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[bookmark: _heading=h.dm20qz9q1rc1]Citing and referencing: Understanding the basics
Did you know you can lose marks for putting a comma in the wrong place when referencing? Referencing styles have precise rules. In this tutorial you’ll learn to:
· understand the concepts of ‘citing’ and ‘referencing’
· recognise what information needs to be cited
· differentiate between n-text citations, reference lists, and bibliographies.
[bookmark: _heading=h.88gxuafzujgl]Why acknowledge your sources?
Academic work relies on the work of others.
Giving credit to original authors by acknowledging source clearly and correctly it an important part of academic communication:
· it provides evidence to support your ideas
· helps readers locate your sources 
· helps you get higher marks
· is required under academic integrity to avoid plagiarism.
Acknowledging a source has two steps:
1. a citation in the text of your work
2. a reference list, or bibliography, or works cited list at the end of your work.
Tip: Note down the referencing details of your sources as you write. This will save you time later.
Unsure which citing and referencing style you should be using for your assessment? Check with your lecturer.
[bookmark: _heading=h.cka8xe4ybdx5]When to cite and reference
Cite and reference any information or ideas that are not your own. These ideas may be: 
· textual facts
· video
· images
· audio
· graphs
· other types of information that is not your own.
You need to cite and reference if you are:
· Quoting – taking someone else's words exactly.
Tip: Most style rules require you to place a direct quote in "quotation marks" and include the original page number(s) in your citation. For example: The key questions for politics are “what went wrong and what needs to change?” (Baird, 2004, p. 5). Check your style guide for specific formatting rules for quotes.
· Paraphrasing – restating someone else's ideas in your own words.
Tip: Making only small changes to the original text is still considered plagiarism. An example is to replace some words with similar words. This is because it is not really different from the original source.
· Summarising – explaining someone else’s ideas in a shortened form.
You don’t need to cite or reference:
· common knowledge
· your own analysis or comments.
[bookmark: _heading=h.f785scn42eii]What to cite and reference
Anything that is common knowledge does not require a citation. Find out if the following examples are common knowledge:
Example 1: ‘Australia is an arid country which experiences frequent droughts.’
No, this doesn't need to be cited. It is general information or common knowledge. It would be known by any reasonably informed person.
Example 2: ‘Platelets play an important part in the process of coagulation.’
No, this doesn't need to be cited. It is discipline specific information and is common knowledge in that field. It would be known by peers in your field of study. It might also appear in textbooks on a subject. 
Example 3: ‘The phenomenon through which black holes emit radiation is known as Hawking radiation.’
Yes, this does need to be cited. It is discipline specific information. But it would only be known by some of your peers in your field of study. It may appear in only a few of the textbooks on a given subject and is not common knowledge in that discipline. 
Examples of things you need to reference are:
· a direct quote
· content generated by AI
· someone else's idea
· a YouTube video
· a figure from an article
· someone’s social media post.
You don't need to reference:
· your original drawing
· your personal opinion
· your analysis of results
· common knowledge.
[bookmark: _heading=h.j9bwgyiv5gih]Citation types
Each referencing style formats citations differently. Citations can be grouped into three types:
[bookmark: _heading=h.eb21ekuyx5rm]1. Parenthetical citation
The author's surname, year, and page number are given in parentheses (round brackets) in the text. A separate reference list/bibliography is included at the end of the document. Styles that use this in-text citation format include:
· APA
· Chicago (B) Author-Date
· Harvard
· MLA.
[bookmark: _heading=h.ciyzb07978vt]Parenthetical example: 
However, it was not until the 1992 Earth Summit that sustainable lifestyle movements began to gather momentum in industrialised nations (Shemyt, 2011).
[bookmark: _heading=h.tty3smjnoyzr]2. Footnote citation
Superscript numbers are added in text, with the citation details at the bottom of each page. Footnotes should be added using the function in your word processing software. A separate reference list/bibliography is included at the end of the document. Styles that use this format include: 
· AGLC 
· Chicago (A) Notes & Bibliography.
