Reference and Style Guide

for  MA Inclusive Education

Various bibliographical styles are used in different academic disciplines. This style guide is based on the principles of the Middlesex University ILRS Social Science bibliography guide and is amended for use in Education. The following are useful guidelines to best practice in Education. The preferred Education system is the British Journal of Psychology of Education system found in most UK journal articles with minor variations. 

You must be absolutely consistent in your referencing whatever style you use.
When preparing a report, extended essay or a thesis you will need to consult the published literature; books, journal articles, conference reports, etc. Your completed written work must acknowledge the sources from which you have obtained your information. This section provides guidelines on how to cite (refer to) those sources in your final text and how to compile a bibliography or a reference list.

What is a bibliography?

A bibliography is a list of relevant works consulted during the preparation of an essay, project or dissertation. It must include all the publications quoted from or referred to in the text; works consulted, even if they are not mentioned in the text, can be included if they are of specific relevance to the topic covered.

What is a reference list?

This is a list of all works cited in the essay or dissertation. No works should be included unless cited in the text.

Why is it important?

1. To acknowledge other writers.

2. To demonstrate the body of knowledge upon which your research is based.

3. To enable all those who read your work to identify and locate your sources easily.
How do you compile your reference list?

Keep a list of the full bibliographic details of every work consulted during your research. It is most important to give ALL details.

What are full bibliographic details?

These are the publication details of the works themselves. The details vary according to the type of material used: book, article, thesis, video, etc. They generally include author, title, date of publication and page numbers where appropriate. If you are presenting work in English, the title of sources from another language should be translated into English.

Where do you put your references in the finished work?

The references should come at the end of the work before the appendices. It should take the form of one alphabetical list of the works. Where more than one author has the same surname, initials determine the alphabetical sequence. Where more than one work by the same author is given these should be arranged in chronological order. Works by more than one author are entered under the name which first appears on the title page and are listed after works written or edited independently by this author. Manuscript material should always be listed separately from printed material.

Citations in Text

Citations within the text direct readers to the references at the end of the text. The author’s surname and year of publication should appear in the text. 

If the author’s name does not form part of the statement in the text, put name, date and page number in brackets.
Example

There is evidence (Hart 2007, p.435) that the statistical analysis is unsound. 

If the author’s name forms part of the statement put the date in brackets.

Example

Smith (1990) has provided evidence that the statistical analysis is unsound.

If there are two authors, the surnames of both separated by “and” should be given before the date.

Example

Smith and Jones (1990) have provided evidence that the statistical analysis is unsound.

In the first citation of a work with three to five authors, give the surnames of all authors (order in which authors are given is that of the title page), separating the names of the authors with commas, the last comma replaced by “and”.

Example

Smith, Jones and Jones (1990) have provided evidence that the statistical analysis is unsound.

Subsequent references should be in abbreviated form, the surname of the first author followed by et al.

Example

Smith et al. (2006) have provided evidence that the statistical analysis is unsound.

For a work with six or more authors, give only the first author’s surname followed by et al.

Secondary Sources

Citing the work of one author found in the work of another.
Example

Supporting evidence appears in a study by Black (cited in Smith and Jones, 2007, p 64).

You should acknowledge that you did not consult the original source; “cited in” indicates that the reference to Black’s study was found in Smith and Jones. Give the page number(s). Include only Smith and Jones in the references.

Articles in edited works

Cite under the name of the author(s) of the paper not under the name of the editor. 

Works published in the same year by the same author 

If an author has more than one publication in the same year, suffixes “a”, “b”, etc are added to the year. Both date and letter are used in citing the source.

Example

Smith (2005a) has provided evidence that the statistical analysis is unsound.

Quotation marks

Quotation marks are used to enclose direct quotations from speech and writing. Page numbers must be given. Quotes of less than three lines can be included in the text.

Example

Smith (1999, p 23) concluded that “there was a fundamental discrepancy in the original data”.

Quotes of more than three lines should be separated from the text and indented.

References: General Principles

References are arranged alphabetically by authors’ surnames, letter-by-letter (ignoring word spaces). Separate surnames with commas; use initials, NOT first name; use the ampersand “&” not “and” to separate surnames. 

[Note that ampersands are not used for referencing-in-text].

For books use capitals for the first letter of each word of the title. For articles use small letters for all words, other than the first word of a title. Underline or italicise the title of books and journals; do NOT underline or italicise the title of articles. Separate the parts of the reference ie author, date, title etc with two spaces (in the past commas and full stops were used). It is not necessary to put brackets around dates in reference lists. Use a colon to separate place of publication and name of publisher.

