THE APA REFERENCING GUIDELINES
 
 INTRODUCTION
 
Referencing is a way to demonstrate that you have extended your learning.  You reference in order to let the reader know whose ideas you are using and to enable your reader to check your information.
 
A citation is a reference to a document. It should include all the bibliographic details needed to trace the document.
 
Footnotes are listed at the bottom of the page on which a reference or citation occurs in the text. A number is placed in the text to indicate the cited work and again at the bottom of the page in front of the footnote. 
 
A reference list is the list of citations (material cited) in a written work. It shows the authority on which you base statements in the text, shows how well acquainted (how widely read) you are with the subject, and is a starting point for anyone else wanting to find out about the subject.
 
A bibliography is a list of documents (books, articles, and papers) read, analysed or consulted for a specific essay or assignment. All these references are not necessarily included in the list of references. If you have quoted from a source, it must however be included in your bibliography.
 
 
TIPS ON WRITING & REFERENCING
 
Collecting information Broad and deep research is the essential basis of an essay.
 
Using the Internet
Use the internet – but with care and discrimination.
*   Always state the date you visited the site.
Where possible, identify the author.
 
Writing
A well thought-out structure is at the heart of every good essay.
 	You do need a solid introduction.
You need a tight, powerful conclusion that is the logical consequence of     
    everything that has gone before.
You need to organise your material so that it flows from one area, sub-section 
    or argument to the next in a logical order.
Keep checking that you are remaining on track throughout the essay. Do not 
    wander off the subject.
	A good student not only has good ideas to write about, but can also write about 
               them well.
	Do not use superfluous words, phrases or sentences.
	Construct your sentences carefully.
 


General tips

Don’t cheat. Plagiarism – using other people’s words and ideas without 
   acknowledging where you got them from – is regarded as an enormous sin. 
   Make sure your references are perfect.
Try a fresh, original approach. Argue your case with your own point of view. Try 
   to avoid formulas, clichés and the obvious approaches.
Illustrate your points with up-to-date examples.
Don’t fill an essay with irrelevant historical detail.
Check spelling and punctuation.
Ensure your essay is the required length.
Bring your subject to life!
Keep the bibliographic details of your source in the original language of source. 
  If it is in German all the details will be in German. This means that you do not need to translate place names or terms like ‘Herausgeber’ to English. Use place names, etc. as given in the original language.
 

Alphabetising names

Alphabetise letter by letter remembering that ‘nothing precedes something’.
Rohr, J.B. precedes Rohring, A.K.
Prefixes like M, Mc and Mac must be alphabetised as they are and not as Mac.
              MacArthur will precede McAllister and MacNeil will be followed by M’Carthy.
Surnames which include articles or prepositions are alphabetised as they are    
  used.  De la Rey, De Vries, Le Roux and Van der Walt are some South African 
   examples.

Several works by the same author:
Arrange according to the year of publication. The earliest is listed first.
If you have different works by the same author which share a publication date,   
  arrange it alphabetically according to the title.
Use lower case letters – a, b, c, and also on – after the year and list in 
   parentheses:
  Botha, J. (2001a). The State …
  Botha, J. (2001b).  The South African …
 
Commonly used abbreviations
                                                   		 Appendix - app.                                                       
Chapter - chap.
Column - col.
Columns - cols.
Edition - ed./edn
Editions - eds./edns
Editor - ed
Editors - eds.
No date - n.d.
No place, no publisher, no page - n.p.
Number - no./No.
Volume - vol.
Volumes - vols.
Numbers - nos./ Nos.
Page - p.
Pages - pp.
Paragraph - para./par.
Part - pt./pt
Revised - rev.
Revised edition - rev. ed.
Reprinted - rpt
Second edition - 2nd ed.
Supplement - suppl./supp.
Technical Report - Tech. Rep./techn. rep.
Translated, translator - transl.





 

 






Latin abbreviations, dates and copyright

And others - et al. (et alii):  Used where there are too many authors to list
In the same work - ibid. (ibidem): Signifies the same work as the one cited immediately before, but a different page
The same - id. (idem): The item cited is by the author of the item cited immediately before
In the work cited - op. cit. (opere citato): Refers the reader back to the author’s previously cited work, but to a different page.
Without place - s.l. (sine loco)
If no year is indicated use [n.d.] Johnson, L. [n.d.].
If you know that a web site is updated regularly, but cannot see a publication date, put the date in square brackets:  National Research Foundation. [2008].
If there is only a copyright date, use that date with a ‘c’ before it:  Jones, P. (c2008).
In the case of reprints use the first publication date and not that of the late reprints.
 
Sample paragraph and reference list:

Many researchers have investigated the use of technology in Higher Education (Blake, 1998; Davis, 1987; Johnson, n.d.; Tyson, Burke & Jacobs, 1994).  According to Blake (1998,p.234; 1999a,p.12; 1999b,p.4), new technologies such as …

CD-ROMs, the Internet, and mobile technologies hold great promise for the future of education, but other researchers (Johnson, n.d.; Education Trust, 2000) caution that the use of technology in educational settings should be studied in greater depth to evaluate its effectiveness. 
A longitudinal study by Tyson et al. (1994) showed that technology can enrich education, if used by a skilled teacher.  
 
