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INTRODUCTION 
 

Sandefjord videregående skole has decided that students will use the Harvard standard when 

referencing sources in their schoolwork. 

This document is intended as a guide that demonstrates different sources and how these sources 

should be referenced in the text (column 2). The document also provides an overview of how to 

write a bibliography that should be included at the end of any task.  

There are two ways of referencing sources in an actual text: 

1. An indirect quote/citation whereby you use your own words to paraphrase the source’s 

argument. See the examples in column 2 in the samples provided. 

2. A direct quote/citation whereby you use your source’s exact words.  

If you do not use the Harvard standard, but instead prefer to use another standard or the Microsoft 

word application, it is important to remember that you use your chosen referencing style in a 

consistent manner i.e. stick to one standard.  

Good luck with referencing your future work correctly and remember that ‘copy and paste’ is 

plagiarism if you do not reference your sources.  

If you require any further help, please make contact with the læringssenteret. 

Sandefjord vgs, læringssenteret 
02.05.2016 
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BOOKS 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

Author’s surname, year of 

publication, page no.  

Author’s Last name, First name, (year) 

Title of the book in italics, publisher, place 

of publication. 

 

One Author 

(Holt, 1997, p.42)  

 

Or where the author’s name is 

incorporated into your writing:   

 

Holt (1997, p.42) suggests… 

 

Holt, David H. (1997) Management 

principles and practices. 

Prentice Hall, Sydney. 

Two or 

three 

authors 

(McCarthy, Perreault and Cannon, 

1997, p. 200) 

 

Or where the author’s name is 

incorporated into your writing:   

 

McCarthy, William and Pascale 

(1997, s. 200) claim that…. 

McCarthy, Jerome, William D. Perreault 

and Joseph Cannon (1997) 

Basic marketing. Irwin, Sydney. 

 

Note:  

In this instance, you start with the first 

author’s last name while the remaining 

authors start with their first names in the 

usual way.  

 

Several 

Authors 

(Bond et al., 1996, p. 95) 

 

Or where the author’s name is 

incorporated into your writing: 

 

As Bond et al. (1996, p.95) show…. 

 

Note: It is only the first author’s last 

name which is used followed by et al.   

 

Bond, W.R. et al., 

(1996), Management of small 

firms. McGraw-Hill, Sydney. 

 

Note: Where there are more than three 

authors, it is only necessary to write one 

of the authors names as et al. substitutes 

the other names.  

Different 

works by the 

same author 

in the same 

year 

(Coetzee, 2010a, p.95) 

(Coetzee , 2010b, p.46) 

 

Note:  

Where the author’s name is 

incorporated into your writing, use 

the same format as the above 

examples.  

Coetzee, John M. (2010a) Summertime. 
Penguin, London. 

Coetzee, John M. (2010b) Waiting for the 
Barbarians. Irwin, London. 

Note:  

Remember to sort the references 

alphabetically according to the book title 

i.e. S (Summertime) comes before W 
(Waiting) 
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BOOKS Cont. 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Edited Book 

In this task I have used the book 

Penguins and their habitats (Duncan, 

2014) 

 

Note:  

When you mention the book in your 

task, for example in the introduction, 

you can write your reference as 

shown above.  

 

Duncan, James (ed.) (2014) Penguins and 

their Habitats. Brookenheim Books, 

London. 

 

Note: The editor is placed in the same 

position as the author but it is highlighted 

that it is an editor.  

Chapter or 

article in 

edited book 
(For example, 

Chapter, short 

story, poem) 

(Milkman, 1998, p. 25) 

 

Or when the author is incorporated into 

the text: 

 

… writes Milkman (1998, p. 25) 

 

Note:  

Refer to the author who has written 

the chapter and not the editor 

Milkman, R (1998) “The New American 

Workplace: High Road or Low Road?” in 

P Thompson & C Warhurst, (eds), 

Workplaces of the Future, pp. 22-34. 

Macmillan Press, London. 

 

 

Note:  

 The information regarding the 

relevant part of the book is written 

prior to the book itself. 

 The book title is written in italics. 

 

Secondary 

reference 
(Where another 

person’s work 

is referred to in 

the text you are 

using) 

The earth obeys a single set of 

‘inexorable laws’…(Galileo, 1615, 

cited in Feyerabend, 2011, p. 40) 

 

Note:  

You need to refer to both sources 

here. 

 First the original source that is 

referred to in the source you 

are using. 

 Then the source that you have 

located it in. 

 

Feyerabend, Paul (2011) The Tyranny of 

Science. Polity Press, London. 

 

 

Note:  

Only refer to the source that you found 

the reference in.  
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E-BOOKS 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 
 As for paper books and where available 

from. 

