	 The Harvard System at Bendigo Senior Secondary College


This guide covers the version of the Harvard System that Bendigo Senior Secondary College uses.  The guide looks at the following:
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In-text referencing - citing references in your assignment

[image: image2.png]


Bibliographies - the list of resources used for your assignment
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Glossary of terms
Bibliographic elements used in referencing

	element
	example

	Author's surname
	Smith

	Author's given name or initials
	Barry  or  B.K.

	Year of the publication
	2007

	Title of the publication
	A guide for prospective students

	Edition
	2nd ed.

	Series
	Issues for students

	Place published
	Melbourne 

	Name of publisher
	Oxford University Press

	Volume number (for journals)
	45

	Issue number (for journals)
	(7)

	Page numbers
	449-453

	Access date (for online documents)
	[Accessed 3 July 2007]

	URL (for online documents)
	http://www.bssc.edu.au


	Word Limit
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How many words have I written?
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Do not include direct quotations in your word count
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Do not include in-text references in your word count
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Do include paraphrased or summarised information

	In-text referencing


The basic elements for in-text referencing are:
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Surname of the author
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Year of the publication

[image: image10.png]


Page numbers you are referring to

	Example of an in-text reference:

(Smith 2007: 58).
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When do I use an in-text reference?
In-text references are used in the body of your assignment when you quote, paraphrase or summarise someone else's work or ideas.
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 Examples
	Mobile phones will become smaller and more powerful everyday.  The cost of a phone will drop dramatically and some will eventually be disposable (Prensky 2005: 6).  The pace of change suggests that mobile phones will be used extensively in colleges and schools within the next five to ten years (Futurelab 2005: 3), however, the recently released Technology Report (Smith 2007: 13) suggests that the time frame "to adoption" will most likely be two to three years.


There are two ways of citing:
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Author prominent - where prominence is given to the author:

Patten (2006: 9) described the use of sensors being positioned in the environment in order to make it interactive.
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Information prominent - where prominence is given to the information:
Sensors were positioned in the environment in order to make it interactive (Patten 2006: 9).
	Page Numbers


Use page numbers in your citation if:
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you quote a passage directly
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you paraphrase an idea from a particular page
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you summarise an idea from a particular page

Examples:

(Smith 2005: 10)

(Smith 2005: 10-13)

Do not use page numbers in your citation when:
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you paraphrase or summarise ideas from the entire work or a large part of it

Example:

(Smith 2005)

	Quotations
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When do I use quotations?
Quotations are used when you cannot put the idea in a better way yourself.  
A quotation adds support to your writing.
Short quotations
If the quotation is approximately 30 words or two lines in length it should be incorporated into your sentence using single quotation marks:

	The technology report stated that 'mobile phones are becoming the storehouses of our digital lives' (Smith 2007:13).




Long quotations

Long quotations should:
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Be introduced in your own words
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Begin on a new line
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Be indented from the left margin
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Use a smaller font

Example:
	Ian Pears house describes learning as:

          Mixed reality learning, contextual learning and ambient learning, where the

          focus now is actually on the mobility of the learner, the actual design of the

          learning spaces that they're actually in, where they find themselves at the 

          time. (Pearshouse 2006: 1)
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Do not use quotation marks in a long quotation
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Use single spacing
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Use a full stop at the end of the sentence, not after the brackets
Examples of in-text references

One author or corporation
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The author's surname (or name of the corporation) is placed in brackets at the end of the sentence:
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The author's surname (or name of the corporation) can be incorporated into the sentence with the year in brackets

	Example 1

These changes were noticed more than a decade ago (Smith 2007).


	Example 1

Smith (2007) noticed changes more than a decade ago.



	Example 2

The management of difficult students at the school received greater attention in 2006 (Educational Advisory Council 2007).


	Example 2

The Educational Advisory Council (2007) gave greater attention to difficult students....




Two authors
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Use an ampersand in the brackets:
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Use the word 'and' in your sentence:

	A recent study (Pearson & Smith 2007) found...


	Pearson and Smith (2007) found...


Three or more authors
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The name of the first author followed by et al. which means 'and others':


	The author appears in brackets:


	Incorporate the author into your sentence:

A work by Smith, Brown and Green becomes:

	A recent study (Smith et al. 2007) has found...
	A recent study by Smith et al. (2007) has found....

