orchestra, conducted by Herbert von Karajan. Hanover: Deutsche Grammophon, number 4194742. Compact Disc. 
Hill, Faith. (1999) Breathe: Special edition. New York: WEA International Inc., Serial 0936248084 28. Compact disc. Special edition includes 'The way you love me', 'This kiss', and 'Breathe' remix versions. 

[This example gives full forename for positive identification and also notes why the edition is ‘special’.]

Carey, M. (2000) Against all odds. in Westlife. Coast to coast. Track 5. EU: BMG Entertainment International UK & Ireland Ltd, Serial 74321808312. Compact disc. 

[Example of one artist featured in a work primarily by others. Note that the main title is in italics.]

5.  Referencing Electronic Sources

"Electronic" potentially covers any form of electronically stored or conveyed material - tapes, CD-ROMS, on-line services (whether internet or not), electronic messaging systems and so on. In practical terms, however, it is perfectly reasonable to treat physical recordings of any kind in line with earlier sections above, so long as the material format is noted – e.g. a film may be recorded on these media: Film, Video, DVD, etc. 

Referencing electronic sources in Harvard style has not yet become as settled as for paper-based sources. The guidelines below therefore follow International Standard ISO 690-2, but with the publication year placed after the author's name to match Harvard citations.

General notes:

(a)  The elements listed in the examples should appear in the order given, but are required only if they are applicable to the item being cited. Optional items should be included if readily available and useful.

(b)  If you know an element not stated in the document, add it in square brackets, e.g. [c.1999] 

Individual Elements:

Author's name - this may be an individual, several people, or a company. As explained earlier, we have accepted the current trend to use mixed case, thus: Smith, J.   You can still use all-capitals if preferred, but whichever style you use, be consistent in every citation you give.

Forenames (Smith, Jenny) (no full stop) can be used where initials alone might be confusing. See the note in section 5.4 for dealing with multiple authors.

Place of Publication - if this is given but is obscure or not definitive, you can elaborate in round brackets, e.g. Birmingham (Alabama, USA), or Birmingham (UK) to make it clear.

Date of citation - this element reflects the way that online content changes frequently, and this is why it is required. With it, you are saying that on the date viewed, this information was correct.

Use words for the month to avoid uncertainty on whether a numeric date is in UK or US order.

Web addresses on the Internet have a standard format known as a URL - Uniform Resource Locator - which is the web equivalent of a postal address. URLs are case-sensitive, so copy capital and small letters as found, including angle brackets. E.g. <http://www.eevl.ac.uk> (link underlining is optional for citing).

Standard number usually means ISBN (for books), ISSN (journals), serial number, or system number within the source.

5.1
Referencing a home page on the web

Use the elements in the following list, and in this order. Ignore elements not found.

· Author’s name, comma, initials with full stops. If an organisation, give the name, and where appropriate, add a comma and add the sub-section of the organisation 

· Year (in round brackets) - use (no date) if not found

· Title of home page (italic or underlined). If the home page has no title, use [Home page] in italics and square brackets

· Electronic medium in square brackets, e.g. [online], full stop

· Edition if given

· Place of publication if given, colon

· Publisher, comma

· Date of  publication/update/revision if year is insufficient

· Date of citation (i.e. when visited) in square brackets, full stop

· Series (optional)

· Notes (optional)

· Web address in angle brackets, full stop 

Example:

University of Wolverhampton, Department of Learning Resources (no date) Learning centres [online]. Wolverhampton: University of Wolverhampton [cited 6th May 2003]. <http://www.wlv.ac.uk/lib>.

5.2
Referencing entire documents or services

To reference an entire document or service – e.g. an electronic book, a computer program, a CD-ROM or a (whole) database - use the data pattern below. For TV programmes, see 5.10:

· Author’s name, comma, initials with full stops

· Year (in round brackets) – use (no date) if not found

· Title (italics or underlined)

· Electronic medium in square brackets, e.g. [CD-ROM], full stop

· Edition if given

· Place of publication if given, colon

· Publisher, comma

· Date of publication/update/revision if year is insufficient

· Date of citation (i.e. when visited) in square brackets, full stop

· Series (optional)

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address in angle brackets if appropriate, full stop

· Standard number if given, full stop

Examples:

CD-ROM:

Airlines (2002) [CD-ROM]. Hampton, Middlesex: Key Note Publications Ltd. [accessed 16th April 2003]. Available as: Windows edition CD-ROM.    

