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1. INTRODUCTION 
 
This tutorial letter contains the referencing style to be used by all UNISA students in the School 
of Criminal Justice departments of criminology & security science; corrections 
management/penology and police practice. This standardised referencing style is applicable for 
any student assignments (all levels of undergraduate and postgraduate study), portfolios or 
research articles (at honours or postgraduate diploma level), dissertations (masters level) or 
theses (at doctoral level) or any other written work such as an article or research report in the 
broad criminal justice studies disciplines (criminology, penology/corrections management, police 
science, victimology, criminal justice, restorative justice, crime prevention and security 
management). Furthermore, it needs to be consistently and accurately followed in line with the 
academically acceptable referencing conventions as outlined below. (These have been 
developed and adapted over many years).  
 
Besides avoiding committing plagiarism, the primary objective of applying any referencing style 
in the academic environment is:  
 
Firstly, to accurately indicate exactly from where information has been sourced/found and used 
– whether word-for-word or paraphrased, i.e. reported in your own words – and thereby 
acknowledge the using of other people’s original information/research findings.  
 
Secondly, that someone wanting to find the same information can quickly and easily (by page 
numbers, publication or chapter and these days the correct website address) track it down and 
check its accuracy and veracity, and of course whether it has not possibly been plagiarised.  
 
Various conventions, methods and techniques have been developed for this purpose. No matter 
which method of referencing is chosen the most important point is that it must be applied 
consistently throughout your writing of your assignments, research articles, dissertation and/or 
theses. 
 

 
The essence of referencing is to give credit to sources that have been 
referred to (referenced as source of the information used in the text of your 
written work/assignment), and to give adequate, accurate, clear information 
to make these sources accessible to the reader. 

 

 
Your lecturers will carefully check through your written work that all information sources 
consulted and used by you have been sufficiently acknowledged (included in a list of 
references) and consistently cited in order to: 
 
- Supply academically sound evidence on which your observations, statements, and/or 

conclusions are based; 
 

- Enable any readers to consult the original sources themselves (precisely stating where 
and/or under which circumstances); and 

 
- Ensure that you have consistently throughout the piece of written work acknowledged the 

author(s) from whom and where (source(s)) your information was taken.  
 
- Effective and detailed source referencing is of paramount importance. Any written work by 

you will be scrutinised and checked for bibliographic references and any proven evidence of 
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plagiarism will result in severe sanctions and penalisation of your submitted written work. 
(See section on plagiarism at the end of this tutorial letter). 

 
When writing for any of the above study requirements (assignment, research article, portfolio, 
dissertation or thesis) you may want to quote from a book or an article to substantiate your 
arguments. Your credibility as a researcher depends on how thoroughly you acknowledge the 
ideas and thoughts of other authors (their intellectual property and publication copyright). 
 
Generally references to source information are used to: 
 

 acknowledge the original author(s) whose idea(s) you are using; 
 

 substantiate arguments and statements; 
 

 enable your reader to consult the sources referred to, and/or to check your information as 
provided. 

 

 
Definition of a quote/quotation/citation 

 
Originally the correct grammatical term to use was the word ‘quotation’ but the 
shortened noun version ‘quote’ (verb: to quote) has been used for many years and is 
now generally accepted in describing its use. “The original sense [of the word 
quotation/quote] was [to] ‘mark a book with numbers, or with marginal references’, 
[and] later [by the] (late 16th Century) [to] ‘give a reference by page or chapter’, hence 
[the term to] ‘cite a text or person’” (Oxford Dictionaries). The word ‘to cite’ means then 
to name, mention, refer to or quote some information or person as an example to 
support an argument or help explain what is being said (Oxford Dictionaries). 
 
