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Citing or a Citation 
 
A citation is the part of the reference that you include within the main body (within the text) of your work 
whenever you directly quote from, paraphrase, summarise or refer to work produced by someone else.  

You must always include; the author’s surname, the year of publication and page number/s if quoting 
directly from the text.  

 
Direct quote: ‘TV reflects the dumbing down of modern society’ (Brown, 2001, p.26).  

Paraphrase: ‘Some critics believe modern society, as portrayed on TV, suffers from a tendency to over-

simplify issues (Brown, 2001).’ 

‘Brown (2001) points out modern society, as portrayed on TV, suffers from a tendency to 

oversimplify issues’.  

In the text of your work you must cite the author or editor’s name and date of publication each time you 

paraphrase or summarise from a source of information.  

For a direct quote you must also include a page number, eg, (Drury, 2012, p.34).  

The citation can be placed in several places in the sentence -   

I. At the beginning: ‘Porter’s (1985) value chain model examines ...’  

II. In the middle: ‘…central to service quality (Gabbott and Hogg, 1998), even though ...’  

III. At the end: ‘…weaknesses in the service (Bateson and Hoffman, 1999).’  

For sources with more than two authors or editors - cite the first author followed by et al. For example, 

the citation for the first book reference overleaf would be (Ten Have et al., 2003).  

Secondary sources -  you may refer to an author’s work which is included in a book or journal written by 

another author. You need to include both authors in the text citation.  

You should also include the relevant page number.  

(Harry, 2001 cited in Hannagan, 2008, p.518) 

In the above example, Harry is the author of the work you are discussing and Hannagan is the author of 

the book containing the summary of Harry’s work.  

In the reference list or bibliography you should only include a reference to the author of the actual book 

you have read, in this case, Hannagan. 

 

Citing in the reference list or bibliography  

Your references should be listed alphabetically by author’s surname.  

 

If there are multiple authors you must list them all.  
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Resource Details Example 

Book Author(s): surname, initial(s).  list every    
author. 
Year of publication: in brackets. 

Title: in italics. 

Series title and number: if part of a  series. 

Edition: if not the first edition.                            
Followed by ed(s) 

Place of publication: if more than one  

place is listed, use the first place. 

Publisher 

 

Ten Have, S., Ten Have, W. and Stevens, F. 

(2003) Key management models.  Harlow: 

Pearson Education.  

Johnson, G. and Scholes, K. (2002)          

Exploring corporate strategy. 6th ed.    

Harlow: Pearson Education.  

Note:  

In your : Bibliography—list every author 

In your: Text- give the name of the first 

author followed by et al (for three or  

more authors) 

Book (on-line) Author(s): surname, initial(s).  list every    
author. 
Year of publication: in brackets. 

Title: in italics. Followed by [on-line] 

Place of publication: if more than one  

place is listed, use the first place. 

Publisher 

Available from: web address 

Date accessed: in square brackets 

Keenan, D. and Riches, S. (2007)  Business 

law. [Online] Harlow: Pearson Education. 

Available from:                                       

http://lib.myilibrary.com/. [Accessed 27 

June 2009].  

Edited Book Editor(s): surname, initial.   

Editor: abbreviated and in brackets (ed) 

Year of publication: in brackets 

Title: in italics 

Place of publication: 

Publisher: 

Oldroyd, M. (ed.) (2004) Developing       

academic library staff for future success. 

London: Facet Publishing.  

Chapter in an  

edited book 

Author(s) surname, initial(s).  of the chapter 

Year of publication: in brackets  

Title of chapter  followed by In: 

Book editor(s): surname, initial(s). 
with ed. or eds after the last name  
in brackets 
Title of book: in italics. 

Series title and number: if part of a series. 

Edition: if not the first edition. 

Place of publication: if more than one place 
is listed, use the first. 
Publisher:  

Page(s) where the chapter is located:    
First & last page  numbers followed by full-
stop. Use: Ch. for chapter, p. before a single 
page & pp. before multiple page numbers 

Town, J. S. (2003) Information literacy and 

the information society. In: Hornby, S. and 

Clarke, Z. (eds.) Change and challenge: 

debates on the information society for the 

21st Century. London: Facet Publishing, pp. 

83-103.  
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Resource Details Example 

Journal article 

(Print) 

Author(s) surname, initial(s). 

Year of publication: in brackets.  

Title of article: plain text 

Title of journal: in italics. 

Volume number/Month 

Issue (or part) number: in brackets.                   

Occasionally, no issue number is available.  

Page number (s) of the article: use ‘p.’ or ‘pp.’ 

before page numbers. 

Appleson, T. (2017) Portrait Expanded. 

British Journal of Photography. October 

(7864) pp.42-48. 

 

  Journal article 

  (Electronic) 

Author(s) surname, initial(s). 

Year of publication: in brackets. 

Title of journal article: plain text 

Title of journal : in italics.  

On-line: in square brackets [on-line] 

Volume number 

Issue number: in brackets.  

Page number (s) of the article: ‘p.’ singular or 

‘pp.’ multiple  page numbers.  

Available from: web address 

Date accessed: in square brackets 

 

 

 

 

Moullin, M. (2004) Eight essentials of        

performance management. International 

Journal of Health Care Quality Assurance. 

[Online] 17 (3), pp. 110-112. Available from: 

http://www.emeraldinsight.com/. [Accessed 

2 March 2006].  

 

 

 

Websites Author/Editor/Source: if there is no author or 
corporate author use the title of the document 
as the main point of reference 
Year: in brackets. If no date is available, put ‘no 
date’. 
Title: in italics. Followed by [Online] 

Date of update: if available: in brackets 

Available from: URL  / web address 

Date accessed: [Accessed] 

Montgomery, A. (2013) An Alphabet of Type-
faces. [Online] 
Available from: https://
www.designweek.co.uk/issues/september-
2013/an-alphabet-of-typefaces/ 
[Accessed 15th June 2017]. 

 

 

https://www.designweek.co.uk/issues/september-2013/an-alphabet-of-typefaces/
https://www.designweek.co.uk/issues/september-2013/an-alphabet-of-typefaces/
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