Computer Program:

Xara Ltd. (2003) Xara Webstyle 4 [CD-ROM]. Version 4. Hemel Hempstead: Xara
Ltd. Creation tool for web page decorative themes, using the Windows operating
system. Commercial product available from Xara Ltd. At <www.xara.com>.

Text document: 

Department for Education and Employment (1996) General national vocational qualifications: a brief guide [online]. London: DFEE. Updated 20 March 1996 [accessed 25 April 1997]. Available from: <http://www.open.gov.uk/dfee/gnvq/gnvq.htm>.

5.3
Referencing specific parts of documents or services

Where a specific part of a document or service is being referred to, provide the following:

· Author of the main document, surname followed by initials with full stops

· Year (in round brackets)

· Title of the main document (italics or underlined)

· Electronic medium in square brackets, e.g. [online], full stop

· Edition if given

· Place of publication if given, colon

· Publisher, comma

· Date of  publication/update/revision if year is insufficient

· Date of citation (i.e. when visited) in square brackets, full stop

· Chapter or other name for part being cited, colon

· Title of the part, full stop

· Page numbers within the main document, e.g. pp.27-39 (optional)

· Location within the main document, full stop

· Series (optional)

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address in angle brackets if appropriate, full stop

· Standard number if given, full stop

Examples:

Online book:

Carroll, L. (1994) Alice's Adventures in Wonderland [online]. Texinfo ed. 2.1. [Dortmund, Germany]: WindSpiel [cited 30 March 1995]. Chapter VII: A Mad Tea-Party. Available from World Wide Web: <http://www.germany.eu.net/books/carroll/alice_10.html#SEC13>.

Wolf:

Anon. (1997) Theorising family life [online]. Wolverhampton: University of Wolverhampton [cited 12 May 2003]. E-lecture 1:2: Problem of studying family living. E-lecture 2. Module SL3310, course leader: Jon Bernardes. Accessed on Wolf.

5.4
Contribution to an item within an electronic document or service

To reference a contribution to an item in an electronic document or service, follow this:

· Author of contribution - surname, comma, initials with full stops

· Year (in round brackets)

· Title of contribution, full stop

· Author of the main document - surname, comma, initials with full stops

· Title of the main document (in italics)

· Electronic medium in square brackets, e.g. [CD-ROM], full stop

· Edition if given

· Place of publication if given, colon

· Publisher, comma

· Date of publication/update/revision if year is insufficient,

· Page numbers within main document (optional)

· Date of citation (i.e. when visited) in square brackets, full stop

· Location within main document

· Series (optional)

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc.

· Standard number if given, full stop

Example:

Text document:

Zhukovsky, V., Itkin, V. and Chernenko, L. (1986) Helicopters over the Crater. Current Digest of the Soviet Press [online]. Columbus (Ohio): Current Digest of the Soviet Press, 11 June [cited 14 February 1991]. Accession no. 0008752. Available from DIALOG Information Services, Palo Alto (Calif.).

Note on multiple authors: Name all authors/contributors unless your School specifically says otherwise.

5.5
Referencing Electronic Journals - the entire publication run

Use the following pattern to refer to the entire publication run of an electronic journal:

· Title of journal (italics or underlined) 

· Year (in round brackets)

· Electronic medium in square brackets, e.g. [online], full stop

· Edition

· Place of publication if given, colon

· Publisher, comma

· Date of Publication - start and hyphen e.g. 2001- or range if ceased, e.g. 1976-87
· Date of citation (i.e. when visited) in square brackets, full stop

· Series (optional)

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc.,


quoting web address in angle brackets, full stop

· Standard number (ISSN), full stop

Example:
Journal of Technology Education (1989-) [online]. Blacksburg (Va.): Virginia Polytechnic Institute and State university [cited 15 March 1995]. Semi-Annual. Available from Internet: <gopher://borg.lib.vt.edu:70/1/jte>. ISSN 1045-1064.

