
 

 

Referencing Guide 

for 

International 

Foundation 

Students 
 

September 2016 

 
 

As required by NCUK, based on:  

Pears, R. and Shields, G. (2013) Cite them Right. The essential referencing guide. 9
th
 edn. 

Basingstoke:Palgrave Macmillan. 

 



 

Referencing 

When using ideas from other sources to support the ideas in your work, either direct 

quotes or paraphrased in your own words, you have to show these both in citations 

in the main body of your essay, and in the reference list.  

Citation: 

 
Cook (2015, pp.20-21) emphasised that a number of industries are coming 
under pressure to make significant changes in order to respond to shifting 
consumer demands. 
 

 

Reference list: 

The reference list must be in alphabetical order (by author surname) and be 
on a separate page at the end of your essay: 
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How to Write Citations 
 

When you use ideas from other sources in your work, you should include the 

following information in the main body of your essay: 

 

Surname (of author or authors) 
Year of publication 
Page numbers (if quoting directly, or paraphrasing ideas from 
specific pages) 

 

These should be next to the paraphrased idea or direct quote in the main body of 

your essay. 

 

Including paraphrased ideas 
  

Reporting verbs 

You can use a reporting verb or phrases (such as according to) to include 

paraphrased ideas. These reporting verbs can be used at the beginning, in 

the middle or at the end of a paraphrased idea: 

 

Examples: 
 

Taylor (2007, p.56) emphasised that most students only used 

English when they were in class. 

 

Most students, according to Taylor (2007, p.56), only used English 

when they were in class. 

 

Most students only used English when they were in class, claims 

Taylor (2007, p.56). 

 

Most students only used English when they were in class (Taylor, 

2007, p.56). 

 

Paraphrasing 
When you paraphrase, you express another author’s ideas in your own words. 
Remember that the meaning needs to be the same as in the original text and 
you should cite and reference your source. 
 
Summarising 
This differs from paraphrasing because you only include a brief account of 
someone’s work, with the main ideas, topics or headngs, but without details.  
e.g. when stating the focus of a survey or a research study. You should still cite 
your source, e.g. One important study (Harrison, 2012) looks at close links 
between…. 
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How to write citations (continued) 

 

Including direct quotes 
 

You can use a reporting verb or phrases (such as according to) to include direct 

quotes. These reporting verbs can be used at the beginning, in the middle or at 

the end of a direct quote. You must also give the page number(s): 

 

Examples: 
 

However, Taylor (2007, p.56) states that “86% of students said they 

only rarely spoke English outside of a classroom situation”. 
 

However, "86% of students" according to Taylor (2007, p.56) "said 

they only rarely spoke English outside of a classroom situation". 
 

However, “86% of students said they only rarely spoke English 

outside of a classroom situation”, claims Taylor (2007, p.56). 

 
Put the direct quote in single or double quotation marks. Both ways are correct but 
remember to be consistent and use the same system throughout an essay.  
 
Italics in the original text? 

If there are italics in the original text, state this. 
 

“The dictionary is based on rigorous analysis of the grammar of the 
language”, according to Soanes (2004, p.2, italics in original). 

 
 
Making changes to quotations 
Quotations should be copied exactly, but you can make these slight changes if 
necessary: 
 
Ellipsis 

When you omit part of the quotation because it is irrelevant to your point.  
 

In this case you should show it by using three dots. 
 

Gardner (2007, p.49) found that "Drug prevention…efforts backed 
this up”. 

 

Insertion 

When you want to insert your own words to clarify the quotation, put them in square 
brackets [  ]. 
 

According to Higgins (2008, p.17), “In this field [crime prevention], 
community support officers…”.  

            3 



Making changes to quotations (continued) 

 

Errors in a quotation? 

If you want to point out an error in a quotation, do not correct it; instead write [sic]. 
 

Williams (2008, p. 86) noted that “builders maid [sic] bricks”.  

 

Making changes to quotations (continued) 

 

Emphasis 

When you want to stress some words in a quotation, you can put them in italics and 
state that you have added the emphasis. 
 

Denby (2006, p.78, my italics) concluded that “Large numbers of 
women are more prepared to support eco-friendly projects”.  

 

 
 

Citing images – photos, diagrams, drawings, figures, tables… 
If you include images that are not yours, these must be cited with the image caption 
or title, source and page number. 
 

Fig 1. The liver and its connections to the blood system (Hocking et al. 2008, 

p.38.) 

 

Citing a video 

If you refer to a video, use author and year. 

 

Example: 

 ..according to the video (Smith, 2010),.. 

 

Or 

 

…Smith (2010) mentioned in the video that… 

 
Other types of source not mentioned here? 