[bookmark: _heading=h.xlxewo5hkgl]Footnote example:
However, it was not until the 1992 Earth Summit that sustainable lifestyle movements began to gather momentum in industrialised nations.1
--------
1. André Paul Shemyt, The Sustainability Phenomenon (Wide Earth Press, 2011).
[bookmark: _heading=h.e3ebuxrrl0dm]3. Numbered citation
Numbers in the text correspond to references in a numerically ordered list. The list is at the end of the document. They are numbered in the order of citation. Styles that use this in-text citation format include Vancouver.
[bookmark: _heading=h.h2czcd1sdqfu]Numbered example:
However, it was not until the 1992 Earth Summit that sustainable lifestyle movements began to gather momentum in industrialised nations [1].
--------
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[bookmark: _heading=h.2zy1cchd6xj8]Reference lists and bibliographies
References are listed at the end of your document. They provide the full publication details of your citations. Depending on the style you are using, there will be different formatting rules.
Always check your assessment instructions for any specific requirements or exceptions.
· A ‘reference list’ only contains the sources you have cited in your work. They are often, though not always, ordered alphabetically by author surname.
· A ‘works cited’ list is similar to a reference list.
· A ‘bibliography’ includes the sources you cited and any you consulted but did not refer to in your work. They are often, though not always, ordered alphabetically by author surname.
View an example APA 7th reference list in the last section of this page.
[bookmark: _heading=h.vjdsrihfwbt]Creating a reference
To create a citation or reference, follow these steps:
1. Identify what source type you're referencing (for example, a book, article or webpage).
2. Choose your referencing style from our Citing and Referencing Guides.
3. Choose the page for that source type from the menu.
4. Match the format using the Guide to build your reference. There are instructions and examples included. You'll need to identify elements like the author's name, date of publication, title and more.
Tip: Pay close attention to formatting rules for capitalisation, italics and punctuation.
[bookmark: _heading=h.xjy4xdt8b7z0]Citing AI generated content
At Monash, you may be allowed to use AI tools (such as ChatGPT) in your coursework. Always check your assignment instructions in Moodle to see if, and how, AI use is allowed.
[bookmark: _heading=h.ymfsf3dcib4k]Acknowledging AI use
If AI use is allowed, include a short section in your assignment that outlines:
· which tool(s) you used
· how and why you used the tools
· how you adapted the output.
[bookmark: _heading=h.81h2tsme3hwt]Citing AI material
You may also need to cite AI-generated material as a source. Each citation style has different recommendations for Generative AI. Check the Citing and Referencing Guide for your style.
AI-generated outputs may be incomplete, inaccurate or lack context. Always: 
· check the output carefully
· use it thoughtfully to support, not replace, your own work.
Learn more about using Generative AI and acknowledging its use in your assessments.
[bookmark: _heading=h.8ium7d6mfqsx]Indigenous Knowledges
It is important to:
· recognise the expertise of Indigenous Knowledge holders
· respect Indigenous Knowledge authority.
You can do this in your references by attributing:
· Indigenous peoples in academic writing
· Indigenous Knowledges used by non-Indigenous authors.
[bookmark: _heading=h.t4ky2b81rjpk]What is Indigenous Knowledge?
It is the traditional and evolving knowledges of Aboriginal and Torres Strait Islander people. Their knowledge comes in many forms including: 
· cultural language
· art
· stories
· dance
· the written word.
[bookmark: _heading=h.9vyo44roe0zs]How can I cite Indigenous Knowledges?
The Indigenous Knowledges Attribution Toolkit helps students to reference Indigenous Knowledges. It has two parts:
1. a decision tree for critically analysing authorship and content
2. a citation style guide with examples for APA 7th style.
Monash University Library supports the reclamation of Indigenous Knowledges. The 'Indigenous Knowledge' sections on each Citing and Referencing Guide provide guidance. This will help you to appropriately attribute Indigenous Knowledges in your work.
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