 

(Austen, 2006) 

 

(Simons et al., 2001) 

 

Note: 

Given e-books can be read using 

several platforms, page numbers are 

not necessary. 

 

Or when the author is incorporated into 

the text: 

 

Simons (2001) suggests….. 

Austen, Jane (2006) Pride and Prejudice. 

Available at Project Gutenberg. 

 

 

Note:  Since Project Gutenberg is a free 

online database, there is no place of 

publication to include. 

 

Simons, Noel et al. (2001) A Short Course 

in Soil and Rock Slope  

Engineering. London. Available from 

myilibrary.com 

 

ARTICLES FROM PRINTED SOURCES 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

(Surname, year, page no.) Journal Article: 

Surname, first name (year) “Title of the 

article”. In Title of the Journal in italics, 

volume (issue number), page number.  

 

Newspaper Article: 

As for a journal but must also include the 

date.  

 

Journal 

Article 

(Joy, 2013, p. 76) 

 

Or when the author is incorporated into 

the text: 

 

Joy (2013) argues…. 

Joy, Morny (2013) “Explorations in 

Otherness: Paul Ricoeur and Luce 

Irigaray.” In: Ricoeur Studies, 4(1), pp. 71-

91. 

 

Note: 

 The title of the article comes first and 

is placed in quotation marks. 

 The title of the journal the article is 

taken from is italicised after In:  

 

Newspaper 

article with 

an author 
(Applies also to 

newspaper 

supplement 

magazines) 

(Adewunmi, 2014, p.7) 

 

Or when the author is incorporated into 

the text: 

 

Adewunmi (2014) suggests….. 

 

Adewunmi, Bim (2014). “Caring for the 

carers: helping children who care for 

parents with mental illness.” In The 

Guardian, 12.12.2014, p. 7.  
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WEBSITES 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

with Author 

(Surname, year) Author/editor’s surname, first name (year) 

Title in italics. URL (Accessed day, month, 

year). 

Main Rule 

without 

Author 

Title of the webpage, year) Title in italics. URL (Accessed day, month, 

year). 

With 

Author 

(Beard, 2006) 

 

Or when the author is incorporated 

into the text: 

 

Beard (2006) is of the opinion…. 

 

Beard, Mary (2006) The fall of the Roman 

Republic 

http://www.bbc.co.uk/history/ancient/romans/  

fallofromanrepublic_article_01.shtml> 

(Accessed 30 January 2011) 

 

Note: 

The web address (URL) is always provided 

together with the date you read or 

downloaded the article.  

 

Without 

Author 

(Syria, 2016) 

 

Or when the title is incorporated 

into the text: 

 

According to the webpage Syria 

(2006) 

 

Note: 

Use the webpage’s title and not 

the entire website’s name. 

 

 

Syria (2016). 

https://en.wikipedia.org/wiki/Syria (Accessed 

18.02.2016). 

 

Note: 

The web address (URL) is always provided 

together with the date you read or 

downloaded the article.  

 

 

Film, 

Youtube, 

Netflix etc.  

- See 

dedicated 

section 

  

 

  

http://www.bbc.co.uk/history/ancient/romans/
https://en.wikipedia.org/wiki/Syria
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PUBLIC DOCUMENTS FOUND ON THE INTERNET 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

with Author 

With regards to public documents, there is no set rule as each is defined in its 

own way. See the comments below.  

 

Laws 

(Likestillingsloven, 2013)  

 

Or when the title of the law is 

incorporated into the text:  

 

According to the Norwegian 

Likestillingsloven (2013) which 

states….  

Likestillingsloven. Lov om likestilling mellom 

kjønnene (2013). 

https://lovdata.no/dokument/NL/lov/2013-06-

21-59 (Accessed 4 April 2016). 

 

Note: 

 First use the law’s short form according to 

how it is shown in parentheses in the legal 

framework. 

 This is followed by the law’s full title in 

italics. 

 The internet address (URL) is given 

together with the date it was read or 

downloaded.  

 

Statistics 

(OECD, 2015) 

 

 

 

(Statistisk sentralbyrå, 2015) 

 

Or when the organisation’s name 

is incorporated into the text: 

 

According to the OECD (2015) 

Norway’s greenhouse 

emmissions…. 

OECD (2015) Greenhouse Gas Emissions by 

Source. http://stats.oecd.org/ (Accessed 

25.01.2018) 

 

Statistisk sentralbyrå (2015) Holdninger til 

innvandrere og innvandring. 

http://www.ssb.no/befolkning/statistikker/innvh

old/aar/2015-12-11 (Accessed 4 April 2016). 

 

Note:  

The internet address (URL) is given together 

with the date it was read or downloaded.  

