
21.5 SkillBuilder: Using and referencing quotes
21.5.1 Tell me
When writing an essay, assignment or report, you need
to include evidence to support your arguments. If this
evidence takes the form of a quote or includes the use
of statistics, then you must show the reader where this
information came from. This can be done through the use
of a referencing system.

There are many different referencing systems used
throughout the academic world. Some systems were
developed at the world’s leading universities and so
bear their names. The Oxford and Harvard systems are
examples of these, and they happen to be the two most
widely used referencing systems.
• The Oxford referencing system uses numbered footnotes. A footnote lists bibliographical information

at the foot (bottom) of a page, and the number corresponding to that footnote is shown at the end of the
relevant section of text, usually a sentence, like this.1 (This footnote does not actually reference
anything but is just used as an example of what a footnote number looks like.)

• The Harvard system uses in-text references in the form of parentheses or brackets containing the
author’s name and the year of publication, like this: (Smith, 2014).

The Harvard referencing system has its origins in the scientific field. A simple and direct system, it was
later adopted by the wider academic community. Due to its simplicity and ease of use, the Harvard system
has become more widely used than its Oxford counterpart. For this reason, we will focus on the use of the
Harvard referencing system in this SkillBuilder. Not only will you learn how to use the Harvard system, you
will also be shown how to incorporate the quotes themselves into your written work.

21.5.2 Show me
In-text referencing
• If you are using paraphrased information from a source, then you need to include the author’s surname

and the year the source was published in parentheses at the end of a sentence (Smith, 2014).
• If you are including a direct quote, then you need to also include the page number in the reference

(Smith, 2014: 12).
• If you mention the author’s name in the middle of the sentence, then you need to include the year of

publication directly after this, again in parentheses. For example, you may write: Author John Smith
(2014) explains the correct use of the Harvard referencing system.

Now that you know how to reference another author’s work, we will turn our attention to the
incorporation of quotes into your written work.

Incorporating quotes
There are four techniques for incorporating quoted material into your work, and you should choose the one
that works best for a particular quote:
1. Direct quote. You can simply use what the author has written: Smith (2014: 12) claims that ‘the

Harvard system is far better than its Oxford counterpart.’
2. Edited quote. You can edit what the author has written. In this example, the three dots represent an

omission and the square brackets represent an addition. These changes are usually made to make the
quote fit the grammar of the sentence: Smith (2014: 12) claims that ‘… Harvard is [a] far better
[system] than its Oxford counterpart.’
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3. Substantial quote. If you are using a substantial quote (three lines or more), you need to include it as a
separate paragraph. To differentiate the quote from the regular text, this paragraph is usually indented
and written with a slightly smaller font or different line spacing:
If the dispute involves matters requiring specific, technical knowledge of particular area, the opposing
parties may request that a suitably qualified conciliator be appointed. During a conciliation meeting,
the opposing parties are allowed to express their views and discuss their perspectives on the dispute
(Richardson, Smithies and Rood, 2014).

4. Paraphrase quote. You can paraphrase the quotation instead of quoting it directly. With this method,
you need to ensure that you have not plagiarised the author. The meaning of the quotation should be
retained without using the author’s exact words.

21.5.3 Let me do it
Complete the following activities to practise this skill.

21.5 ACTIVITY
The best way to learn about using the Harvard referencing system is to do it!
1. Choose three separate sources (try to use different kinds of sources).
2. For each source, incorporate a quote using the four techniques shown above (direct quote, edited quote,

substantial quote and paraphrased quote).
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