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Are there any secrets to successful study?

The simple answer is ‘yes’ – there are some essential skills, tips 
and techniques that can help you to improve your performance and 
success in all areas of your university studies.

These handy, easy-to-use guides to the most common areas where 
most students need help, provide accessible, straightforward 
practical tips and instant solutions that provide you with the tools and 
techniques that will enable you to improve your performance and get 
better results – and better grades!

Each book in the series allows you to assess and address a particular 
set of skills and strategies, in crucial areas of your studies. Each 
book then delivers practical, no-nonsense tips, techniques and 
strategies that will enable you to significantly improve your abilities and 
performance in time to make a difference.

The books in the series are:

 ● How to Write Essays & Assignments

 ● How to Write Dissertations & Project Reports

 ● How to Argue

 ● How to Improve your Maths Skills

 ● How to Use Statistics

 ● How to Succeed in Exams & Assessments

 ● How to Cite, Reference & Avoid Plagiarism at University

 ● How to Improve Your Critical Thinking & Reflective Skills

For a complete handbook covering all of these study skills and more:

 ● The Study Skills Book

Get smart, get a head start!

SMARTER STUDY SKILLS
Instant answers to your most pressing 
university skills problems and queries
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and David Swinfen. At Pearson Education, we have had excellent 
advice and support from Steve Temblett, Rob Cottee and Joy 
Cash. Finally, we would like to say thanks to our long-suffering but 
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We hope that you will find this a useful resource and that it will support 
your learning and development as an academic writer. We would be 
delighted to hear your opinion of the book, any suggestions you have 
for additions and improvements, and especially if you feel that it has 
made a positive difference to your confidence in writing, whatever your 
academic purpose.

Kathleen McMillan and Jonathan Weyers
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HOW TO USE THIS bOOK

Each chapter in How to Cite, Reference and Avoid Plagiarism at University 
has been organised and designed to be as clear and simple as possible. 
The chapters are self-contained and deal with particular aspects of the 
subject matter so that you can read the book through from beginning to 
end, or in sections, or dip into specific chapters as you need them. 

At the start of each chapter you’ll find a brief paragraph and a Key 
topics list that let you know what is included. There is also a list of 
Key terms at this point that highlights words that may be new to 
you or may be used in a particular way in the chapter. Should you be 
uncertain about the meaning of these words, you will find definitions in 
the Glossary at the end of the book.

Within each chapter, the text is laid out to help you absorb the key 
concepts easily, using headings and bulleted lists to enable you to find 
what you need. Relevant examples are contained in figures, tables and 
boxes which complement the text. The inset boxes are of three types:

Smart tip boxes emphasise key advice that we think will be 
particularly useful to you.

✔

Information boxes provide additional information that will 
broaden your understanding by giving examples and definitions.

i

Query boxes raise questions for you to consider about your 
personal approach to the topic.

?

At the end of each chapter, there’s a Practical tips section 
with additional suggestions for action. You should regard this 
as a menu from which to select the ideas that appeal to you 
and your learning style. 

Finally, the And now section provides three suggestions for 
possible follow-up action as you consider ideas further.

GO
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How to understand the conventions 
of academic writing

tHe Importance of correct 
cItatIon and referencIng

1

Writing for academic purposes is challenging and fulfilling. It brings 
together your knowledge and understanding of a topic – but it is 
more than that. From your writing, you will gain an ability to use 
language effectively in communicating your ideas, as well as an 
ability to communicate the ideas of others as you use these to frame 
your own discussion. Thus, being able to understand what it means 
to cite sources and how to do this properly is essential to your 
success as an academic author.

Key topIcs

 ➔ What is plagiarism? 

 ➔ What is citation?

 ➔ What is referencing?

 ➔ What are the advantages of avoiding plagiarism?

 ➔ An overview of the processes required for successful citation and 
referencing

Key terms
Attribute Bibliography Citation Intellectual property Paraphrasing  
Plagiarism Quotation Reference list Referencing Summarising

The development of electronic global communication networks has 
raised significant issues within the academic world. More than at any 
time in academic history, comprehensive and growing databases 
allow access to a far wider range of multi-level source material 
that students can use to support their own writing. Specifically, the 
potential for immediate electronic access to academic publications has 
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produced benefits in terms of widening knowledge and understanding 
in specialist fields and has brought resources and publications more 
readily within the public domain. In addition, wide-ranging interpersonal 
communications have contributed to debate in many fields and using 
many media. Therefore, students and researchers have, at their 
fingertips, an array of material which can be used to support their 
own learning and writing. Clearly, this has many accessibility and 
time-saving advantages, but also brings the risk of plagiarism closer. 

WHat Is plagIarIsm?