In brief to quote means to repeat or copy words, i.e. a phrase/passage/excerpt/extract, 
from a source such as a book or article (written text) or a speech and then to enclose 
the words (if taken word-for-word from the original source of the information) in 
“quotation marks” (also known as “inverted commas”) and then to acknowledge (refer 
to and list) the source of that information by citing (referencing) the source accurately. 
This acknowledgement will also be done even if the information is paraphrased by 
you, i.e. using your own words (Oxford Dictionaries; The Free Dictionary). 

 

 
Listing of reference sources has over the years become fairly standardised with minimal 
differences between the different social sciences disciplines. Often they differ only in the detail 
required or other small differences. For example, using either commas, full stops and/or 
brackets. These differences are small even between the so-called Harvard Referencing 
Method/Style or the American Psychology Association (APA) style – the two most commonly 
used current referencing techniques in the social sciences – and now as well with law research 
that is making increasing use of social science research methods.  
 
Usually each piece of different information in a reference is separated by means of either a 
comma, full stop or bracket. No formal referencing techniques have NONE of these in the listed 
reference. 
 
Furthermore, the order in which the reference information is listed has become more or less 
standardised. Whether the reference technique chosen is either in the text (i.e. shortened) and 
then the full reference information given in a ‘List of References’ at the end of your written work 
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or by means of a reference listing in a footnote/endnote, the basic format and referencing 
technique/style remains the same.  
 
A common mistake made by students is to combine both the ‘in-text’ referencing technique with 
references in footnotes. Only one referencing style should be used throughout your writing. 
 
Note: The School of Criminal Justice departments make use ONLY of the ‘in-the-text’ source 
referencing technique followed by the full detailed reference listed in the List of References 
section which appears at the end of your written work (assignments, research articles, 
portfolios, dissertations, theses or research reports) and NOT the footnoting/end noting 
reference technique format as followed by some other disciplines at UNISA. 
 
2. DIRECT QUOTATIONS 
 
When you use an author's exact words, they should be placed between so-called ‘inverted 
commas’, also known as ‘quotation marks’. Keep the use of direct quotations to a minimum 
(i.e. rather paraphrase in your own words the essence of what other authors are saying to avoid 
numerous long paragraphs of direct quotations throughout your text). A string of quotations, i.e. 
overuse of quotations, especially longer than three lines, suggests that you could not interpret 
or properly understand the text. Also, even if you paraphrase from an information source you 
still need to reference (cite) the author and publication wherefrom you obtained the information 
being paraphrased. When quoting please note the following points: 
 
 Place the quotation in inverted commas ("……") and acknowledge the source.  

 
 Retain the exact spelling and punctuation of the original. 

 
 If you omit words from a quotation, show this by a series of three full stops: …  

 
 If you add words to a quotation, place them in square brackets: […].  

 
 If you wish to emphasise part of a quotation, italicise (see correct use of italicisation in a 

quote below) or underline it and add the phrase "my emphasis or “author’s emphasis" in 
brackets at the end of the quote before the in-text source reference (which is also in 
brackets). 

 
Use of double quotation marks 
 
The “……..” are used  to indicate a direct quote (see below convention for quotes longer than 
three lines in length). In other words use of exact words from a reference source of information 
as part of a sentence in the text with the inverted commas showing the quoted words from an 
author(s).  
 
The following example illustrates the aspects mentioned above: 

 
Berger (1987:27-29) emphasises that we must not see the individual as being merely a passive 
internaliser of meanings which exist outside that individual. As Berger puts it "the individual is 
not moulded as a passive or inert thing. Rather he [or she] is formed in the course of a 
protracted conversation …in which he [or she] is a participant" (my emphasis) (Burger, 1987: 
28). 
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Use of quotes and italics 
 
Long quotes are placed in a separate paragraph and must be indented from both sides. But 
please note that while making use of an indented paragraph for direct quotes longer than three 
lines, with the increasing use by lecturers/supervisors of submitting student’s written work to the 
software programme Turnitin, this programme sometimes does not distinguish between a 
quote longer than three lines that has been indented but without inverted commas at the start 
and end of such long quote and ordinary text. Accordingly, students are advised to continue to 
make use of quotation marks with a longer than three lines quote indented paragraph. For 
indenting such paragraph use the: ‘Increase Indent’ button in the ribbon icon at the top of the 
page in your document for the left indent for the whole paragraph and then use the curser in the 
rule to move right indent in one indent space left, for example: 

