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Agenda

1. The What and Why of 
referencing

2. How and When to In-Text 
Reference

3. How to draw up a 
Bibliography/Reference List



What is referencing?1
This is what referencing is – But I am sure 
you already know this. 
The real question is not what referencing 
looks like, but what really is referencing?

Referencing then, in an academic sense, is 
allocating credit to the author/s whose work 
you have used in your own work. This could be 
using the work to get to a certain idea or using 
their ideas to back up your own argument.

OR



Why do we reference?1

The importance of referencing

Ø Referencing shows what research you have 
done on a topic.

Ø It shows where you found your research so 
that others can look into those sources too.

Ø Referencing shows the knowledge you have 
on a topic and the skills you have to apply 
that knowledge from others to your own 
argument.

Ø Referencing helps you stick to the IIE 
Intellectual Integrity policies.

Why do we then reference?

ØReferencing can help you show what ideas are 
clearly your own.

Ø Referencing can help show your 
understanding of a topic as it shows your 
application and evidencing skills

ØReferencing helps you avoid academic fraud 
(plagiarism)!

Ø Referencing helps you avoid losing marks on 
your assessments if you master it!





When do you reference

You need to reference whenever 
you use work or ideas that are not 
your own:
• When you have mentioned or discussed 

another author/s’ work
• When you are borrowing an idea from 

another author/s’ work
• When you are using another author/s’ work 

as the foundation for your work
• When quoting from another author/s’ work
• When you mention another author/s’ work 

(even the name of the article or just the 
article)

So, you need to reference everywhere 
where the idea/words are not your 
own.

2
“Whenever you use an idea from someone else's work, for
example from a journal article, textbook or website, you
should cite the original author to make it clear where that
idea came from. This is the case regardless of whether you
have paraphrased, summarised or directly quoted their
work. This is a key part of good practice in academic writing”
(https://library.leeds.ac.uk/info/1402/referencing/47/refere
ncing_explained#:~:text=Referencing%20is%20an%20import
ant%20part,you%20use%20someone%20else's%20idea.)

Follow this link – it is a great source for 
explaining what referencing is, why to do it 

and when to do it.

https://library.leeds.ac.uk/info/1402/referencing/47/referencing_explained


How do you reference2
There are two ways that you need 
to reference in your assessments:
1. Intext Referencing
2. Reference List / Bibliography

In-text referencing is important as it
shows what information in the body of
your text was taken from another
author’s work.

Intext referencing always follows a certain 
formula in Harvard Referencing style. This is 
regardless of the type of source used:

According to *insert author’s full name (the first 
time only)* (publication date: page number)
OR
… (author surname, publication date: page 
number)

Please note that a page number is 
only needed if you are quoting! !



Intext referencing always follows a certain formula in 
Harvard Referencing style. This is regardless of the type of 
source used:

According to *insert author’s full name (the first time only)* 
(publication date: page number)
OR
… (author surname, publication date: page number)

“ What If” Situations:
Bear the snippet on the right in mind 
while working through the various 
“what if” intext referencing scenarios 
below.

Persuasion is a communication process in with a 
recipient’s behaviours, beliefs and attitudes are 
formed, sustained or changed according to that of the 
communicator 

This is taken from a textbook by Johan De Wet, published in 
2017 from page 4 of the book. How do we correct the 
paraphrased snippet on the left for academic referencing?

(De Wet, 2017).

Please note that a page number is 
only needed if you are quoting!

!

Many information technology systems are being 
developed with the purpose of changing the attitudes or 
behaviours of users

This is taken from a journal article by Harri Oinas-Kukkonen and 
Marja Harjumaa, published in 2009 from page 485 of the 
journal volume and issue. How do we correct the paraphrased 
snippet on the left for academic referencing?(Oinas-Kukkonen & Harjumaa, 2009).

Observation plays an integral role in the learning process 
for children as they often observe and imitate what they 
see to learn behaviour

This is taken from an online website (Very Well Mind) and was 
an article posted by Kendra Cherry on 28 July 2021. How do we 
correct the paraphrased snippet on the left for academic 
referencing?

(Cherry, 2021).



General Pointers 
for Certain 
Situations

Ø If you use a corporate website (a website 
managed and posted by the company 
itself), the author would be the website.

Ø If you use a website as a source but cannot 
find a date, in the date section of the 
intext reference you would write “N.D” –
you should, however, not be using this 
then!

Ø If you are using a corporate website and 
no post date is given, look at the bottom 
of the website page for the copywrite 
symbol (©) and use the date of the 
copywrite as the publication date. 



Additional Reference information
Ø Please note that the way for intext 

referencing and referencing in the 
bibliography for a play is quite different to 
the normal formula we have just gone 
over. 

Ø For those of you doing ENGL modules, you 
often work with plays as your primary text 
to analyse. 



How to draw up a Bibliography/Reference List3

Download the IIE Harvard Referencing Guide!!!

This is the most 
important and most 
basic first step. DO 
NOT use the word 

referencing tool. It is 
usually outdated with 
old referencing rules 

and is not easy to 
master.



