References and bibliographies: Teacher’s notes
Overview
This exercise covers the reason references should be included, styles of referencing,
and abbreviations and Latin terms used in notes.
It may well provoke discussion on:
Whether references are needed for different types of work
What needs referencing
Why layout and punctuation is important
•

This exercise is intended for A/AS Level students

Learning outcomes
At the end of this exercise the student should be able to:
• Explain why references are used
• Create references using different styles
• Understand Latin terms used in notes

Lesson plan

Content/Skills
development

Teacher activity

Learner
activity

Resources

Discussion: why
are references
needed?
References
Introduce factsheet
Activity: Exercise
in references
Discussion: what
style should be
used?
Activity: Latin
terms
Review

Gather ideas

Suggest ideas

Whiteboard

Introduce activity and
bibliography
Review answers
Lead discussion

Introduce, review
answers
Reading references;
why accuracy is
important

Checking
learning/
assessment
opportunities
Level of
contribution from
students

Factsheet
Complete
exercise
Offer opinions

Factsheet

Answers

Complete
exercise

Factsheet

Level of
contribution from
students
Answers

1

Factsheet

References and bibliographies

Providing references to sources is an important part of preparing a report. This
activity explains why references are needed and discusses different styles for
displaying them in the text.

Why are references needed?
When you are writing a report, essay or article, the text will appear under your name
as the author. Readers will assume that anything included is your idea, expressed in
your words, unless you tell them otherwise. If you derived them from a source, you
must say so: otherwise you would be taking credit for another’s work.
Although it is possible to include a simple list of sources consulted at the end of your
report, it is better to link individual statements to their source (especially for direct
quotations). The reader can then go back to the source to check that you have
understood it correctly, or to find out more about a topic. This is especially important
in scientific and academic writing, where your new information or analysis relies on
the results of previous studies.
Referencing is an essential part of the writing process, and doing it well is an
important skill. Readers will often look at your references and the way you have set
them out when they are deciding whether to trust your statements.

What is a bibliography?
Your list of sources can be called your references, bibliography, or citations. There
are two parts: the information about the source, provided in a standardised way to
allow it to be identified easily, and a pointer to the specific page you are referring to.
There are many different sets of rules about how these should be arranged: the two
main families are in-text or parenthetical referencing (eg Harvard) and footnotes.
Examples:
Text
Smith (1989, 35) has a poor understanding of strategy: she
calls Napoleon's decision to march on Moscow "a brilliant
stroke".

Bibliography
Smith, P., 1989. 1812: year of destiny. Journal of
Warfare, 24 (1989), pp. 34-37
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Text
Smith1 has a poor understanding of strategy: she
calls Napoleon's decision to march on Moscow "a
brilliant stroke".

The punctuation to be used in the references is very strictly defined. Typically, these
will include:
•
•
•
•
•
•
•

Use italics2 for titles of books, journals, theses, newspapers, music albums.
The general rule is that only one part of a reference should be in italics.
Use bold for part numbers and issue numbers for journals; give the issue date
in brackets.
Use capitals for the start of names and the start of titles.
Use normal text for titles of articles, poems, and songs.
Use commas and full stops in the author name and the rest of the entry as
required by the rules.
Use underlining for web addresses.
List the sources in alphabetical order by author’s surname

In addition, you will need to provide information about the source:
• For books, the name of the publisher and place of publication
• For articles, the doi (Digital Object Identifier) (if any)
• For websites, the url and the date you accessed the site

Exercise
Using the rules above, work out the type of source for the following examples, and
note the error or omission in each of the references.
1. Aristophanes, G, 1966, Strategy and tactics in the
Napoleonic era Journal of World History XXII, pp.
12-25.
2. Brown, John, 1990 "10 military mistakes", Journal of
Warfare 25 (1990), 1-12.
3. Marx, G. 1966 "War And Armaments In The Imagery Of
The Tragedies", Shakespeare Studies from Stratford,
12.1 (1966), p. 23-99.
4. Marx, H. 1980 Shakespeare's texts (London)
5. Voltaire, F, 1954 Napoleon: L'homme, le general, le
president. (Nouveau Livres)
6. Napoleon the leader, www.napoleon.fr