 
“Quotes that are 45 words long or longer (approx. three lines and more) should be 
set in between double quotation marks, i.e. ‘inverted commas’ and indented from 
both sides (of the paragraph) as in this example. If the quote is shorter than three 
lines or longer, then it needs to be imbedded in the text of a paragraph and as per 
convention set in between double quotation marks, i.e. ‘inverted commas’. Quotes 
from published information are generally not italicised. However, actual words of 
interviewed respondents are recommended to be italicised, i.e. placed in italics. 
Field note comments by the researcher on the respondent’s responses (in the 
italicised responses) are not italicised but are placed in square brackets [….] – 
note not round brackets (…). For example: “I did not commit the crime but the 
policeman [sic.] they abuse us foreigners because me I was just sitting down with 
my friends and just talking stories, suddenly the police come and arrest us.” An 
additional use of italics is all non-English words. For example: …Another 
participant said: “Ek sal dit nooit vergeet nie”. [I will never forget it] [note the 
provision of an English translation after such use also placed in square brackets]. 
All indented quotes need to end with the precise source reference placed in 
brackets and closed with a full stop” (Editor, 2012: 2).  
 

Note: that the source reference for this quote is placed in brackets at the end and closed with a 
full stop outside of the closing bracket. Also note that the sentence ending before the opening 
source reference bracket is not ended with a full stop, i.e. no full stop before the first bracket nor 
just before the closing quotation marks/inverted commas. 
 
Single quotation marks 
 
Single inverted commas are only used when you want to emphasise a term or a common 
saying especially when it is not a direct use of words from another author. For example: ‘Zero 
Tolerance’ or …a ‘live-and-let-die’ approach, etc. Single quotation marks are also used for a 
quote within a quote. For example: “It was patently obvious from the research that police 
officers use of force was not following the regulations. As indicated by one interviewee: ‘they 
shoot wildly in a crime situation’. This indicated that they needed to be trained to follow the set 
rules (Mistry, 2003: 6). 
 
3. IN-TEXT REFERENCING STYLE 
 
There are specific referencing conventions and styles for each type of publication/article/source 
of information from where information is used in your assignments, research articles, portfolios, 
dissertations, theses or research reports.  
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(Note that information below in the referencing examples in square brackets […] is not part of a 
reference). 
 
You must insert references in the text when you use direct quotations from a text and when you 
use other information or ideas from sources (even if you paraphrase or put it in your own 
words).  
 
Listing format 
 
In referencing you must first identify the source of the material by providing the following 
required referencing information: 
 
1. the author(s)’ surname(s) (unless they – if two or more – already appears in the sentence 

or paragraph);  
 

2. the year of publication followed by a colon [a colon = : and not a semi-colon = ;]; and 
 

3. the page or pages referred to (unless the entire publication or information from a whole 
chapter, for instance if you have extracted the core findings from an author(s) publication 
and paraphrased multiple pages in a few lines, is to be indicated). 

 
Note that the above reference information that should be inserted in a sentence or end of a 
sentence in the text should appear in brackets (with some exceptions – see below). 
 
For example: 
 
Where the author's name appears in the sentence: 
 

While it has been shown by Sandbrook (1982:132) that…  
 
Where the author's name does not appear in the sentence: 
 

We find it stated that… (Gouldner, 1980:85). 
 
Where you refer to the entire work, you give no page numbers:  
 

Some, such as Parsons (1966), go further than earlier authors (MacIver & Page, 1949; 
Gillin & Gillin, 1942)… 

 
Note that multiple references in the text are in one set of brackets when listed together and 
separated only by a semi-colon, [a semi-colon = ; ] for example: 

 
(Jones, 1997: 1-10; King & Brown, 2001: 40).  