The Internet offers some useful resources on this topic, including Johannesburg University’s EdTech (http://www.joburg.ac.za/EdTech/), which provides information relevant to the South African context. Other resources include brochures by the Education Trust (e.g. 1999), and a toolkit on using technology in the classroom by Mellers (1998).
 
Reference list

Blake, N. (1998). Using the web in undergraduate education. Journal of Educational Computing, 5,(2), 234-251.
Blake, N. (1999a). Higher Education in the 21st Century. New York: University Press.
Blake, N. (1999b). The promise of mobile technologies for education. Edulink, 3(2). Retrieved February 8, 2001, from http://www.joburg.ac.za/edtech/pubs/edulink/992/blake.html
Davis, K. (1987). Computer-based training for accountants. Unpublished doctoral thesis, Rand Afrikaans University, Johannesburg, South Africa.
Education Trust. (1999). Using videos in your classroom [Brochure]. Sandton: Eduprint.
Education Trust. (2000). Issues in the use of educational technologies: Report to the Executive Committee. (Available from S. Landry, Education Trust, 501 Grayston Drive, Sandton, South Africa).
Johnson, L. [n.d.]. Will technology save the education system? Retrieved January 16, 2000, from http://www.netscape.com/users/johnl/save.html
 Mellers, A. (1998). Transform your classroom with technology [CD]. Sacramento: Crunch Pod Media.
Tyson, T., Burke, R.L., & Jacobs, G.M. (1994, May). Preliminary findings regarding the use of computers in secondary schools. Paper presented at the meeting of the South African Association of Teachers, Bloemfontein, South Africa.
____________
Please note that all the sources used in this example are completely fictional, and were only created to illustrate the different reference techniques discussed in this document.


 Basic in-text referencing

In-text reference where the author of the source is known
 Simply use whatever you used as author in the reference, as well as the year of  publication 
 Only insert the page number when using a direct quote.
 Do not include suffixes such as Jr.
 …the result of this is a “technical super identity” (Erikson, 1967, p.20).
 Azar and Martin (1999) found that… (As part of the sentence)
 …thus Cox (1966, p.52) refers to the modern urbanite as…
 
In-text reference to more than one source
In-text reference to more than one author should be arranged alphabetically.
More recent studies (Bartlett, 1992; James, 1998) show that…
The researchers (Bartlett, 1992; Brown, 1876, and; James, 1998,) refer to this as…


General forms for reference lists

Non-periodical
Author, A. A. (1994). Title of work. Location: Publisher.
Non periodicals include items published separately: books, reports, brochures, certain monographs, manuals, and audiovisual media.

Part of a non-periodical
Author, A. A., Author, B. B. (1994). Title of chapter. In A. Editor, B. Editor, &
C. Editor (Eds.), Title of book (pp. xxx-xxxx). Location: Publisher.
 
Periodical
Author, A. A., Author, B. B., & Author, C. C. (1994). Title of article. Title of Periodical, xx(x), xxx-xxxx.
 
Periodicals include items published on a regular basis: journals, magazines, scholarly newsletters, etc.

Online periodical 
 Author, A. A., Author, B. B., Author, C. C. (2000). Title of article. Title of Periodical, xx, xxx-xxxx. Retrieved month day, year, from web address
 
Online document 
Author, A. A. (2000). Title of work. Retrieved month day, year, from web address
 

Referencing other sources

A book with only one author:                                
Rose, L. (1977). Crime and Punishment. London: Batsford.
 
A book by two authors
Gordon, E.W. & Rourke, A. (1966). Compensatory education for the disadvantaged. New York: College Entrance Examination Board.
When quoting a book with two authors in the text, use the word ‘and’ between the names; if the reference is in parentheses, use ‘&’.
In order to avoid possible communication problems all procedures should be explained to the patient (Gardner & Sheldon, 1967)…
Gardner and Sheldon (1967) examine the problem…
 
A book by three or more authors
Meyer, B.S., Anderson, D.P., Bohning, R.H. & Fratanna, D.G., Jr. (1973). Introduction to plant physiology. New York: Van Nostrand.
 
In referring to a work by three, four or five authors all the relevant names have to be furnished in the first reference to the work,
 
…the traditionalist personality (Riesman, Denney & Glazer, 1968, p.40) restrains him from doing…
 
In later references to this work only the first author’s name is stated, and the abbreviation ‘et al’ is used:
 
…due to his “other-directness” modern Western man in a sense is at home everywhere and yet nowhere (Riesman et al., 1968, p.40)…
 
In referring to a work by six or more authors, cite only the surname of the first author followed by et al. (not italicized and with a full stop after ‘al’), and the year for the firstand subsequent citations. In the reference list, provide the initials and surnames of the first six authors, and shorten any remaining authors to et al.
 
