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You will probably be aware that plagiarism is an important issue and you must avoid it 

at all costs, but do you know why referencing is so crucial to your essay writing?

References to other sources are useful and beneficial to presenting your argument; 

don’t be scared of using them. However, be selective. Don’t just cram your work full 

of citations in a bid to impress the marker that you’ve read a massive amount. Your 

references should be relevant and provide evidence for and against your argument.

For example, you can include a citation to…

you are indicating the source as a chapter in a book, you include the citation to the 

author of the chapter. Within the bibliography you would put the full citation to the 

book with details of the editors.
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Basic common elements in a bibliography citation:

BOOKS:

Clarke, Alan. E-Learning Skills. Basingstoke: Palgrave Macmillan, 2008. 

JOURNAL ARTICLES:

Shaw, Peter. ‘Plagiary’, American Scholar, 51(Summer, 1982), 325-337. 
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In-text citation

How to reference within the text:  

most inconsistency.”1 It has been pointed out that one of the reasons for using this style is 

that you do not have citations within the text breaking up the flow of the reading.2

1  Colin Neville, !e Complete Guide to Referencing and Avoiding Plagiarism. 

(Maidenhead: Open University Press, 2007), 43. 

2  Kathleen McMillan and Jonathan Weyers, !e Smarter Student. (Harlow: Pearson 

Education, 2006), 240.
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Bibliography

Your bibliography should be arranged alphabetically.

Type of source Format

Book  

(one author)

Neville, Colin. !e Complete Guide to Referencing and  Avoiding 

Plagiarism. Maidenhead: Open University Press,  2007

Book (two or 

more authors)

Peck, John and Martin Coyle. !e Student’s Guide to Writing. 

Basingstoke: Palgrave Macmillan, 2005. 

Chapter in an 

edited book

White, Edward. “Student Plagiarism as an Institutional and Social 

Issue.” In Perspectives on Plagiarism and Intellectual Property in a 

York: State University of New York Press, 1999.

Journal article

Eyes? University Students’ Perceptions of Cheating and Plagiarism in 

Academic Work and Assessment.” Studies in Higher Education 22  

Website with 

author

!e Guardian. 

Highereducation [accessed November 5, 2008]. 

Website with no 

author

November 5, 2008]. 

Secondary 

referencing

In-text: Jude Carroll, “A handbook for deterring plagiarism in higher 

education,” Oxford: Oxford Centre for Staff and Learning Development; 

student learning: Improving academic integrity. (Abingdon: Routledge, 

2008). 

Bibliography: Carroll, Jude. “A handbook for deterring plagiarism 

in higher education.” Oxford: Oxford Centre for Staff and Learning 

Plagiarism, 

the internet and student learning: Improving academic integrity. 

Abingdon: Routledge, 2008. 
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Chicago Frequently Asked Questions
How do I use quotations?

Use double quotation marks to enclose 

the direct text. For short quotations (of 

less than five lines), use a brief phrase to 

introduce the quotation and include the 

page number. For example:

As Neville emphasises1, “you should 

cite all sources and present full details 

of these in your list of references” (p.36)

1.  Colin Neville, !e Complete Guide 

to Referencing and Avoiding 

Plagiarism. (Maidenhead: Open 

University Press, 2007), 36. 

For longer quotations (of five lines 

or more) you use a block quotation, 

without quotation marks, but clearly 

indented to indicate these words are not 

your own. For example:

Neville comments that:

It can sometimes be difficult, if not 

impossible, to avoid using some 

of the author’s original words, 

particularly those that describe or 

label phenomena. However, you need 

to avoid copying out what the author 

said, word for word. Choose words that 

you feel give a true impression of the 

author’s original ideas or action. 1 

1.  Colin Neville, !e complete guide 

to referencing and avoiding 

plagiarism. (Maidenhead: Open 

University Press, 2007), 36. 

For a summary or paraphrase, you must 

According to Neville1, sometimes it is 

unavoidable you will use a few words 

that the author used. 

1.  Colin Neville, !e Complete Guide 

to Referencing and Avoiding 

Plagiarism. (Maidenhead: Open 

University Press, 2007), 36. 

When do I use page numbers in my 
in-text citations?

You should include page numbers within 

the footnotes for every quotation and 

paraphrase used. 

What if an author I am referencing 
has published two or more works 
written by one author?

For all entries after the first, replace the 

individual’s name with a long dash. 

Bibliography:  

Carroll, Jude. A handbook for deterring 

plagiarism in higher education.Oxford 

Centre for Staff and Learning Development: 

Oxford Brookes University, 2007. 

plagiarism tell you about your students?” 

LINK newsletter on academic integrity, 
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What if I want to use a number of 
sources in one in-text citation?

If you want to cite several sources, group 

them into a single footnote.

For example:

As is widely stated in the literature…. 3

3.  Colin Neville, !e complete guide to 

referencing and avoiding plagiarism. 

(Maidenhead: Open University Press, 

2007), 36; Kathleen McMillan and 

Jonathan Weyers, !e Smarter Student. 

(Harlow: Pearson Education, 2006), 

240; John Peck and Martin Coyle, 

!e Student’s Guide to Writing. 

(Basingstoke: Palgrave Macmillan, 

2005), 42. 

What if I want to reference a work, 
in an in-text citation, that has more 
than four authors?

If a book or journal article has authors 

numbering more than four, use ‘et al.’ 

after the first author. For example:

Bibliography:  

computed tomography (MSCT): A 

feasibility study”. Legal Medicine. 2008; 

What happens if I cite the same 
source twice?

you can shorten the footnote information. 

First footnote: Colin Neville, !e 

Complete Guide to Referencing and 

Avoiding Plagiarism. (Maidenhead: Open 

University Press, 2007), 36.

Second footnote: Neville, Complete Guide 

to Referencing, 38. 
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What is the Chicago convention for 
using capital letters?

Capitalise first and last words of a title and 

all other words, except articles (a, an, the) 

and prepositions (of, in, at).

What abbreviations can I use?

Abbreviation Meaning

anon. anonymous

chap. chapter

ed. edition

et al. and others 

n.d. no date

p. Page (single)

p.p. Pages (page range)

ser. series

supp. supplement

vol. volume

Further information:

Levin, Peter. Write Great Essays! 

Maidenhead: Open University Press, 2004.

McMillan, Kathleen and Weyers, Jonathan. 

!e Smarter Student. Harlow: Pearson 

Education, 2006.

html 
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Paraphrasing: some examples
!e Guardian 

newspaper:

Is Persaud a narcissist, in other words, 

he doesn’t obey the rules of academia 

because he doesn’t think he belongs in it? 

He claims to have been so busy he became 

confused. 

Williams, Zoe. “Persaud’s disorder,

” !e Guardian, June 20, 2008, 37.

An example of incorrect paraphrasing of 

this passage could be as follows:

It could be questioned whether Raj 

Persaud was either a narcissist or full of 

belong to the world of academia, so 

didn’t have to obey the rules? Could 

he really have been so busy that he got 

confused?

!is is incorrect paraphrasing because:

this is not sufficient as it is too close to 

the original.

to the author of the article.

Correct paraphrasing could be as follows:

Williams1 argues that Persaud could be 

viewed as a man consumed by ego, or 

alternatively, a writer that felt he didn’t 

belong to the academic community, 

so there was no need to abide by their 

conventions. Within the comment piece 

it is questioned whether overwork could 

be seen as a defence.

!is is correct paraphrasing because:

citation.

has written the argument in their own 

words.
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