5.6
Referencing Electronic Journals - whole issues

To reference a whole issue of a journal use the pattern below. If you then refer to single articles, you will still need to reference them individually:

· Title of journal (in italics)

· Year (in round brackets)

· Electronic medium in square brackets, e.g. [online], full stop

· Edition  (e.g. Special edition on CNC machining)

· Place of publication if given, colon

· Publisher, comma

· Date of Publication - volume number, followed by issue number in round brackets: 17(3) or give cover date in round brackets, e.g. (17 September 2002)
· Date of citation (i.e. when visited) in square brackets, full stop

· Series (optional)

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address in angle brackets, full stop

· International Standard Serial Number (ISSN), full stop

Example:
International Journal of Human-Computer Studies (1997) [online]. Special issue: World Wide Web Usability. Elsevier Science, 47(1) [cited 12 May 2003]. Accessed via Scirus, title held at <http://ijhcs.open.ac.uk>. ISSN 1071-5819.

5.7
Electronic Journals - Articles and other contributions

· Author’s surname, comma, initials with full stops

· Year (in round brackets)

· Title of article, full stop

· Title of journal (in italics)

· Electronic medium in square brackets, e.g. [CD-ROM], full stop

· Edition

· Date of Publication - volume number, followed by issue number in round brackets: 17(3) or give cover date in round brackets, e.g. (18 September 2004)
· Date of update/revision

· Location within host document, e.g. pp.297-314

· Date of citation (i.e. date visited) in square brackets, full stop
· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address in angle brackets, full stop

· International Standard Serial Number (ISSN), full stop

Example:

Cane, A. (2002) 3D display points to holograms at home. Financial Times [online]. 22 Oct, Surveys edition, p.11 [cited 28 May 2003]. Accessed via Proquest at: <http://proquest.umi.com>. ISSN 0307-1766.


5.8
Bulletin boards, discussion lists and messaging systems

To reference the entire service, use the following pattern:

· Title of service (in italics).

· Year (in round brackets)

· Electronic medium in square brackets, e.g. [online], full stop

· Place of publication, colon

· Publisher, comma

· Date of Publication - start and hyphen e.g. 2001- or range if ceased, e.g. 1976-87
· Date of citation (i.e. when visited) in square brackets, full stop

· Notes (optional)

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address in angle brackets, full stop

Example:

PACS-L (Public Access Computer Systems Forum) (1989-) [online]. Houston (Tex.): University of Houston Libraries, June 1989- [cited 17 May, 1995]. Available from the Internet: <telnet://federal.bbs.gpo.gov>.

5.9
Individual electronic messages and phone calls

As far as possible, you should be citing references that can be viewed by others in an archive. However, an example is also given here of a telephone call which - unless taped - would have no record, but might still have provided important input.

· Author of message - surname, comma, then initials with full stops

· Year in round brackets

· Title of message (subject of discussion) (in italics), full stop

· Title of host messaging system 

· Electronic medium in square brackets, e.g. [telephone call], full stop

· Secondary author/recipient (if applicable)

· Place of publication if given, colon

· Publisher if given, comma

· Date of Publication (for personal/unpublished communications, give date of sending)

· Date of citation (i.e. when visited) in square brackets, comma

· Numeration within host system (if given), comma

· Location within the host message system, full stop

· Availability/access - use wording to suit the case, e.g. available from, accessed on, etc., quoting web address (if appropriate) in angle brackets, full stop

· Notes (optional) e.g. personal communication.

Examples:
Single email:

info@seeyousoon.com (2005) Events for September. [Email]. Message to David Ireland. SeeYouSoon Publicity, 17 June [cited 18 June 2005]. Stored on David Ireland’s home email system. Personal communication from www.seeyousoon.com.

[This example gives a company email address as author, but a personal name (e.g. Smith, J.) or company name would be equally valid. Citing the web address might make it possible for someone to follow up.]

Discussion list:

Broekman, J.S. (1993) Dragon colours (a few thoughts on inheritance). Google Groups [online]. 16th February [cited 28 May 2003], message 2 in the thread. Accessed via: <http://groups.google.com/groups?group=alt.fan.pern>, then searching "dragon colours".

