[image: image1.jpg]{caid

Chartered Quality Institute





A Guide to the Harvard Referencing System for CQI students

 
These guidelines have been designed to keep students informed of the Harvard Referencing System and assist with their achievements with CQI.
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1. DEFINITIONS
Citation: is when you refer to the work of other authors in the text of your own work.

Reference: each citation needs a reference at the end of the work. This gives you the full details of the source and should enable it to be traced.

Bibliography: a list of relevant items you have used in preparation of the assignment but are not necessarily cited in the text.

2. HOW TO CITE IN YOUR TEXT
2.1 Authors

If you are citing an author, there are two ways; direct and indirect. If you use direct then you would use it as a direct reference to an authors work. If it is indirect then you are using a statement more in your own words and then referencing the authors afterwards and usually in brackets.

2.1.1 Direct

To cite an author directly, use one of the below layouts:

· One author = Beaumont (2002, pp.33-35) states that …

· More than one author, different work = Jones (1998) and Smith (1999) believe that …

· Two authors, same work = Jones & Smith (1998) suggests that …
· More than two authors for the same work = Jones et al (1998) believe that …

· One author, different years = Jones (1992, 1995) found that …

· Several works by one author in one year = Jones (1992a) suggests that … Jones (1992b) found that …

· If you are using a direct quote in its entirety, you should keep the quote in quotation marks and cite it as follows: “…” (Jones, 2002, p30)

2.1.2 Indirect

To cite an author indirectly, use one of the below layouts:

· One author = … (Jones, 1993)

· More than one author, different work = … (Jones, 1994; Smith, 1996)

· Two authors, same work = … (Jones and Smith 1998)

· More than two others = … (Jones et al, 1995)
· Several works by one author = … (Jones, 1994)
· Several works by one author in one year = … (Jones, 1992a). … (Jones, 1992b)

2.2 Page Numbers
To cite page numbers, you need to write p.33 for one page and p.p.33-37 for a range of pages. Try to reference pages if there are any.

2.3 Chapter Authors from edited books

To cite chapter authors from edited books, the citation should be made using the author of the chapter and not the author of the edited book. In your reference you should include details of both the chapter author and the edited book.

2.4 Corporate authors

To cite corporate authors, it is usually cited under the body that commissioned it e.g. department of health. If it is a specially convened group then cite by name of group e.g. Board of Governors.

2.5 Secondary sources

To cite secondary sources, you may need to refer to someone’s work that is referenced in a book; this would be a secondary source. For example, research carried out by Jones (1966 cited in Smith, p.145)… Here, Jones is the work you wish to refer to and Smith is where you found his work.

2.6 Tables or Diagrams

To cite a table or diagram, a reference within the text to a table from a book should include the author, year and page. If not authors own work, it should be cited as a secondary reference. If it’s reproduced in its entirety, add a foot note at the bottom of the table and quote the original source as well as the authorship.

3. HOW TO REFERENCE
A basic reference should look like this:

Author, initials. Year. Title of book. Edition. Place of publication: Publisher.

Author = surname with first capital letter followed by a comma.

Initials = in capitals, full stop after each and a comma after the last initial

Year = publication year followed by a full stop.

Title of book = full title in italics followed by a full stop. If there is a subtitle to the book, use : and follow it with a full stop.

Edition = only include if not first edition. Use number followed by ed. Followed by a full stop.
Place of publication = town or city followed by :

Publisher = company name followed by a full stop.

4. REFERENCING BOOKS
Books with 2-4 authors should appear in your reference in the same order they appear on the book. Use the same punctuation as in the example below:

Authors. Year. Title of book. Edition. Place: Publisher.
Beaumont, J. Whitaker, B. & Pederson, L. 1993 Managing the Environment. SI: Butterworth-Heinemann
Books with more than four authors should appear similar to the below with the same punctuation:


Author et al. year. Title. Edition. Place of publish: publisher.

Tickle, F. et al. 2002. Quality Management: Introduction to Quality. SI: Quality Management and Training Publications.
Books which are edited need to have ‘ed’ included in the reference as per the below example:

Authors. ed., year. Title. Edition. Place of publish: publisher.

Bocij, P. et al. ed. 2005. Business Information Systems: Technology Development and Management for the E-Business. 3rd Edition. SI: FT Prentice Hall.
If you are referencing chapters from an edited book, it will need to have the original author reference and the source of where it is found. Please see the below for an example:

Chapter author. Year. Title of chapter. In: book author. Year. Title. Place of publish: publisher. Chapter numbers or first-last pages.

Smith, J. 1975. A source of information. In: Jone, W. One hundred and one ways to find information about health. Oxford: Oxford University Press. Ch.2.

If you are referencing a book that has multiple works by the same author in the same year then reference it as per the below:


Surname. Year (followed by a, b, c, etc). Title. Place of publish: publisher.


Soros, G., 1966a. The road to serfdom. Chicago: University of Chicago Press.

