Bibliographies and References
When writing a piece of work, it is essential to identify the resources you have used.  At the end of your essay, assignment or project, you should include a Bibliography, which is an alphabetical list of books, websites, CD-ROMs, articles and so on.
If you give quotations in your essay or project, you should also include a Reference List at the end, so that your reader can find the exact page where your references come from.  This also prevents you from being accused of plagiarism.
Plagiarism is a specific form of cheating which basically means you have presented someone else’s work as if it was your own.  Some people believe that any information which they find on the web is free for anyone to use or that changing a few words makes it their own work.  It isn’t and it doesn’t.
Plagiarism means:

· Using any source of information, published or unpublished, without proper acknowledgement.

· Quoting, summarising or paraphrasing material in your work without citing the source

· Paying a fee for someone else’s work or downloading it from free sites

· Cutting and pasting text

· Copying someone else’s work

· Copying sections and just changing the odd word or phrase

· Working with someone else when the assignment should be your own work

It is essential that you get into good habits of quoting and citing the sources that you use for your assignments.

How to avoid plagiarism
· Use your own ideas and words

· Read the ideas of others, but don’t keep looking at their words when you’re writing

· When you’re taking notes, write down all the information about the source while you’re doing it.  Don’t think you’ll remember, because you won’t.

· Use quotation marks if you want to directly quote someone else’s words and make a note of where you got them from.

What details do you need to record?

· Authors/editors

· The title of the book, article or website, and if appropriate, the title of the publication where it appeared.
· Year of publication/last update of website.  

· Publisher

· URL:  The Uniform Resource Locator (eg: http://www.bbc.co.uk)

· Date Accessed:  The date that you used the website

How To Set Out Your Bibliography

BOOK
Author’s last name, first name.  Title of book.  Publisher.  Copyright year.

Example:
Fogle, Bruce.  Training Your Dog.  Dorling Kindersley, 2005
MAGAZINE OR NEWSPAPER ARTICLE
Article author’s last name, first name.  “Title or headline of article.” Name of magazine or newspaper.  Date of magazine or newspaper, page(s)
Example:

McGill, Kristy.  “Use It or Lose It”.  Faces.  May 2006, p.27
INTERNET  MATERIAL

Author’s last name, first name.  “Title of item.”  [Online] http://address/filename, date you accessed it.
Example:

DiStephano, Vince.  “Guidelines for Better Writing.”  [Online]

     Httpo://www.usa.net/~vinced/home/better-writing.html, 5 October 2005.
AUDIO-VISUAL MATERIAL
Title of item.  Type of material.  Publisher, copyright date.

Example:

Rain Man.  DVD.  United Artists, 1988.

YOUR BIBLIOGRAPHY SHOULD BE LISTED IN ALPHABETICAL ORDER BY THE FIRST WORD OF EACH ITEM

References
If you have used quotations in your essay, assignment or project, you need to tell the reader or examiner exactly where you found them.  This means that in addition to your Bibliography, you need to make a list of your references or citations.
A Bibliography is alphabetical.

A Reference List is numbered.
How to cite references in your text
In your assignment, whenever you give a quotation or a direct reference, you need to give it a number, according to the order in which it appears in your work.

So the first reference you give will be number 1, the second one number 2, and so on.

Put the number in brackets at the end of the quotation, like this:

“I have a dream that one day this nation will rise up and live out the true meaning of its creed.” (1)  After he had made this speech, Martin Luther King became the unofficial “President of Black America.” (2)
If you don’t use a quotation, but you are referring to something specific, you can do it like this:
Martin Luther King’s famous Washington speech (1) was made in 1963.

How to write your Reference List
The list should be numbered to match the sequence of references in your assignment.  So, for the example above, this is how you would set it out:

1. King, Martin Luther.  “I Have a Dream.”  [Online] http://en.wikipedia.org/wiki/I_Have_a_Dream. 12/12/06

2.  Schloredt, V.  Martin Luther King.  Exley Press. 1988.  Page 50.

This way of setting out Bibliographies and References is known as the British Standard System.

For more information, see the resources used in compiling these guidelines:

Pears, R and Shields, G.  Cite Them Right.  Northumbria University Library and Learning Services, 2006.
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Plagiarism.org (2005) [Online] http://www.plagiarism.org. 4/8/2005