 
And not as: 

 
(Jones, 1997: 1-10) (King & Brown, 2001: 40). 
 

Where there are two authors in the bracketed reference, both surnames are given, joined by 
an ampersand (&):  
 

We may refer to a more recent source (Giliomee & Adam, 1981:61-64)…  



 

8 

 
But the ampersand is not used if the authors are placed in the text of a sentence (i.e. not in 
brackets).  
 
For example: 
 
 Giliomee and Adam (1981:64-64) are a more recent source. 
 
Use of ‘et al’ 
 
The term ‘et al’ [although a Latin term which means ‘and others’ it is no longer italicised] is 
only used in an in-text reference listing if there are THREE or more authors (or editors) linked 
to the same publication, all three (or more) author’s names must be given BUT only the first 
time this particular reference is used in the text. Thereafter only the first author’s name and the 
term: et al, to be used. Et al is never used in the List of References listings, where ALL authors’ 
surnames and initials must be inserted. Also if there are only two authors both authors 
surnames are used for every in-text reference to them and not et al in place of the second 
author’s name. 
 
For example: 
 
If there are more than two authors for a publication, then the first time they are used as a 
reference in text then all the authors’ surnames (no initials) must be named. For example: 
 

Gouws, Kruger and Burger (2000:53) discuss these factors… 
or 

These factors were discussed accordingly (Gouws, Kruger & Burger, 2000:53). 
 
Second and subsequent times referred to in the text only the first author and et al used: 
  
 Gouws et al (2000:53) discuss this in detail… 
 …is discussed in detail (Gouws et al, 2000:53). 
 
[Because ‘et al’ means ‘and others’, we use the plural verb]. 
 
Note: No full stop is placed at the end of sentence before a bracketed reference after the use of 
et al. The full stop is inserted only after the brackets if the reference is at the end of a sentence. 
Also note if reference with the use of et al is placed in the source reference brackets the et al is 
followed by a comma before the year date. 
 
For institutional authorship, you supply minimum identification:  
 

... (South African Institute of Race Relations (SAIR), 1998:3-18) …or, for governmental 
reports… (Department of Correctional Services (DCS), 1998:4-6)…  

 
Note in the examples above, the writing out of the specific department’s full name the first time it 
is used as a reference in the text followed with the department’s acronym in brackets. 
Thereafter the acronym, without brackets in the reference brackets, can be used for subsequent 
references to this department’s publications.  
 
If you have multiple entries for the same author, (i.e. different publications/articles), then the 
author must be listed by date (oldest first) of the publication/article. If there are two or more 
publications by the same author from the same year they are indicated by using the letters: a, b, 
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c, … et cetera, after the year of publication (again first in that year by month of publication, e.g. 
a January publication will appear before say a June month publication).  
 
For example:  
 
Jones, A. 2004a; Jones, A. 2004b; and Jones, A. 2004c… In the text such additions of a, b, c, 
… would then also occur in the text reference accordingly. For example: …(Jones, 2004c: 12). 
 
If authors’ surnames are the same then the author listed first in the List of References is the one 
with the first alphabetic initial. For example: Brown, B. comes before Brown, D. 
 
 
 
When you refer to several different pages in a source, if they are consecutive page numbers 
they are separated by short dash (-) (not a long dash (–) ), and if several non-consecutive 
pages by a comma and the last two by an ampersand. For example: 
 
 … (Johnson, 1961:32-35, 70, 81 & 90). 
 
