
CITATION AND REFERENCING GUIDE  
 

KWETB Guidelines for Preventing Assessment Malpractice 
 
 

Citing and referencing 
  
Whenever a student is preparing a piece of academic work, particularly an essay, assignment 
or project, they should acknowledge information gained from any source.  
 
The acknowledging of other people’s work is known as ‘citing’. The sources of all documents, 
regardless of the format (print, non-printed, electronic, internet, PowerPoint presentations), 
which are quoted from, paraphrased, summarised or referred to in any way must be 
acknowledged by the learner writing the piece.  
 
Plagiarism  
 
Plagiarism is one of the most serious problems in education settings today. All institutions 
within Kildare and Wicklow Education and Training Board will have a clear policy on the 
repercussions for students who plagiarise. Students who produce academic work in any 
format must acknowledge the sources of the information that they have used or knowledge 
that they have gained from another source in order to produce the work.  
 
Plagiarism includes:  
 

 Submitting another person’s work as your own  

 Copying and pasting words or phrases from the Internet  

 Replacing selected words from a passage or sentence  

 Piecing together sentences and phrases from many sources  

 Buying assignments on the Internet  
 

 
REFERENCING 

 
The two most well-known referencing systems are the Harvard system and the APA system. 
The Harvard system is probably the most widely recognised.  
 
 

The Harvard System 
 

The Harvard Referencing System, also known as the name/date system, stipulates that, for 
every source used, you must cite it in two places:  
 

1. In the body of the text of your essay/document. This is called ‘in-text citation’.  

2. In the reference List or bibliography at the end of the document.  



In-text Citation 
 

Direct Quotation  
 
This is where you take the words directly from a source, without changing anything, and 
where you must use quotation marks. When quoting directly from another author you must 
give the author, year and page and ensure that the full reference is given in the reference list. 
Normally quotations should be enclosed in single inverted commas in the text.  
 

For example:    
Kotler argues that ‘reflective marketing is the essential key to lasting success’ (1994, p.67).  
 
When students use quotes from texts or websites it is important that they comment on the 
quotes directly underneath. 
 

For example:        
What Kotler seems to be saying is…  
 
Paraphrasing  
 
Paraphrasing is used when you want to restate the author’s ideas in your own words. The 
ideas are not enclosed in quotation marks but must still be acknowledged. It is not essential 
to give page numbers when you paraphrase. However, where a paraphrase contains 
controversial viewpoints or a starting point for a detailed analysis, a page reference may be 
included following the author and date.  
 

For example:  
Mass marketing is an approach which aims to attract a wide spectrum of buyers through the 
mass production and distribution of one product (Kotler 1994, p. 290).  
 

OR  
 

Kotler (1994) argues that mass marketing is an approach which aims to attract a wide 
spectrum through the mass production and distribution of one product.  
 

 If there are two or three authors, all are included in the citation.  
 

For example:  
Ferguson and Clark (1990)  

 

 If there are four or more authors, the usual practice is to use et al (the Latin 
abbreviation for “and others”).  

 

For example:  
Murphy et al. (2000)  

 
In-text Citation (No author given) 
 
If the work is a newspaper article, the name of the newspaper replaces the author:  
It was reported (The Irish Times, 8th June, 2003, p. 14)  



In-text Citation: Websites  
 
DIT states that referencing lists should be in alphabetical order (Dublin Institute of 
Technology, 2012).  
 

OR (when quoting from an online article or pdf file)  
 

Cao states that ‘readers must have access to the most up to date information’ (Cao 2001, 
p.14).  
 

 
Compiling a Reference List or Bibliography 

 
The in-text citations are simply abbreviated references and do not provide your reader with 
sufficient information to find the sources to which you are referring.  
 
For this reason, the Harvard System also requires that, for every source with an in-text 
citation, you must also provide a complete citation in the Reference List. (If you have simply 
read something as background, but have not used it in the body of your text then it should 
not appear in your reference list).  
 
Your reference list should be in alphabetical order by surname of the author, followed by the 
first name or initials as given in the work cited.  
 
The rules are outlined below along with a number of examples:  
 

1. No punctuation after dates.  

2. Multiple authors are joined by ‘and’ rather than ‘&’  

3. Book and Journal names are in title case (i.e. Capital letters are used for the first 

letters of the key words of the title)  

4. Book titles are in italics; Journal article titles in regular/normal  

5. Book names are given in italics  

6. Journal names are in italics  

7. Commas separate publishing elements.  

8. Edition is given without brackets or punctuation  

9. Publisher is followed by place of publication  

 
Referencing a book:  
Kotler, P. (1994) Marketing Planning Management: Analysis Planning and Control, 8th 
Edition, Prentice Hall, New York.  
 



Where first edition, or none specified:  
 

Tiernan, S. (1996) Modern Management: Theory and Practice for Irish Students. Gill and 
Macmillan, Dublin.  
 
Referencing a book with multiple authors:  
 

Blattberg, R.C., Glazer, R., and Little, J.D.C. (1994) The Marketing Information Revolution, 
Harvard Business Press, Boston. 
 
Referencing an article – referencing an article from a print journal:  
 

An article reference should include the volume number, issue number and page numbers for 
the article.  
For example:  
Marcus, A., and Gould, E.W., (2000) Crosscurrents: Cultural Dimensions and Global Web-user 
interface Design. ACM Interactions, 7(4), 33-46  
 
Referencing an article retrieved electronically:  
 

Schoenberger, C.H. (2006) Trading Places. Forbes, 178 (12), 174-76. Available from Business 
Source Premier [Accessed 7 December 2007]  
 
Referencing a Newspaper Article:  
 

Newspaper or magazine articles are treated similarly to periodicals except that it is normal to 
precede the page numbers with the abbreviation p. or pp. as appropriate.  
For example:  
Myers, K. (2000) The Youth of Today. The Irish Times, 11th March, p.14.  
 
Referencing Lecture Notes  
 

Many lecturers believe you should not cite references from your lecture notes – you should 
instead consult sources such as textbooks, etc. however, if you are citing something from 
your lecture notes:  
Duggan, R. (2011) Motivational Theorists, Business Management, BIFE, Bray on 4 December 
2011.  
 
Referencing Electronic Notes – Referencing a Page on a Website:  
 

Cao, L. (2001) Designing for Overseas Chinese Readers: Some Guidelines [Online]. Available: 
http://eserver.org/courses/s01/tc510/adaptiveity/cao/cao1.html [Accessed 29 November 
2007]  
 
Referencing an E-mail: 
  

Jagielka, P., (phil.jagielka@bife.ie), 8 December 2011. Re: Referencing and Citing. E-mail to 
Duggan, R. (ron.dugg@bife.ie) 
 

 



 