Telephone call:

Smith, J. (2005) Causes of failure in box-girder bridges. British Telecom [telephone call]. Call to: Brown, P., XYZ Bridging Ltd. 17 March [cited 17 March 2005]. Personal communication.

5.10
Television programmes, contributions and advertisements

Television programmes emphasise programme name and episode; the television station, and exact date and time of broadcast:

· Main programme title

· Episode number and title (if applicable), full stop

· Year (in round brackets), full stop

· Electronic medium in square brackets, e.g. [TV], full stop

· Location of broadcasting station if not obvious, colon

· Name of television station, comma

· Full date, comma, time of transmission, full stop

· Notes (optional) - e.g. programme made in 2004 if relevant.

Examples:
Channel 4 News. (2005). [TV]. London: Channel 4, 20 April, 7.00 p.m

Blackadder the third: Episode 2, Ink & Incapability. (2005). [TV]. London: BBC2, 20 April, 10.00 p.m. First shown in September 1987.

Viewed from tape/DVD: 

If you have recorded off-air, you should still use the above and disregard your tape. However, if the programme has been viewed from a commercially recorded tape or DVD, follow the first three lines above, title not in italics, followed by in and the name given to the whole tape in italics. Then quote the publisher, serial number, etc. See the Mariah Carey/Westlife example in section 4.4 for guidance.

Contributions to programmes, untitled items such as advertisements:

Where someone contributes to a programme (e.g. by giving an interview or reporting an incident), give the contributor’s name first, then the year, as you would for authorship, and identify the nature of the contribution. The rest follows the bullet style above, with the broadcast time given for the contribution itself, not the whole programme.

For independent untitled items such as advertisements, give the source as the contributor, something like advertisement for as the type, and provide a brief title to identify the product:

Examples:
Trimble, D. (2005). Interview. Channel 4 News. [TV]. London: Channel 4, 20 April, 7.45 p.m. 

Vodafone. (2005). Advertisement for 3G mobile telephone services. [TV]. London: ITV, 21 March, 8.30 p.m.
Note: advertising has raised several queries recently, e.g. in journals and as wall posters. We suggest that you provide the first three elements as per the Vodafone example. For a journal advertisement, cite the rest as for an article; for a poster, cite the format [poster], and where and when it was seen on display. 

Where the same product has had multiple adverts (such as Cadbury's Flake and Hamlet Cigars), it may be useful to add a note to make clear which one you are referencing - e.g. girl in gypsy caravan, motorcycle and side-car, wig in restaurant.

6.  Referencing unrecorded sources

A primary source of information is by verbal exchange, such as a spoken presentation or a personal conversation. You should not rely heavily on unrecorded material, however, as it is usually difficult for other researchers to pursue it. The following patterns are not formal Harvard or ISO standards, but they shadow their style. [See 5.9 for telephone calls.] 

6.1 Verbal presentation:
· Surname of presenter, comma, then initials, with a full stop after each initial. 

· Year (in round brackets). 

· Title of presentation (in italics if the event has no title (see below)), full stop

· Publisher of presentation (e.g. if on behalf of a company), full stop

· Organisation hosting the event, colon

· Title of event (if there is one, in italics), full stop

· Location of the event, and the date it took place, full stop

· Notes (optional)

Example:
Egan, Sir J. (2002) Cutting-edge issues in Construction. Strategic Forum for Construction. University of Wolverhampton. Wolverhampton Science Park, 12 September. Presented Government concerns about industry quality and safety, with policies aimed at improving both. No printed paper issued.

6.2 Conversation or interview:

· Surname of main speaker(s), comma, then initials, with a full stop after each initial.

· Year (in round brackets)

· Subject of discussion (in italics), full stop

· Secondary contributor(s) /interviewer(s) – surname, comma, then initials with full stops; other wording to suit the particular circumstances, comma

· Place of conversation or interview, comma 

· Date it took place, full stop

· Notes

Example:
Fawkes, G. (1605) Why Parliament must come down. Interviewed by: Pepys, A., outside the Palace of Westminster, London, 4 November.
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