EXPLANATORY NOTES: 
 
Source references in the text 
 
These are indicated by the surname(s) of the author(s) and the year of publication as well as 
the page number from where the reference is cited/sourced. For example: (Nkosi, 2005: 4) or 
Nkosi (2005: 4). If you are referencing generally some information (ideas, concepts, and 
interpretations, i.e. not from a specific page or a direct quote) drawn from a publication and 
have paraphrased (using your own words) this information, i.e. no specific page number, this 
can be referenced as: (cf. Parsons, 2011: 34-41). It would not be acceptable merely to list this 
reference as (Parsons, 2011) with no page numbers. A reader must be able to go to the 
Parsons’ publication and see where you obtained the general information being referred to, 
even if from a number of consecutive pages. If the information is general information extracted 
from a whole publication then the reference does not need to have page numbers indicated. 
Note: The abbreviation: cf. derives from the Latin verb ‘conferre’ to bring together, while in 
English it is commonly read as “compare”. The abbreviation advises readers to consult broadly 
this other material, usually for the purpose of drawing a contrast. 
Comma or not after author(s) name in bracket 
 
It is your choice of whether to insert a comma or not after an author(s) name in the bracketed 
reference. However, whichever style you choose to implement it must be applied consistently 
throughout your written work. Accordingly it can be either as follows: 
 

….. (Moffett, 2006:129). Or: (Moffett 2006:129). 
 
But the convention of inserting a comma after the author(s) surnames(s) is becoming more 
common and it is recommended that the insertion of a comma after author’s name convention 
be followed in your written work in the School of Criminal Justice. 
 
Secondary referencing: 
 
For example: …Morrison (1998) (as cited in Prinsloo, 2001: 7)… This is generally not 
acceptable in academic terms. Students should go directly to the primary source, i.e. Morrison 
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(1998), and reference the information used from Morrison directly from the relevant page 
numbers in the Morrison publication. However, if Prinsloo was in fact using information from 
Morrison but then adding his/her own analysis and evaluation on the Morrison used information 
and your reference is only to Prinsloo’s information then the reference would be directly to the 
Prinsloo publication. In other words you are not using any Morrison information but only citing 
directly out of Prinsloo. This is still academically acceptable so long as you reference it correctly 
as such (from Prinsloo). 
 
NB Do not be tempted to cite sources you have not personally consulted. Examiners have a 
sixth sense about such things and it invalidates your claims of independent, original work. In 
other words do not try and pass off the Prinsloo (example above) interpretation and analysis of 
Morrison as your own analysis of the Morrison information. 
 
However, sometimes in a newspaper or journal article a specific person is quoted, i.e. such 
person does not have a primary publication from which the information is being quoted but was 
interviewed by the author. In such circumstances the person so quoted can be referenced 
accordingly by name. 
 
For example:  
 

…National Police Commissioner Selebi (as cited in Mashaba, 2008) said that the SAPS 
must fight drug dealers on the streets….. 

 
Surnames  
 
Surnames such as Du Plessis, De Villiers, Du Preez, Van der Merwe, Van Vuuren, etc. if used 
in text or as a bracketed reference without their initials will have the first letter as a 
cap/uppercase (e.g. ‘d’ or ‘v’ would be as a cap ‘D’ or ‘V’), e.g. (Du Preez & Van der Merwe, 
2008: 4-6). Double-barrelled surnames are hyphenated with both names having first letter of the 
surname as a cap. For example: Baxter-Bruce or Cole-Niven. An exception to this double barrel 
or hyphenated-surname rule is a surname like Jansen van Vuuren (i.e. no cap ‘v’ for ‘van’. 
Similar to the small ‘d’ in Van der Merwe). 
 
The use of a colon and not a hyphen 
 
The colon should ALWAYS be used in circumstances where you are listing something (e.g. in 
the reference bracket page numbers after the date) and not as a hyphen which indicates a 
break. For example: Deter: A deterrent factor is... and not as: Deter – a deterrent factor is... The 
colon is also used for instance: ...the following issues will be discussed, namely: …and not as: 
...the following issues will be discussed, namely – … 
 
Use of ‘and’ and Ampersand (&) for multiple authors referenced in text 
 
The ampersand symbol ‘&’ is not used in the text of a sentence at all. 
 
For example:  
 

According to Steyn and Jones (2010: 12) these types of crime were …….. 
 

