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Referencing  

Referencing is a means of acknowledging the sources that have been used within a piece of 
work. It can include: 

 Direct quotes. 

 Indirect statements that have been paraphrased and summarised from the source.  

 

References give credit to the originator or author of a concept or idea. Using appropriate 
references will demonstrate your ability to access information, your breadth of reading and your 
ability to use this information to convey an understanding of a given topic.  

It is a means to avoid plagiarism. Plagiarism is using someone else’s word and presenting it as if 
it were your own. It covers written text, as well as photos and images. Even when you ‘just know 
something’ you must demonstrate where the original knowledge came from. You know nothing 
unless you can support it with evidence of what you think you know. 

There are many sources that you might use for research – some of the most common sources 
are given below but the principals are the same for most other sources you might choose to use.  

 

Referencing a textbook 

Single authors in text:  

Differentiation of cells occurs in the basal layer of the epidermis (Gawkrodger 2012). 

 

In your reference list 

 

 

 

 

 

 

 

 

 

 

 

 

Two or more authors 

Two or more authors would be placed in brackets eg (Beckmann & Le Quesnne 2005). 

Gawkrodger, D. (2012) Dermatology: An 
Illustrated Colour Text (5th edition) 

Oxford: Churchill Livingstone, 

Author, surname 
first, then 

comma, initials 
with a comma 
between each. 

Full stop after last 
initial 

Year of 
publication in 

brackets

Title of book in 
italics

Edition in brackets 
not in italics

Publisher (city of 
pulication, colon, 

followed by 
company name) 
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Two references by the same author? 

List the references in chronological order ie oldest book first. 

 

Two references in the same year by the same author? 

Identify each with a letter after the year in the text (2015a) (2015b), then apply these letters in 
your referencing list.  

 

 

 

 

 

 

 

 

 

Three or more authors within the text 

 There are a variety of methods that can be sued for business research (Saunders et al 
2009) 

 Et al means others. It is used within text when citing a source with three or more 
authors/editors. All the authors are cited in the reference list.  

 Ibid – as mentioned above. If you reference a source and then continue, but need to 
reference the same source in succession with no other author in between, you would put 
(ibid). 

 

Edited books 

 In edited books the editor(s) is listed. This might even be a publisher, for example, 
Kindersley. The words (Ed/s) are then put in brackets.  

 Example: Cressy, S. (Ed) (2009) Illustrated beauty therapy dictionary Portsmouth: 
Heinemann  

Saunders, M;  Thornhill, A; Lewis, P. (2009) 
Research Methods for Business 5th Colour Text (5th 

edition) Oxford: Churchill Livingstone, 

List authors as 
they occur in the 

book / article and 
not alphabetical 

order 
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When you use content from an edited book you must reference the title of the chapter and the 

author of the chapter you are using and then the full reference, as above. This might be different 

from the editor. 

Journals  

 

 

 

 

 

 

Newspapers 

 

 

 

 

 

 

Internet sources 

You must always give the full internet address of where you have sourced your information. 
Remember to only use peer-reviewed websites. That means websites that are professionally 
acceptable. This means you should not use Wikipedia, as you are expected to use professional 
sources.  

There are a variety of internet sources, including review articles, meta-analysis, newspapers, 
blogs, etc but the most common sources will be online journals.  

You must always put the date you accessed the information, as the internet is constantly 
changing and this will support the information you have given should the website change.  

Maxwell, S. (2013) ‘Through the change’ International Therapist 
(105): 26-28 

McAlonn, E. (2005) ‘Forever beautiful: Easy speedy treats’ 

The Daily Mail 24
th
 August 2015: 48 



  

  

 

 

 
  Page 4 of 4 

 

 

Online journals  

You must give the electronic retrieval details and the URL.  

If you have accessed through a password-protected access (ie college library) you must 
reference the database used. 

Cherkin, D. C., Sherman, K. J., Kahn, J., Wellman, R., Cook, A. J., Johnson, E. A., Erro, J., 
Delaney, K. and Deyo, R. A. (2011) A Comparison of the Effects of 2 Types of Massage and 
Usual Care on Chronic Low Back Pain: A Randomized, Controlled Trial Annals of Internal 
Medicine  155 (1) 1-9 Online at: http://annals.org/article.aspx?&year=2011&volume=155&page=1 
[Accessed 24th August 2015] 

 

Images 

Images (photos, tables etc) must be referenced 

 If copied directly – (taken from author and year). 

 If edited or altered – (adapted from author and year). 

 

If sourced from an online location you should state the photographer’s name, along with the 
image name, photo code and the date the image was taken.  

Images through Google – always view the image on its original website and reference from the 
original source. Just because it is freely accessible doesn’t mean it is not under copyright.  

Note of caution – be careful of copyright © on images – you shouldn’t use anything you find on 
the internet without referencing it or getting permission by the owner to use it.  