Academic authors demonstrate their scholarship by writing and 
publishing in their own fields. They have the moral right to claim such 
work as their own property (sometimes referred to as ‘intellectual 
property’). Hence, the academic community requires that academic 
authors, whether undergraduate, postgraduate or researcher, attribute 
the ownership of ideas, text and other forms of work to the original 
writers. The word and its verb form are defined in the Information box 
opposite.

WHat Is cItatIon?

In the academic environment at university level, citation involves linking 
an idea within a new text to information or data derived from another 
source document and its author(s). This gives recognition to the original 
author by providing sufficient information from the publication details 
so that the reader can locate the original document, if they wish. 
Integration of the ideas of others can be done: 

 ● by direct quotation, that is, writing down what they wrote word for 
word; or 

 ● by paraphrasing the idea in words that are different from those of 
the original author.

Whichever of these methods is adopted, the actual attribution in 
the text, namely, the publishing details, will follow the citation and 
referencing style required for your writing. Styles of citation and 
referencing are explained and outlined in Chs 10–15. The word and its 
verb form are defined in the Information box opposite.
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WHat Is referencIng?

There are two usages in the context of academic writing: 

1 providing information in the text about authorship of the original 
source material; and 

2 providing the publication details in some kind of footnote, reference 
list or bibliography in accordance with the citation and referencing 
style being followed (Chs 11–15). 

The rationale for this is:

 ● to protect the ‘intellectual property’ of the original author; and

 ● to provide readers with specific bibliographical information.

The word and its verb form are defined in the Information box above.

To place this in context, Figures 1.1 and 1.2 show a layout for a 
scientific journal paper and for a social sciences academic paper 

defining terms

To clarify our use of some terms and to avoid any confusion, the 
following are provided as dictionary definitions of expressions as used 
in this book:

Citation (noun) • a quotation (a book, its author, or a passage 
from it) as an example or a proof • mentioning as an example or 
illustration. 

To cite (verb) • to use a phrase or sentence from a piece of writing 
or speech, especially in order to support or prove something.

Reference (noun) • a direction in a book to another passage 
or another book where information can be found • a book or 
passage referred to • the act of referring to a book or passage for 
information.

To reference (verb) • to mention a particular writer or piece of work 
• to create a list of all the books that are mentioned in a piece of 
academic writing.

Plagiarism (noun) • the process of taking another person’s work, 
ideas, or words and using them as if they were your own. 

To plagiarise (verb) • to take someone else’s work, ideas, or words 
and use them as if they were your own.

(Note: British English spelling)  (Source: www.macmillandictionary.com)

i
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respectively so that you can see how all of this applies in practice. 
Further, explicit printed examples are provided throughout the book. 

WHy Is avoIdIng plagIarIsm Important?

There are two intertwined strands to avoiding plagiarism: 

1 the need to maintain your academic integrity, that is, your honesty, 
by giving correct attribution to sources; and 

2 the need to demonstrate your critical thinking skills, namely, your 
ability to analyse complex information. 

Discussion Conclusion

Reference List

Title

Author

Abstract

Introduction

Results

Methods and
Materials

Beginning of
Literature
Review

Page 1

Page 3

Page 2

Figure 1.1 Typical layout of a paper in the sciences or engineering. This 
paper might appear in an academic journal where the text is usually printed in 
columns. The pages read from front to back and show a standard presentation: 
Title, Author, Abstract, Introduction, Literature Review, Methods and Materials, 
Results, Discussion and Conclusion, followed by References. Pages are simply 
to illustrate layout; more pages would be the norm for a journal article. Length 
is usually given by word count.
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Conclusion

Page 3

Page 2

Page 1

Beginning of 
Literature Review 
which may run
througout the
main body of text 

Title

Author

Abstract

Introduction

Reference List
or Bibliography

Main Body
following 
one of the 
approaches
suggested in 
Table 5.1

Therefore, by learning to structure and present your views with 
appropriate attention to the published evidence, you enhance the 
quality of your research and acknowledge the contribution of others to 
the literature. Thus, learning how to cite and reference is essential to 
successful academic writing and will help you to achieve the highest of 
assessed standards in your work.

an overvIeW of tHe processes requIred for 
successful cItatIon and referencIng

Many citation and referencing systems exist and, over time, some have 
been modified to create an even wider array of similar and, at times, 

Figure 1.2 Sample layout of a paper in the Social Sciences. These papers 
are less strictly divided than in the natural sciences, for example. A suggested 
order might be: Title, Author, Abstract (if appropriate), Introduction, Main Body, 
Conclusion, Reference List (or Bibliography). Pages are simply to illustrate 
layout; more pages would be the norm for a journal article. Length is usually 
given by word count.