However, if the reference is placed in brackets in the text then an ampersand (&) must be used.  
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For example: 
 
An analysis of incidents showed that, over the last two years, these types of crime have 
become more prominent (Steyn & Jones, 2010: 12). 

 
Note: In the List of References either ‘and’ or ‘&’ can be used in the full reference listing. Again, 
whichever form you decide it must be applied consistently throughout the List of References 
section. 
 
Page numbers 
 
These are indicated in in-text listing in bracketed references merely as the number(s) after the 
colon after the date. The same is applicable in the List of References if the in-text listing method 
used.  
 
Page numbers in references in the text are indicated as, for example: …(Webber, 2008:47) and 
not as p47 or p.47 or Pp47-49, i.e. lose the ‘p’ or ‘Pp’ (for multiple pages). 
 
Nor are any page numbers below double digits (e.g. 1-9) have a zero (0) inserted before them. 
For example incorrect page numbering would be: …(Moffet, 2008: 06-09) while correct page 
numbering would be: …(Moffet, 2008: 6-9). In other words DO NOT insert a zero symbol in such 
cases for any page numbers that are between 1 and 9.  
 
Use of abbreviations: General rules 
 
Titles of persons:  
 
If part of a person’s name they should be abbreviated in the text and in your reference listings 
(i.e. in list of interviews). For example: Maj-Gen. Smith, and not as Major-General Smith. Note 
the hyphen and the full stop at the end of the abbreviation. For abbreviations a full stop is 
always used unless the abbreviation ends in the same letter as the long version. For example: 
Dr for Doctor; Mr for Mister; etc. Other examples: Prof. = Professor; Dir = Director; Capt. = 
Captain; Maj. = Major. One exception to this rule is for ‘edition’ which is always written out as 
‘edition’ (note small ‘e’) to avoid confusion with the abbreviations for editor or editors = ed. [Or] 
eds. 
 
Use of abbreviations and acronyms 
 
When used in the text for the first time they are placed in brackets after the full term. For 
example: The South African Police Service (SAPS); The South African Revenue Service 
(SARS); The Private Security Regulatory Authority (PSIRA), Automated Teller Machines 
(ATMs), etc. Thereafter the abbreviation or acronym can be used on its own.  
 
This also applies to in-text references placed in brackets. The first time the full title of the 
organisation/institution is used as a source reference the acronym is paced in brackets and 
thereafter in the bracketed reference only the acronym needs to be used. For example: 
 
The latest crime stats released show that there have been increases across the board for all 
categories of violent crime (South African Police Service (SAPS), 2013: 14). Thereafter it would 
be as: ...(SAPS, 2013:14). 
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All abbreviations or acronyms are uppercase. Each letter in the abbreviation or acronym does 
not have a full stop in between or after each letter. For example: Not P.S.I.R.A. but as PSIRA. 
Also note the small ‘s’ in the last example which indicates plural.  
 
[An aside on] Use of the apostrophe ‘s’: 
 
There is much confusion about the use of the apostrophe (single inverted comma) before an ‘s'. 
For example: …it was the company’s vehicle that was being used. In this example the 
apostrophe before the ‘s’ indicates possession. The apostrophe is NOT used when it indicates 
numbers or plural. For example: …in the 1980s and 1990s it became common to….; ….many 
ATMs were robbed… And NOT as: …in the 1980’s and 1990’s it became common to….; 
….many ATM’s were robbed… 
 
Encyclopaedias or dictionaries 
 
When you refer to encyclopaedias or dictionaries, you follow these in-text examples: 
 
…(EB, 1964: s.v. “optics”)… [Here, EB refers to Encyclopaedia Britannica]. 
Or 
…(Collins, 2003: s.v. “custom”)… [Here Collins refers to the Collins Dictionary]. 
 
Note: ‘s.v.’ is an abbreviation of the Latin expression ‘sub verbo’, which means ‘under the word’. 
 