Refer to this book: 

Pears, R. and Shields, G. (2013) Cite them Right. The essential referencing guide. 

9th edn. Basingstoke:Palgrave Macmillan. 

NB It is important to use the 9th edition. 
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How to Write a Reference List 
 

The information that you need to include in the reference list should be given (when 

available) in the following order: 
 

Books – printed books and ebooks 

 

Example: 

Wilkinson, R. and Pickett, K. (2010) The spirit level: why equality is better for 

everyone. London: Penguin, pp. 24-36. 

Steps to create the reference: 
First: Authors/editors 

Surname, Initial. 

Surname, Initial., and Surname, Initial. 

Surname, Initial., Surname, Initial., and Surname, Initial. 

Surname, Initial. (ed.) 

Surname, Initial., and Surname, Initial. (eds) 
 

Second: add year of publication (in brackets)  

Surname, Initial. (year of publication) 

Surname, Initial. (no date) 
 

Third: add title of book (and edition if required) 

Surname, Initial. (year of publication) Title of book. 
 

Only include edition number if it is not the first edition. 

Abbreviation – edn. eg 3rd edn. 

Surname, Initial. (year of publication) Title of book. 2nd edn. 
 

Fourth: add place of publication, publisher, page numbers 

(Page numbers only included when you are referring to a whole 

chapter of a book. 

Surname, Initial. (year of publication) Title of book. 2nd edn. Place of 

publication: Publisher, page number(s). 
 

 

Chapter of an edited book 

The details of the chapter should appear first, then the book: 
 

Example: 

Russell, M. (2011) ‘Constitutional Politics’, in Hefferman, R., Cowley, P. and 

Hay,C. (eds) Developments in British Politics. Basingstoke: Palgrave, pp.7-28. 

 

Surname, Initial. (year of publication) ‘Title of chapter’, in Surname of 

editor, Initial. (ed.) Title of book. Place of publication: Publisher, page 

number (s). 

5 



How to write a reference list (continued) 

 

Print and Online Articles from Academic Journals, Newspapers and 

Magazines 

 

Example: 

O’Connor, S. (2015) ‘Using online short films in English language courses’, 

Modern English Teacher, 24(2), pp.51-52. 

 

Steps to create the reference: 
First: Authors/editors 

Surname, Initial. 

Surname, Initial., and Surname, Initial. 

Surname, Initial., Surname, Initial., and Surname, Initial. 

Surname, Initial. (ed.) 

Surname, Initial., and Surname, Initial. (eds) 
 

Second: add year of publication (in brackets) 

Surname, Initial. (year of publication) 
Surname, Initial. (no date) 

 

Third: add title of article in a journal/newspaper 

Surname, Initial. (year of publication) ‘Title of article’,  
 

Fourth: add title of journal/newspaper in italics 

Surname, Initial. (year of publication) ‘Title of article’, Title of 

journal/newspaper,  
 

Fifth: add edition/volume/iissue information and page number(s) 

Journal: 

Surname, Initial. (year of publication) ‘Title of article in 

journal/newspaper’ ,Title of journal, volume number(issue number), 

(or month or season), page number(s). 

Newspaper: 

Surname, Initial. (year of publication) ‘Title of article in 

journal/newspaper’ ,Title of newspaper, (edition) day month, page 

number(s). 
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How to write a reference list (continued) 

 

Internet sites/individual webpages                                                            

(but NOT ebooks or online journals – see previous page for these) 

 

Where author(s) given: 

 

Example of a webpage:  

D’Amato, A, Henderson, S & Florence, S. (2009) Corporate social 

responsibility and sustainable business : a guide to leadership tasks and 

functions. Available at: http://insights.ccl.org/wp-

content/uploads/2015/04/CorporateSocialResponsibility.pdf  (Accessed: 9 

September 2016). 

Example of a video:  

Keith, D. (2007) A critical look at geoengineering against climate change. 

Available at: 

https://www.ted.com/talks/david_keith_s_surprising_ideas_on_climate_chang

e?language=en (Accessed: 15 November 2016). 

Surname, Initial  (year of publication or most recent update) 
Title of article or webpage  Available at: URL (Accessed: date). 

 

Where an organisation is the author:  

 

Example: 

INTO Manchester. (2016) Accommodation at INTO Manchester. Available at: 

http://www.intostudy.com/en-gb/universities/into-

manchester/living/accommodation  (Accessed: 9 September 2016). 

 

Organisation. (year of publication or most recent update) Title of 

article or webpage. Available at: URL (Accessed: date). 

 

No year given? 

 

Write (no date) 

 

No author/organisation and no title available? 