 

Government 

/ Official 

Publications 

 

(Department of Industry,  
Innovation and Science  
2016, p. 149)  
 
Or when the organisation’s 
name is incorporated into the 
text: 
 
According to the Department of 
Industry, Innovation and Science  
(2016, p. 149) … 

Department of Industry, Innovation and 
Science 2016. How regional  
universities drive regional innovation. 
http://www.industry.gov.au/Office-of-the-
Chief-Economist/Publications/ 
Documents/How-regional-universities-drive-
regional-innovation-report.pdf> (Accessed 22 
March 2016). 
 
Main rule: 
Organisation, year: no. if applicable. Title in 
italics. URL (Accessed day, month, year) 
 
Note: 
Because official publications are easily 
searchable by title and government 
department, the URL can be replaced with its 
short form.  
https:// www.industry.gov.au  

https://lovdata.no/dokument/NL/lov/2013-06-21-59
https://lovdata.no/dokument/NL/lov/2013-06-21-59
http://stats.oecd.org/
http://www.ssb.no/befolkning/statistikker/innvhold/aar/2015-12-11
http://www.ssb.no/befolkning/statistikker/innvhold/aar/2015-12-11
http://www.industry.gov.au/Office-of-the-Chief-Economist/Publications/
http://www.industry.gov.au/Office-of-the-Chief-Economist/Publications/
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PUBLIC DOCUMENTS FOUND ON THE INTERNET Cont.  

White Paper 
(Government policy 

paper that informs on 

new policy or law) 

Health Service Safety 

Investigations Bill, (2017) 

 

Note: 

N.B.! The year should be written 

in separate parenthesis  

 

Or when the White Paper is 

incorporated into the text: 

 

According to the Health Service 

Safety Investigations Bill, 

(2017)…. 

 

Department of Health and Social Care 

(2017). Health Service Safety 

Investigations Bill. 

https://www.gov.uk/government/public

ations/health-service-safety-

investigations-bill (Accessed 25 

January 2018) 

 

Main rule: 

Organisation, year: no. if applicable. 

Title in italics. URL (Accessed day, 

month, year) 

 

Note: 

Because official publications are easily 

searchable by title and government 

department, the URL can be replaced 

with its short form.  

https://www.gov.uk/ 

 

 

  

https://www.gov.uk/government/publications/health-service-safety-investigations-bill
https://www.gov.uk/government/publications/health-service-safety-investigations-bill
https://www.gov.uk/government/publications/health-service-safety-investigations-bill
https://www.gov.uk/
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FILM, NETFLIX, YOUTUBE 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

DVD/Blu-

ray 

(Title, year) Title (film) (year). Distributor 

Main Rule 

film on the 

internet 

(Title, year) Title (film) (year). URL or publishing channel 

(Accessed day, month, year) 

Film 

(Harry Potter and the 

Chamber of Secrets, 2002) 

 

Or when incorporated into the 

text: 

 

As shown in Harry Potter 

and the Chamber of Secrets 

(2002), the 

cinematography…. 

Harry Potter and the Chamber of Secrets (film) (2002). 

Warner Home Video. 

 

Note: 

The (film) description following the title is used for 

everything regardless of whether the film is played 

on DVD or online. 

 

Youtube 

(Marc Shuster on Realism in 

American Literature, 2013) 

 

 

Or when the title of the film is 

incorporated into the text:  

 

According to Marc 

Shuster’s Realism in 

American Literature (2013), 

one finds…. 

Marc Shuster on Realism in American Literature 

(film) (2013) 

https://www.youtube.com/watch?v=eTCjHZWmgG0 

(Accessed 25.01.2018) 

 

Note:  

Written in the same form as a website but with 

information on the format (film) in parentheses after 

the title.  

 

 

 

Netflix 

(The Kite Runner, 2007) 

 

Or when the title of the film is 

incorporated into the text:  

 

As The Kiterunner (2007) 

potrays…. 

 

The Kite Runner (film) (2007). Netflix (Accessed 27 

October 2015) 

 

Note: 

The URL is provided in the same form as a website 

but also includes the date of access.  

 

 

  

https://www.youtube.com/watch?v=eTCjHZWmgG0
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DIGITAL PICTURES, ART, PHOTOGRAPHS 

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule with 

photgraph/artist 

(Surname, year) Surname, first name (year) Title of the 

Picture. URL (Accessed day, month, year. 

Main Rule 

without 

photgraph/artist 

(Title, year) Title of the picture (year). URL (Accessed 

day, month, year). 

Including 

photographer 

(Seibert, n.d.) 

 

Or when the title of the 

photograph is incorporated into 

the text:  

 

Seibert’s (n.d.) photograph 

shows…. 