4. LIST OF REFERENCES 
 
In the list of works/publications and other documentary sources at the end of the written work, 
each publication/document (whether digital or not) consulted and referred to in the text (as 
above) must be identified fully. (We prefer not to use the term ‘Bibliography’ together with the 
terms ‘List of References’, since a Bibliography is strictly speaking a list of all known 
publications on a specific subject or merely a ‘reading list’, while a ’List of References’ indicates 
all written works (and other sources of information, e.g. interviews) that you have consulted and 
out of which you have referenced information in your text. 
 
Accordingly you must provide a list of references at the end of your written work consisting of 
all the sources (e.g. books, journal articles, study guides, reports, newspaper articles, internet 
sources and interviews (you may have done) that you personally consulted (read) and from 
where you obtained all the information referred to in the text. There must be proof in the text of 
your written work that you did in fact refer to the sources contained in the list of references that 
is inserted at the end. Do not be tempted to list publications (to try and impress) that you have 
not used, your lecturers check every in-text reference and compare such with the listed 
references at the end of your written work. 
 
Sources in general 
 
The sources in the list of references must be listed in alphabetical order according to the 
surname of the first listed author. They are NEVER numbered. 
 
Note that all the details of a source are given in the language of the source itself. If you were 
to use a German book, for instance, its title would be in German and the place of publication 
might be München, not Munich. 
 
If multiple entries for the same author, i.e. different publications/articles etc. then the author 
must be listed chronologically by date (oldest first, i.e. presented or arranged in the order in 
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which events occur or occurred) of the publication/article. If there are two or more from the 
same year they are indicated (again first in the year by month). For example: Jones, A. 2004a; 
Jones, A. 2004b; and Jones, A. 2004c… etc. In the text such additions of a, b, c … would then 
also occur in the text reference according to which Jones example is being cited. 
 
If authors surnames are the same then the author listed first is the one with the first alphabetic 
initial. For example: Brown, B. comes before Brown, D. 
 
Your List of References not only appears alphabetically but to the exact full stop, comma, 
colon, etc. AND each and every listing must be in the same format, i.e. be accurate and 
consistent throughout. 
 
No page numbers are given in the case of books in the list of sources EXCEPT when listing a 
separate chapter in an edited book or anthology and an article in a journal or newspaper. 
 
If you have a long List of References the convention is to divide it up into its component parts 
with sub-headings. For example: 
 
1. Books/Monographs 
2. Chapters in books 
3. Research reports/unpublished works 
4. Journal articles 
5. Newspaper articles 
6. Dissertations/Theses 
7. Legislation 
8. Case Law (Court cases/Judgements) 
9. Internet 
10. Interviews 
11. Other 

 
4.1 BOOKS/MONOGRAPHS 
 
Listing format: 
 
Author’s surname, initial(s). Date of publication. Title of publication [italicised or underlined if 
handwritten]. Place of publication: [which has a colon and not a full stop after it] Publisher’s 
name.  
 
Alternate option: Date in bracket. You can place the year date in brackets, but this is your 
choice. Remember, whichever choice you make to apply it consistently throughout. However, 
the more acceptable format is the date without brackets. 
 
Example: 
 
Jones, A.M. 2012. Perspectives from the community: Case studies in offender rehabilitation. 

London: Sage 
 
Or  
 
Jones, A.M. (2012). Perspectives from the community: Case studies in offender rehabilitation. 

London: Sage 
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NOTE: the following specific details with reference to the above listings.  
 
1. Start with the author’s surname as references in the List of References are always listed in 

alphabetical order.  
 
2. Also the author’s surname has a comma after it before the initial(s) and then followed by 

initial(s) (and NOT their first names in full) and if multiple initials each initial must have a 
full stop after it. There is NO space between the initials (if there are multiple initials).  