	[image: image32.png]


 The names of all the authors should be listed in your bibliography


Glossary of terms
	ampersand
	The name of the character & meaning "and"

	author
	Person who has composed or written the piece of information

	bibliography
	A list of books, articles or other sources that you have consulted for your research.  Also called a reference list.

	citation
	Formal description of a book, article or other source of information containing bibliographic elements.  Sometimes called a reference.  Abbreviated citations are used for in-text referencing.

	colon
	:  A point of punctuation marking off a main portion of a sentence

	corporate author
	Organisation or group of persons responsible for composing or writing a piece of information.

	edition
	One of a number of printings of the same item.

	ellipsis
	The omission from a sentence of a word or words

	et al
	and others

	in-text reference
	A brief acknowledgement of the source of a specific piece of information within the main text of an essay. 

	italics
	font where the letters slope to the right

	journal
	A publication that is produced at regular intervals such as a magazine

	paraphrase
	Restatement of the sense of a text or passage.

	parenthesis
	brackets

	periodical
	A publication that is produced at regular intervals such as a magazine

	quote
	To repeat words

	reference
	Formal description of a book, article or other source of information containing bibliographic elements. Also called a citation.  Abbreviated references or citations are used for in-text referencing.

	reference list
	A list of books, articles or other sources that you have consulted for your research.  Also called a bibliography.

	responsibility
	Person or body responsible for the item

	summarise
	Make a summary or express in a concise form.


Standard abbreviations used in referencing

	&
	ampersand which means "and"

	app.
	appendix

	c. (before a date)
	about, if date is not given e.g. c.1965

	ch.
	chapter

	col.
	column

	cols.
	columns

	dir.
	director, directed by

	ed.
	editor

	eds.
	editors

	ed.
	edition

	et al.
	and others

	NB
	take careful note

	n.d.
	no date

	no.
	number

	nos
	numbers

	n.p.
	no place, or no publisher, or no page

	p.
	page

	pp.
	pages

	prod.
	produced by, producer

	rev.
	revised

	rpt.
	reprint, reprinted by

	trans.
	translated

	vol.
	volume

	vols.
	volumes

	writ.
	written


Examples of in-text referencing

	When paraphrasing:
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identify the author and date
	A recent study (Smith 2007) undertaken over three years found that mobile phone users were becoming more accustomed to smaller devices with more functions.

	When quoting:
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identify the author, date and page number
	Smith (2007: 24) argues that mobile phones are fast becoming a tool for learning and teaching and 'learning will therefore be accessible anytime, any place'.

	When quoting:
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if there is no author, use the title (use italics for the title)
	Mobile phones are an emerging technology and are set 'to become commonplace in the classroom within the next two years' (The Future Report 2007: 15).

	Long quotations:
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are indented from the left margin
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 single quotation marks are not used
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smaller font is used

	Peters describes how the learner creates their own learning processes:
The provision of information on demand via the Internet, and the filtering function provided by search engines, has improved learners' skills in searching for and evaluating new information.  In this way, all Internet users are learners accustomed to assessing information and constructing their own new learning. 

(Peters 2005: 4) 

	Words added and omitted:
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[square brackets] indicates words that have been added by you
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...Ellipsis indicates that words have been left out
	...whether we are ready for it or not, mobile learning presents the next step in a long tradition [of] technology-mediated learning.  (Wagner 2005: 44)

	Short quotations:
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Are incorporated into the sentence
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use single quotation marks
	Patten (2006: 15) stated that 'mobile phones are becoming the storehouses of our digital lives'.


	Writing your bibliography


A bibliography is an alphabetic listing that includes all sources of information consulted for the preparation of a piece of research work.
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Why do we need to include a bibliography?
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To acknowledge our sources
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To allow our readers to identify and consult our sources
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To ensure our information is accurate
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What if we don't include a bibliography?
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We may be accused of plagiarism (stealing another's work)
	surname     given name  year published                edition


Allport, John (1985) The Nature of Politics. 2nd ed. 

Doubleday: New York. 

                                            Title of book
publisher          place published





Examples of entries in a bibliography

A book with one author

Smith, John (1990) Business and the natural environment. 3rd ed. Heinemann: New York.

A book with two authors

Smith, John and Green, Barry (1991) Business and the natural environment. 4th ed. Heinemann: New York.

A book with three or more authors

Smith, J., Green, B., White, A. (2004) The natural environment and how things survive. Penguin: Sydney.

Article from Electric Library (Online Database)
Brookhiser, Richard (2005) Orange parade. National Review [online]. 28 Mar: 52. Available: Electric Library. [Accessed: 17 August 2007].

Article in a magazine

Nix, J.P. (1995) Managing your farm. Journal of Farm management. 18(6): 33-39.

Article in a newspaper

Smith, Martin (2007) Christos’ Gates. The Sunday Age. 23 June: 15.

Internet/World Wide Web

Elements needed:

Name of author/s (Year of publication) Title, [online]. Internet address, Date of access.

Burt, Steve (2004) Cell phones in education [online]. Available: http://www.eschoolnews.com/eti/2004/10/000294.php [Accessed 22 May 2007].