Reference to more than one publication of the same author in the same year
 
Johnson (1994a) discussed the subject…
In his later works (Johnson, 1994b) argued…
Johnson, P.D. (1994a). Pedagogy. London: Routledge.
Johnson, P.D. (1994b). Advanced Pedagogy. London: Routledge.
Different authors with the same surname
When you refer to publications by different authors with the same surname, use their initials in the reference:
 
According to B. Smith (1989) and F. Smith (1997), ….
 
A book with an institution, organisation or association as author
Where reference is made to the work by a body (institution, organisation, association, etc.) Where no specific author is responsible for the work, the official name of the body is used as author. You can also use the name of the body as part of the sentence.
…it had long been evident that the intellectual potential of the Afrikaners on the Witwatersrand was underutilized (Rand Afrikaans University, 1976)…
…thus the Rand Afrikaans University (1968, p.30) concluded that…
 
Rand Afrikaans University (1970). The new university: A practical guideline. Johannesburg: Rand Afrikaans University.
 
A book with (an) editor(s)
Driver, E. & Broisen, A. (Eds.). (1989). Child sexual abuse. Basingstoke, UK: Macmillan Education.
Strunk, W. (Ed.). (1976). Adult learning. New York: Macmillan.
A chapter in a book (not edited)
Capra, F. (1983). The systems view of life. In The turning point: Science, society and the rising culture (pp. 376-399). London: Fontana Press.
  
Part/chapter of an edited book      Hartley, J.T., Harker, O.J., & Walsh, D.A. (1980). Contemporary issues and new directions in adult development of learning and memory. In LW. Poon (Ed.), Aging in the 1980’s: Psychological issues. Washington: American Psychological Association.
 
Anonymous work
When a work’s author is designated as “Anonymous”, cite in text the word ‘Anonymous’:
A recent article (Anonymous, 1993) stated that…
In the case of articles in newspapers or magazines where no author is named, the title is used instead of the author.
A recent article (War over, 1991) stated that…
Anonymous. (1993, 17 February). Best practices. The Star, p. 10.
War over. (1991, 7 January). The Star, p. 10.
 

A work with a foreign title 
Spyridakis, A. (1987). E historia tis Helladas [A history of Greece]. Athens: Therios ita Iona.
 
Translated (works)
Luria, A.R. (1968). The mind of a mnemonist: A little book about a vast memory. (L. Solataroff, Trans.). New York: Basic Books. (Original work published 1967)
 
In text, cite the original publication date and the date of the translation:
A recent study (Luria, 1967/1968) …
 
Dictionaries
The concise Macquarie dictionary. (1982). New South Wales: Lane Cove. Nguyen, D.H. (1966). ietnamese-English dictionary. Rutland, Vermont: Charles Tuttle Company.
 
Sadie, S. (Ed.). (1980). The new Grove dictionary of music and musicians (6th ed., Vols. 1-20). London: MacMillan.
 
Encyclopaedia
Bergman, P.G. (1993). Relativity. In The new encyclopaedia Britannica (Vol. 26, pp. 501-508). Chicago: Encyclopaedia Britannica.
 
If an entry has no byline, place the title in the author position.
 
Newspaper article
Lamb, J. (1970, 20 October). The perfect plants for lazy gardeners. Weekend Australian, p. 3.
 
If a journal or newsletter does not use volume numbers, include the month, season, or other designation with the year, for example (1994, April).
 

Government publications
Provide all numbers, sections, chapters or volume numbers available in brackets.
The Bill of Rights of the Constitution of the Republic of South Africa. (1996). Government Gazette. (No. 17678).
 Department of Education. (1995). White Paper on Education. Government Gazette. (Vol. 375, No. 45621).
 	Commission on Civil Rights. (1967). Racial isolation in the public schools.

Study guide 
Speedy, C. (1999). Study Guide: Electrical Engineering 1. America: South American College of Engineering.
 
Electronic sources

In-text reference where the author of the electronic source is known
Simply use whatever you used as author in the reference, as well as the year of publication:
The project website was created using Aldus Pagemaker version 3 (1987- 1988)…
Several films (e.g., Bertolucci, 1988) have used this technique…
Azar and Martin (1999) found that…
 
 Tips for the use of electronic sources
 
Evaluating Internet resources
(Source: http://owl.english.purdue.edu/handouts/research/r_evalsource4.html)
 
Internet sources can be very timely and very useful, but they should not be your sole source of information because there are also books, journals, government publications, brochures, newspapers, etc. to read, and knowledgeable people to interview. Evaluating Internet sources is particularly difficult because anyone can put up anything he or she wants to on the Internet. There is no way to monitor what is there and no fact checking is possible, though there are some site ratings you can check. 
 
Be sure to document what you find on the Internet in such a way that others can locate what you found. This is most easily done when you access the data. Include the date you accessed the material since it can be changed or updated later on. Be sure to browse around on the Web site to be sure you know who the author is, what the sponsoring organization is, and so on. This will enable you to cite the source fully and will help you to evaluate it properly before including it in your paper.
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