How to use the IIE Harvard Referencing Guide

Ø If you look at the contents page, it 
shows the page number for each 
type of source. If you click on the 
type of source (EG: Book (one 
author) and Journal Article), it will 
take you to that exact page. It has a 
hyperlink.

Ø Please note that this may differ if 
you are viewing the pdf on your 
phone. 

Ø When you are doing assignments, 
always have this file open so that 
you may reference as you go along. 



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

I have clicked on Book (two authors) 
on the contents page and it took me to 
this page with all the referencing 
information formatting I need.  

Strunk, W. and White, E.B. 2000. The elements 
of style. 4th ed. Massachusetts: Allyn & 
Bacon.

Formula: Surname, Initial. And Surname, 
Initial. Date of publication. Title of publication. 
Edition. City of publication: Publisher

CHEAT SHEET TIP: copy and paste 
the example of the reference into 
your word document (ensuring all 
formatting is kept the same – such 
as Italics). Now fill in the example 
with the information of your own 
reference



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

I now clicked on Book (chapter of 
edited book) on the contents page.  

CHEAT SHEET TIP: copy and paste 
the example of the reference into 
your word document (ensuring all 
formatting is kept the same – such 
as Italics). Now fill in the example 
with the information of your own 
reference Formula: Surname, Initial. Title of chapter. 

In: editor surname, initial. and editor 
surname, initial. Eds. Date of publication. 
Title of publication. Edition. City of 
publication: Publisher, Chapter number: 
pages.

Davis, C. 2014. The aims of research. In: du 
Plooy-Cilliers, F., Davis, C. and 
Bezuidenhout, R.M. eds. 2014. Research 
matters. Claremont: Juta, Chapter 5: 72-
81.

Notice the subtle details of grammar and the 
added information here in comparison to a 

normal book reference

Please note: The title of the publication (book) is in italics, not 
the title of the chapter. 



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

Now, I have clicked on Journal Article

Spaull, N. 2013. Poverty and privilege: 
Primary school inequality in South Africa. 
International Journal of Educational 
Development, 33(2): 436-447.

Formula: Surname, Initial. Date of 
publication. Title of Article. Journal Name, 
volume number(issue number): Pages.

CHEAT SHEET TIP: copy and paste the 
example of the reference into your word 
document (ensuring all formatting is 
kept the same – such as Italics). Now fill 
in the example with the information of 
your own reference

Notice the grammatical 
differences in this reference 
(commas and semi colons 
and what is in italics). 

Also, what is missing here?
The access information! Add in the 
following at the end:
[Online]. Available at: link [Accessed date].



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

Now let’s say you are using a company 
website. You would use a normal website 
source but would have the company name 
as the author. 
But what if you have a company report?

Department of Basic Education. 
2013. Dinaledi schools and the 
adopt-a-school programme. 
Pretoria: Department of Basic 
Education.

Formula: Name of company. 
Date of publication. Title of 
publication. City of 
publication: Company as 
Publisher name.

CHEAT SHEET TIP: copy and paste the 
example of the reference into your word 
document (ensuring all formatting is 
kept the same – such as Italics). Now fill 
in the example with the information of 
your own reference

Also, what is missing here?
The access information! Add in the 
following at the end:
[Online]. Available at: link [Accessed date].



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

Now let’s say you are using poems in 
your ENGL module/s. Click on Poem in 
the contents page.

Mhlope, G. 2013. Say no. In: 
Moffett, H. Seasons come to pass: A 
poetry anthology for Southern 
African students. Cape Town: Oxford 
University Press Southern Africa, 
271– 272.

Formula: Surname, Initial. 
Date of publication. Poem 
name. In: Surname, initial. 
Title of Anthology. City of 
publication: Publisher,  pages.

Mhlope, G. 2013. Say no. [Online 
poem]. Available at: 
http://www.gcinamhlophe.co.za/ 
gcinamhlophe-poetry.html 
[Accessed: 09 February 2018].REFERENCING FOR AN ANTHOLOGY OF POEMS

Formula: Surname, Initial. 
Date of publication. Title of 
poem. [Online poem]. 
Available at: link [Accessed 
date].

REFERENCING FOR THE POEM ONLY



How to use the IIE Harvard Referencing Guide
Let’s say you have used your textbook as a source and you now want to reference this source (intext or in the reference 
list). Click on the Book source that best suits your reference – such as if you have one author or more than one author. 

Now, let’s try with a Master’s Dissertation

Siewierski, C.L. 2015. What teachers 
think about teacher unions: a stratified 
probability survey of central Gauteng 
teachers. MEd dissertation. University of 
the Witwatersrand.

Formula: Surname, initial. 
Date of Dissertation 
submission. Title of 
Dissertation. Qualification 
dissertation. University name.

CHEAT SHEET TIP: copy and paste the 
example of the reference into your word 
document (ensuring all formatting is 
kept the same – such as Italics). Now fill 
in the example with the information of 
your own reference

Also, what is missing here?

The access information! Add in the 
following at the end:
[Online]. Available at: link [Accessed date].



Thank You!
We hope that this presentation is helpful and assists you on your journey to 

becoming a master at referencing!