 

Do not use because these are probably unsuitable for academic use. 
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How to write a reference list (continued) 

 

Images from printed and online sources 

You have to state the type of image e.g. illus./fig./diagram/table/logo 
illus.=abbreviation; fig.=figure) 

 
From printed material (book, newspaper, journal): 
  

Example: 

Hocking, S., Kennedy, P., Sochaki, F. and Winterbottom, M. (2008) OCR 

Biology. Harlow: Pearson Education, p.38,illus. 

 

 Surname, Initial. (year of publication) Title of book or article. Place of 

publication:publisher, page no, type of image. 

 
From a webpage: 
 

Example: 
National Human Genome Research Institute. (no date) Mendelian Inheritance. 

[Illus.] Available at: https://www.genome.gov/glossary/index.cfm?id=122 

(Accessed 6 July 2016). 

 

Surname, Initial. (year of publication or most recent update) Title of 

image. [type of image] Available at: URL (Accessed: date). 

 
 
 
 

 

Other types of source not mentioned here? 

Refer to this book: 

Pears, R. and Shields, G. (2013) Cite them Right. The essential referencing guide. 

9th edn. Basingstoke:Palgrave Macmillan. 

NB It is important to use the 9th edition. 
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Frequently Asked Questions (FAQs) 
 
Which name is the surname? 

 

Find out by looking for a comma: 
Given name(s)  Surname   (no comma, so the last name is the surname) 
or 
Surname, given name(s)   (comma between names, so the first name is the 
surname) 
 

From the front cover of a book: The author’s surname is the final name.  

From the front page of an article: The author’s surname is the final name. 

From a reference list at the end of a source: The author’s surname is the 

first name. 
 

Ask your teacher if you are not sure. 
 

What should I do if there is more than one author? How many surnames do I 
need to include in a citation? 

 

Up to 3 surnames: all names must be included.  

More than 3: first author name, followed by et al. (meaning ‘and the rest’). 

Reference list: all names must be included even if there are many names. 
 

What should I do if I can’t find the name of the author? 
 

Use the organisation name instead in the citation and the reference. 
 

INTO Manchester. (2016) Accommodation at INTO Manchester. Available 
at: http://www.intostudy.com/en-gb/universities/into-
manchester/living/accommodation  (Accessed: 9 September 2016). 

 

What should I do if there is no author for a dictionary or similar type of 
reference book?  

 

Use title in italics instead of author name for the citation and reference. 
  

Oxford Student’s Dictionary.(2007) Oxford:Oxford University Press 

 

What if I can’t find the year of publication? 

Write no date instead of the year in the citation and the reference. 
 

In their study of international student success rates, Blackwood  and 
Johnson (no date, p74) argue that more research is needed to … 
 

What if I don’t know the author or organisation name, but am confident that it 
is an academic source? 

 

Use the title in italics in the citation and reference. 
 

Student numbers have changed significantly according to Education Trends, 
2015, p23. 

 

Should paraphrased ideas and direct quotes be included in a word count? 
 

Yes            
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Frequently asked questions (continued) 
 
What should I do if I want to use an idea that the author of my source text has 
cited? 

 

This is known as secondary referencing. 
 

Best Practice: Look at the reference list at the end of the source text, find the 
original source, read it, quote or paraphrase from this, and include in your 
reference list. 
 

Or: If the source text is not available to you, you can include a summary of the 
views expressed (not a direct quotation), but don’t include the secondary 
source in your reference list because you have not read it.  

   
If the work was a direct quote you cite it like this in your body text: 

White (2001, quoted in Brown, 2008, p.23) noted that…. 
 
If the work was paraphrased, you cite it like this in your body text:: 

White (2001, cited in Brown, 2008, p.23) noted that…. 
 
When do I need to include page numbers? 

 

Citing: a direct quote, paraphrase or image 
Referencing: citations from a journal, newspaper or whole chapter from a 

book. 
 

What should I do if I want to cite more than one source in support of a point? 
 

These should be cited in chronological order - most recently published first. 

If more than one source was published in the same year, then put these in 

alphabetical order.  
 

What should I do if an author published twice in a single year?  
 

Add a letter (a, b….) after the year in the citation AND the reference list. 
 

Jones (2013a, p.67) found that students with high attendance gained 

better examination results. This is also true for international students 

(Jones, 2013b, p.43).  
 

In your reference list, show the publications like this: 
 

Jones, P. (2013a) Attendance and achievement in UK universities. 

Oxford: Oxford University Press. 

Jones, P. (2013b) International students and exam performance. 

Oxford: Oxford University Press. 
 

I have seen different types of referencing systems. Which one should I use? 
 

You will come across different referencing systems in the various sources you 

use. However, you should follow the guidelines outlined here as this is what 

NCUK, the examination moderating body have advised. When you are at 

university, you will be told which referencing system to use. 

            10 