 

 

Seibert, Elena (n.d.) (Title unknown). 

http://khaledhosseini.com/media-

pages/media-room/ (Accessed 13 April 

2016). 

 

Note: 

Where there is no information on the 

year of publication of the title, the 

following format is used: 

Year: (n.d.) 

Title: (Title unknown) 

 

Photographer 

unknown 

(Volcano_scheme, 2016) 

 

Or when the picture is 

incorporated into the text:  

 

The graphic, Volcano_Scheme 

(2016) shows…. 

 

Volcano_scheme (2016). 

https://da.wikipedia.org/wiki/Vulkan#/med

ia/File:Volcano_scheme.svg (Accessed 13 

April 2016). 

 

ORAL SOURCES, E-MAILS, LETTERS, LECTURE NOTES  

 
In-text Reference 

(Examples are written in blue) 
Bibliography 

(Examples are written in blue) 

Main Rule 

with 

photgraph/arti

st 

In the text provide the sources 

full name (communication 

method, date) 

Does not appear in the bibliography but is 

referred to in the text. 

 

These are the rules according 

to Ola Olsen (e-mail, 10 January 

2016). 

 

Note: 

When referring to an email, 

letter or other such forms of 

communication, it is necessary 

to ask the sender for 

permission.  

 

When referring to lecture 

notes, the teacher or lecturer 

must confirm that the contents 

are accurate.  

 

Note:  

Does not appear in the bibliography but is 

referred to in the text. 

 

Because one cannot undertake a search for 

such sources, it is not necessary to include 

them in the bibliography.  

http://khaledhosseini.com/media-pages/media-room/
http://khaledhosseini.com/media-pages/media-room/
https://da.wikipedia.org/wiki/Vulkan#/media/File:Volcano_scheme.svg
https://da.wikipedia.org/wiki/Vulkan#/media/File:Volcano_scheme.svg
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DIRECT QUOTES 
 

Under 40 words 
To indicate short quotations (40 words or less or up to five lines) in your text, enclose the quotation 

within double quotation marks. Provide the author and specific page reference in the text.  For 

example: 

 
Key causes of economic deprivation include low income or unemployment which are often the 
result of “poor qualification levels and lack of basic skills” (Thake and Saubach, 1993, p.18). 
 

 

 

Over 40 words 
For longer quotations, place quotations in a free-standing block of text and omit quotation marks. 

Start the quotation on a new line, with the entire quote indented from the left margin.  If desired, a 

different font size can be used from the rest of the text. For example: 

 
Nelly Dean treats Heathcliff poorly and dehumanizes him throughout her narration: 

 
They entirely refused to have it in bed with them, or even in their room, and I had no more 
sense, so, I put it on the landing of the stairs, hoping it would be gone on the morrow. By 
chance, or else attracted by hearing his voice, it crept to Mr. Earnshaw’s door, and there 
he found it on quitting his chamber. Inquiries were made as to how it got there; I was 
obliged to confess, and in recompense for my cowardice and inhumanity was sent out of 
the house. (Bronte, 1997 p. 78) 
 

Through this illustration, one can see…. 
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SAMPLE BIBLIOGRAPHY 
 

All sources must be shown twice in the text you have written: 

 In-text referencing: Here you show in your text where in the task and how you have used 

each individual source. 

 In the final bibliography which gives a complete overview of all sources used: Here you give 

complete information on each of your sources which makes it easier for the reader to refer 

back to the sources used in terms of publishing information, web addresses etc.  

Always remember to start a new page when you produce your bibliography. 

Your bibliography should be sorted alphabetically as shown below. The references should be in the 

same language as the text you have written.  

A bibliography is also referred to as a works cited or reference list.  

 

Bibliography 
Austen, Jane (2006) Pride and Prejudice. Available at Project Gutenberg. 

Beard, Mary (2006) The fall of the Roman Republic http://www.bbc.co.uk/history/ancient/romans/  

fallofromanrepublic_article_01.shtml> (Accessed 30 January 2011) 

Coetzee, John M. (2010a) Summertime. Penguin, London. 

Joy, Morny (2013) “Explorations in Otherness: Paul Ricoeur and Luce Irigaray.” in Ricoeur Studies, 

4(1), pp. 71-91. 

OECD (2015) Greenhouse Gas Emissions by Source. http://stats.oecd.org/ (Accessed 25.01.2018) 

Seibert, Elena (n.d.) (Title unknown). http://khaledhosseini.com/media-pages/media-room/ (Accessed 

13 April 2016). 

The Kite Runner (film) (2007). Netflix (Accessed 27 October 2015) 

 

http://www.bbc.co.uk/history/ancient/romans/
http://stats.oecd.org/
http://khaledhosseini.com/media-pages/media-room/