1
2

Paula Smith 1989 "1812: year of destiny", Journal of Warfare 24 (1989), 34-37
You may underline text if you cannot use italics. Do not use both.
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Example
1
2
3
4
5
6

Type

Error

Type
Article
Article
Article
Book
Book
Website

Error
Journal title should be in italics, not article title
Issue number should be bold not italics
Capitals used for all words in article title
No publisher stated
Place of publication not stated
Date accessed not stated

Answers
Example
1
2
3
4
5
6

Aristophanes, G, 1966, Strategy and tactics in the Napoleonic era Journal of World
History XXII, pp. 12-25.
Brown, John, 1990 "10 military mistakes", Journal of Warfare 25 (1990), 1-12.
Marx, G. 1966 "War and armaments in the imagery of the tragedies", Shakespeare
Studies from Stratford, 12.1 (1966), p. 23-99.
Marx, H. 1980 Shakespeare's texts (London: Blackwell)
Voltaire, F, 1954 Napoleon: L'homme, le general, le president. (Paris: Nouveau
Livres)
Napoleon the leader, www.napoleon.fr [accessed 26 March 2009]

Advantages and disadvantages of Harvard and footnote referencing
Harvard referencing brings all the books together as a single list at the end, making it
easy for the reader to go through a library catalogue and find the relevant sources. It
is easy to use. The main disadvantage is that the inclusion of author names in the text
can be confusing to read, especially if there are numerous references.
Some believers in the Napoleon Myth try to pass
off this doomed venture as a brilliant stroke.
(Aristophanes, 1966, 12; Brown, 1990, 10). But to
do so they must ignore the views of contemporary
witnesses (Voltaire 1954, pp. 120-127).

Footnote referencing allows readers to follow the text without distraction unless they
want to follow up a source; it is more expensive and cumbersome to prepare text and
can involve a lot of repetition if the same source is used often.
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The important point is that the reference system will usually be set by the publisher or
body setting the assignment, and you should follow their choice.

Abbreviations and Latin phrases
The standards of modern academic practice are rooted in the Renaissance, when Latin
was the preferred language for recording knowledge, since it was understood by
scholars throughout the Western world. Certain Latin phrases (and shortened forms
of them) are still used in references, especially when using footnotes. Because they
are in another language, they should be shown in italics.
Ibid. (ibidem = 'in the same place') the same work as that cited in the previous note (a
reference to a different page in the same work)
Id. (idem = 'the same') the same reference as the previous note (the same page)
Op. cit. (opere citato = 'in the work cited') the work previously cited in an earlier note
cf. (confer = 'compare, consult') see further information or discussion
contra (= 'against') the author disagrees with this source
pace (='at peace') the author notes the source's argument but disagrees with it

Exercise
The following text is based on the sources listed. How would you write the references
for a footnote for each sentence?

Text

1
Miasma was considered to be a poisonous mist filled with particles from
decomposed matter (miasmata) that caused illnesses.
2

It was identifiable by its foul smell.

3
A prominent supporter of the miasmatic theory was Abaris the Hyperborean,
who cleaned Sparta to protect it from miasmata.
4

The miasmatic theory of disease was replaced by the germ theory in the 1850s.

5
The name of the disease malaria means ‘bad air’, because that was how it was
believed to be caused.

Sources
Sentence 1
Sentence 2

John Jones, A history of disease, p. 12.
John Jones, A history of disease, p. 25.

5

Sentence 3
Sentence 4
Sentence 5

Erica Boggs, ‘Greek pioneers of medicine’, Hellenic Studies 23 (1990),
pp. 23-45, p. 31.
John Jones, A history of disease, p. 24.
John Jones, A history of disease, p. 24.

Footnote
1
2
3
4
5

Text

Answers
Footnote
1
2
3
4
5

Text
John Jones, A history of disease, p. 12.
Ibid., p. 25.
Erica Boggs, ‘Greek pioneers of medicine’, Hellenic Studies 23 (1990),
pp. 23-45, p. 31.
Jones, op. cit. in note 1
Id.

Further reading
https://ilrb.cf.ac.uk/citingreferences/
http://www.doi.org/
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