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Referencing is used to acknowledge other people’s work used to create your own work. This 
can include such things as: an idea, exact words, art work, a diagram, an image or a table 
that is used in a piece of writing or non-written text. Referencing shows respect for other 
people’s intellectual rights and avoids plagiarism. It also enables the reader to follow up the 
work of other authors and creators referred to in the piece of work. 
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There are a number of referencing styles available for use. Different institutions/publishers 
use their own style and/or variation of a referencing system, so slight differences may be 
observed. Detailed descriptions of these systems are generally made available via the 
institution/publisher’s website. Some examples of these sites are listed at the end of this 
document. 
The purpose of all referencing systems is to acknowledge the work of others and to enable 
readers/viewers to find the referenced material. Referencing of new source types, such as 
emerging technologies, use the same basic principles and are consistent with the referencing 
style being used. 
It is easier for students and teachers if a school adopts and teaches a consistent referencing 
system. The examples of referencing used in this guide are based on the Harvard 
referencing system, also known as the Author–Date system. 
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Examples included here are intended as a guide only. Other approaches to referencing might 
already be in place in some schools. They are also appropriate to use. 
The main advice is that the style should remain consistent throughout a piece of work. 
,3534367869!2<0?3!

Referencing style can require three types of acknowledgment:  
1) In-text acknowledgement (see Part A below) 

a) When quoting another’s words, indentation of text (for sentences, see Part A, 1) or 
use of quotation marks (for a phrase, line or two, see Part A, 2) as well as brief 
reference  

b) To identify another’s ideas, words, art work, diagrams, images or tables, brief 
reference (author, date, page number/s) immediately following the text (see Part A, 3) 

2) Footnotes and endnotes (see Part B below) 
Footnotes and endnotes are easy to use and do not break the flow of text.  They are 
used in literature, history and the arts where source materials may have lengthy 
reference information.  Generally, footnotes are used for a small number of citations and 
endnotes for large numbers or lengthy endnotes. Consecutive superscript numbers are 
placed in the text and corresponding footnotes are located at the bottom of the same 
page as the text to which they refer.  End notes are placed at the end of a chapter or the 
end of the complete piece of work. 
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When quoting in running text, always include: 

• author 
• date 
• page number or location reference where specific text is referred to.  
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Note: You must keep this to a minimum to ensure that what you submit for assessment is 
your own work.  This is used in cases of 30 words or more. 
Set out the quotation in a separate block of text, by: 

• indenting from the margin 
• using a smaller font size or italicising the text. 

 
Example 

At the time of the European colonisation the Australian landscape was portrayed as 
untouched wilderness. In fact, Indigenous Australians were using various techniques, 
particularly fire, to manage the land: 

 

… the explorers were not pushing out into wilderness, they were trekking through 
country that had been in human occupation for hundreds of generations. It was 
land that had been skilfully managed and shaped by continuous and creative use 
of fire. (Reynolds 2000, p.20) 
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Include the words in the normal setting of the sentence.  This is used in cases of less than 30 
words. 
 
Example 

Reynolds (2000) argues that the Australian landscape was ‘skilfully managed and 
shaped’ (p. 20) by Aboriginal people through the use of fire. 

 

Indent 
from the 
margin 

Use a different font than the 
rest of the text (e.g., make 
smaller or italicise) 

Leave a line 
above and 
below the 
quote 

Identify author, year of 
publication and page number 
at the end of the quote.  If 
the date is unknown use n.d. 

Use single quotation marks 
around the quoted words. 

Add page number after the quote, plus 
author and year of publication if not 
referred to earlier in the sentence. 
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In text 
The information that Columbus wanted most was: Where is the gold? 1 

 
Corresponding footnote at the bottom of the page or endnote 

1. Howard Zinn, A People’s History of the United States: 1492 – Present 
(New Tork: Harper Collins Publishers, 2005), 2 

IF!
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1. Howard Zinn, A People’s History of the United States: 1492 – Present 
(New York: Harper Collins Publishers, 2005), 2 

2. Robert Geise, American History to 1877 



Guidelines for Referencing (Ref: A369073)  Page 6 of 13 
updated June 2015 
 

 
 

!"#$%9% 4*:*#*(,*%;<8$%"(1=.#%6<>0<.2#"?@A%
A reference list is a full list of all publications referred to in the work. It is placed at the end. 
A bibliography differs in that it also includes publications that are not specifically referred to in 
the work. It is also placed at the end.  
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1. Author and Date (The Harvard or Author-Date style of referencing). 
2. The details of the citation should be organised in the order shown in the table below. 