NOTE: You may need to combine examples to provide the necessary information on a source.
1 Books

Order of details:

Author (surname first)

Date of publication

Title (underlined or in italics)

Edition (if not first edition)

Place of publication and publisher

Examples

Claxton, G.  2007  Teaching to Learn  London: Cassell

Rogers, C.  2006  Freedom to Learn  2nd ed.   London: Bell and Howel

2 Articles in Journals

Order of details:

Author of article (surname first)

Date of publication 

Title of article (in single inverted commas)

Title of journal (underlined or in italics)

Volume number

Issue number (if any, in round brackets)

Page number(s) (abbreviated to pp)

Examples

Hyland, T.  1993  ‘Professional development and competence-based education’  Educational Studies  19  (1)  pp 123-132

Putnam, J.  1985  ‘Applications of classroom management research findings’  Journal of Education for Teaching  11  pp 145-164

3 Newspaper Articles

Order of details:

Name of author(s) (if known)

Year of publication

Title of article

Name of newspaper (underlined or in italics)

Full date of publication

Page number(s)

Example

Young, T.  1993  ‘Mr Patten’s question paper put to the test’  The Guardian, Guardian Education  Tuesday 8 June   p 2 

4 Chapters in Books

Order of details:

Author of chapter

Date of publication

Title of chapter (in single inverted commas)

Editor (Initials first)

Title of book (underlined or in italics)

Place of publication and publisher

Page number(s)

Examples

Higginson, G.  1990  ‘A levels and the future’  p 97 in G. Parry & C. Wake (eds)  Access and Alternative Futures for Higher Education  London: Hodder and Stoughton

Brown, J.B. & Armstrong, M.P.  1986  ‘Transfer from junior to secondary: The child’s perspective’  pp 23-47 in M.B. Youngman (ed)  Mid-Schooling Transfer  Windsor: NFER

5 Thesis

Order of details:

Author (surname first)

Date 

Title (underlined or in italics)

Thesis details (PhD, MEd)

University or Institution

Example

Blanchard, J.A.  1990  The Meaning of Curriculum Development and the Role of the Outsider  PhD, University of Southampton, School of Education

6 Government Reports

Order of details:

Government Department

Date 

Title of report (underlined or in italics)

Popular title [in square brackets]

Place of publication

Publisher 

Series details (if any)

Example

Central Advisory Council for Education (England)  1967  Children and their Primary Schools  [Plowden Report]  London: HMSO.

7 Government Circulars

Order of details:

Government Department

Date 

Title (underlined or in italics)

Circular details

Place of publication

Publisher
Example

Department of Education and Science  1989  The Education Reform Act 1988: The School Curriculum and Assessment  Circular 5/89  London: HMSO

8 Conference Proceedings

Order of details:

Title of conference (underlined or in italics)

Date

Conference details

Title of proceedings

Editor(s)

Place of publication and publisher
Example

The Restructuring of Higher Education  1987   Society for Research into Higher Education; 23rd Conference  Restructuring Higher Education: Proceedings of the Annual Conference, H. Eggins (ed) Milton Keynes: SHRE and Open University Press

9 Published Music

Order of details:

Composer

Date 

Editor(s)

Title (underlined or in italics)

Place of publication and publisher

Example

Britten, B.  1980  Osian Elllis (ed)  Eight Folk Song Arrangements  London: Faber Music

10 Sound Recording

Order of details:

Composer

Date 

Title (underlined or in italics)

Principal Performer(s)

Conductor

Orchestra

Place of publication and publisher

Example

Mozart, W.A.  1985  Clarinet Concerto, K688  H. Denizer. F. Maier. Collegion Aureum, Austria: Deutsche Harmonic Mundi

11 Performance

Order of details:

Author

Date of performance

Title (underlined or in italics)

Director

Principal Performer(s)

Theatre

Example

Miller, A  1995  A View from the Bridge  David Thacker. Bernard Hill. Strand Theatre: London

12 Painting

Order of details:

Artist

Date

Title (underlined or in italics)

Medium

Place

Example

Pollack, J.  1946  Reflection of the Big Dipper  Oil on canvas  Stedelijk Museum: Amsterdam

13 Videotape and other nonprint materials

Order of details:

Director/Choreographer

Producer

Date 

Title (underlined or in italics)

Medium (in brackets)

Principal Performer(s)

Place of publication

Publisher

Example

Wright, J. (Director) & Smith J. (Producer)  1991  Supporting Students in Flexible Learning (Video) London: National Council for Educational Technology

14 Computer software

Order of details:

Writer (if known)

Title (underlined or in italics)

Date

Medium (in brackets)

Producer.

Example

Norman England  1986  (Computer software) Fernleaf Educational Software
15 Electronic resources

These should have an author and date, if possible, and source. The final date in brackets is the first date of access. This is particularly important if there is no date on the site. Be consistent with other referencing style.

Examples

Burka, L.P. 1993 A hypertext history of multi-user dimensions MUD history http://www.utopia.com/talent/ lpb/muddex/essay (Accessed 2 August 2008) 

DfEE  2000  SEN Code of Practice and Standards in Education in SEN  http://www.dfee.gov.uk/sen/code.htm (Accessed 5 January 2001)