5. E BOOKS, JOURNALS AND WEBSITES
If you are referencing an e-book you will need to include the type of source (e.g. e-book) in […] brackets. You will also need to include where it was found, for example e-book source, URL and the date it was accessed. The URL should always be underlined. Please see the example below:

Author, year, title. [e-book] Place of publication: Publisher. Available at: URL [access date]

Scott, W.D. 2006. Employee Motivation: How to Raise Business Profits. [e-book]. SI: NAP. Available at: http://www.ebook.com/ebooks/Business/Employee_Motivation%
3B_How_To_Raise_Business_Profits [accessed 28 November 2008].
If you are referencing an article that is in a journal, it should look like the following:

Author, Year. Title of article. Title of journal. Volume number (issue number), page numbers
Ford, M. 2008. Adoption of Quality Practices in a Multidivisional Environment: a Longitudinal Study. Quality Management Journal. 15 (4). P.p 7-16.
If you are referencing journal articles from an electronic source, see the below example:

Author, Year. Title of article. Title of journal, [type of medium] Volume number (issue number), page numbers (if available). Available at: URL [Accessed date]
Ford, M. 2008. Adoption of Quality Practices in a Multidivisional Environment: a Longitudinal Study. Quality Management Journal. 15 (4). P.p 7-16. Available at: ASQ. URL: http://www.asq.org/pub/qmj. [28 November 2008]
If you are referencing a journal abstract from a database, where you are unable to access the full article, it should look similar to the below:

Author. Year Title of article. Title of journal. [medium], volume number (issue number). Page numbers (if available). Abstract only. Available at: URL [accessed date].

McCannon, M. 2008. The Quality-Quantity Trade-off. Eastern Economic Journal. [e-journal]. 34 (1). P.p. 95-100. Abstract only. Available at: www.palgrave-journala.com/eej/journal/v34/n1/abs/9050009a.html [accessed on 28 November 2008]
If you are referencing a newspaper article, you will need the below information:

Author, year. Title of document. Title of newpaper, day, month. Page number. Column line.
Parrott, M. 2008. Sustainable by Design. Quality World. November. P17. 11.
If you are referencing a newspaper article that you found online, it should look like the below:

Author, year. Title of document. Title of newspaper, [medium]. Available at: URL [accessed date].

Sabbagh, D. 2007. Channel 4 Faces Test of Quality by Ofcom. The Times Online [internet]. Available at: http://business.timesonline.co.uk/tol/business/industry
_sectors/media/article1934870.ece [accessed on 28 November 2008].
If you are referencing something from a website, it should look similar to the below:

Authorship, year. Title of web page. [medium] (date of update). Available at: URL [accessed date]

The CQI. 2008. CQI launches Chartered Quality Professional. [online] (updated 1 September 2008). Available at: http://www.thecqi.org/qualityworld/news.cqp.shtml [accessed 28 November 2008].
6. REFERENCING PUBLICATIONS AND OFFICIAL DOCUMENTS
If you are referencing an act of Parliament, you will need the below information:


Short title, year. (chapter numbers), place of publication: publisher


Education and Inspections Act 2006. (c.40). London: OPSI
If you are trying to reference command papers and other official publications, see the below example:

Authorship (which may be part of the title). Year. Title. (command number). Place of publication: publisher.

Royal Commission on civil liability and compensation for personal injury. 1978. (Pearson Report). London: HMSO.

If you are trying to reference a publication from a website, you will need the below details:

Author, year. Title of document [type of medium]. Place of publish: publisher. Available at: URL [accessed date].

The CQI. 2008. Diploma in Quality (assurance and Management) Syllabus. [online]. London: The CQI. Available at: http://www.thecqi.org/education/h1-2-1.shtml [accessed on 28 November 2008].
If you are referencing from an annual report of a company, it should look like the below:

Corporate author, year. Full title of annual report. Place of publication: publisher.

The CQI. 2007. Annual Reports 2007. London: the CQI.
If you are referencing from an annual report found on the internet, it should include the below details:

Corporate author, year. Title of annual report. [type of medium] Available at: URL [accessed date].

The Chartered Quality Institute, 2007. Annual Reports 2007. [online]. Available at: http://www.thecqi.org/about/a14.shtml. [accessed 11 Nov 08]
If you are referencing something from a British or International standard, you will need the following information:

Corporate author, year. Full title of standard. Place of publish: publisher.

British Standards Institution, 1990. BS 5555:1990 Recommendations for wiring identification. Milton Keynes: BSI.

If you are referencing a conference paper, it should look similar to the below:

Authorship, year. Full title of conference paper. In: editor/name of organisation, Full title of conference. Location, date, publisher: place of publication.

Brown, J., 2005. Evaluating surveys of transparent governance. In: UNDESA (United Nations Department of Economic and Social Affairs), 6th Global forum on reinventing government: towards participatory and transparent governance. Seoul, Republic of Korea 24-27 May 2005. United Nations: New York.

7. REFERENCING PICTURES, TABLES AND GRAPHS
If you wish to reference a picture, image or photograph, you will need the below information:

Artist/author name, year of production. Title of image. [medium] (collection details)
Mears, P. 1994/5. Typical QI Tools Used in Reason for Improvement. [book].

If it is a picture, image or photograph found on an electronic source, you will need to include the URL as per the below:

Artist/photographers name, year of production. Title of image. [medium] (collection details). Available at: URL [accessed date].

Rosam, I. 2008. Figure 1a. How different management functions work together. [online]. Available at: http://www.thecqi.org/qualityworld/c4-1-171.shtml [accessed on 28 November 2008]
8. MISSING DETAILS
You will sometimes be trying to reference something with missing details, if that is the case please substitute the missing items for the below. If none of them are correct then leave blank. Always try to add in as much information as you have.

· 1995? = probable year

· Ca. 1995 = approximately 1995

· 1999- = decade certain but not year

· 199? = probable decade

· Anon = author anonymous or not identifiable

· S.l. = no place of publication (latin: sine loco)

· S.n. = no name publisher (latin: sine nomine)
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