Include only what is appropriate for your source type. 
3. The basic elements to use are shown in A>?@ in the table below. When organising 

your citation look for the basic elements first and then use them in the order shown in 
the table. 

4. Finally clarify your citation with the other elements if they apply to your source. 
 

1. Author  

2. Date 

3. Title  
Book (in italics if published), or 
‘Article’, Journal, or 
‘Chapter’, in Book 

4. Editor / translator / compiler  

5. Edition (if identified as 2nd, 3rd, revd, etc.)  

6. Volume no. / Volume title (if applicable)  

7. Other publication details (e.g. day, month) 

8. Series title (if applicable) and volume number within series if series is numbered 

9. Medium (e.g. DVD, CD-ROM, podcast but not book, Internet, as this will be self-evident)  

10. Publisher, place  

11. Page number or numbers (if a chapter in a book or article in newspaper/journal)  

12. URL  

13. Access date  

O167<1;<8>6!
Referencing guides often use slightly different punctuation. You should use the same 
punctuation style consistently throughout your work.  
A style that is simple to follow and widely used in Australia is that described in the Style 
manual for authors, editors and printers (2002), in which the elements are divided by a 
comma and finished with a full stop. 
+4@34!>5!78<;<8>62!
Order the list alphabetically by the first word or words of the entry, ignoring definite and 
indefinite articles (a, an, the). 
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BOOKS    

Book (Clark & Cook 1983) Clark, IF & Cook, BJ (eds), 1983, Geological 
science: Perspectives of the earth, Australian 
Academy of Science, Canberra. 

No author appears on title page. 
List by editor(s). 
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http://video.msn.com/video.aspx?mkt=en-AU&brand=ninemsn&vid=efa1da1b-348a-46ba-9872-4a0c77e51d72
http://video.msn.com/video.aspx?mkt=en-AU&brand=ninemsn&vid=efa1da1b-348a-46ba-9872-4a0c77e51d72
http://video.msn.com/video.aspx?mkt=en-AU&brand=ninemsn&vid=efa1da1b-348a-46ba-9872-4a0c77e51d72
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http://www.youtube.com/watch?v=1Wp1e3UqGoQ&feature=fvsr
http://www.youtube.com/watch?v=1Wp1e3UqGoQ&feature=fvsr
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Live performances 
(theatre, music, 
dance) 

Include information in parentheses: 

… (Much ado about nothing, directed by J Bell 
2011, opening scene) 

 

Bell, J (dir.) 2011, Much ado about nothing, by W 
Shakespeare, theatre performance, 8 April- 14 May 
2011, Bell Shakespeare Company, Drama Theatre, 
Sydney Opera House, viewed 10 April 2011. 

 

Poetry (classic) Poetry lines: 

[author first name / lastname] [Poem title], 
verse [x], lines [x-xx] 

Or work it into the text: 

Tennyson’s hero is unlike Homer’s; he has no 
definite end in view (lines 57-64) 

 James, K 1997, ‘Broken  tears’,  Pictures from 
Mars, ed. C. Greene, Poetry Press, Edithburgh, SA, 
pp. 28-29. 

If you quote from the introduction 
or notes, you should list the 
edition in the reference list. 

 

Maps (Mason 1832) Mason, J 1832, Map of the countries lying between 
Spain and India, 1:8,000,000, Ordnance Survey, 
London 

If the cartographer is unknown: 
• Title of map 
• Year 
• Scale of map 
• Publisher 
• Place of publication 
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http://www.intec.edu.do/pdf/HARVARD/harvardguide%5b2%5d.pdf