 
3. If multiple authors, then the last full stop after initial(s) of the first author is followed by a 

comma. But if there is only a second author this comma is dropped and replaced by an 
‘and’. (An ampersand (&) can be used in the List of references but as noted above, 
whichever format you choose stick to it throughout). However, the comma after the initials 
of the FIRST listed author is retained if there is a third (or more) authors listed. The rule is 
then that before the last listed author’s surname there is no comma but an ‘and’ (or ‘&’) is 
inserted. 

 
For example: 
 
[two authors only] 
 
Leedy, P.D. & Ormrod, J.E. 2005. Practical research: Planning and design. (8th edition). 
Upper Saddle River, NJ: Pearson Prentice Hall.  
 
[three authors] 

 
Boshoff, H., Botha, A. and Schönteich, M. 2001. Fear in the city: Urban terrorism in South 

Africa. ISS Monograph Series No. 63. Pretoria: Institute for Security Studies. 
 
4. The date of the publication CAN BE placed in brackets [YOUR CHOICE] but if this 

convention chosen it must be applied consistently throughout. 
 
5. The title of the publication is italicised with only proper nouns in the title having capital 

letters. If there is a sub-title to the main title this is indicated by means of a colon and NOT 
a comma or a dash, with the first letter of the first word after the colon in the title also 
having a capital letter (see above examples).  

6. This whole format must be consistently (i.e. absolutely accurately down to each full stop, 
comma and caps with EACH reference being – format wise – exactly the same) used 
THROUGHOUT your List of References. 

 
7. Place of publication  

This is followed by a colon and the publisher’s name only (see example below). For 
example: …New York: Pearson. 

 
8. Little known places of publication.  

Sometimes the place of publication is not a well-known city/town, so either the country or 
state is inserted after it. For example: 
  

Cullompton, Devon, UK 
Baton Rouge, FL. 
Seven Oaks, CA. 
Aberdeen, Scotland. 
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The acronym for the American states is usually given in such cases. FL = Florida; CA = 
California. 
 
Sometimes because a city or town occurs in two or more countries, in which country it occurs 
would also be provided. For example: Albany, NY, USA and Albany, UK. 
 
9. Publishers  

You only need to give the publishers name and not for instance ‘Pty Ltd’, or ‘Inc.’ or 
‘Books’ or even ‘Publishers’. (There are a few exceptions to this rule, namely Oxford 
University Publishers but ‘Publishers’ would not be added to a publishing company, since 
that is their only business. For example it would only be ‘Sage’ and not ‘Sage Publishers’).  

 
NOTE: In the example above:  
 
Boshoff, H., Botha, A. and Schönteich, M. 2001. Fear in the city: Urban terrorism in South 

Africa. ISS Monograph Series No. 63. Pretoria: Institute for Security Studies. 
 
1. The abbreviation for number is No. (a full stop at the end) and not ‘No’ without a full stop. 

 
2. The publisher (organisation/university/institution etc.) is not an abbreviation, e.g. 

 
Institute for Security Studies and not ISS; (or University of South Africa and not UNISA). 

 
3. Also note the colon in the title to indicate a sub-title and the cap (uppercase) first letter of the 

first word of the sub-title. 
 

4. Note also that the kind of publication of this reference is indicated (and not italicised), 
namely: … ISS Monograph Series No. 63…. (Here it is acceptable to use ISS acronym since 
it is applied to the whole series) 

 
No date or place of publication 
  
If the date of the publication is unknown, the abbreviation of the Latin expression ‘sine anno’ 
(without a year): sa, is used in square brackets. If the place of publication is unknown, the 
abbreviation of the Latin expression ‘sine loco’ (without place): sl, is used in square brackets.  
 
For example: 
  

According to Smith ([sa]: 12) there are…  
 
... in that regard (Smith, [sa]: 9)..... 

 
Note:  
 
1. In the list of reference sources, the ‘S’ of both sine anno and sine loco is capitalised 

(upper case) because it introduces a new element of the entry. In the text reference, 
however, the ‘s’ is written with a small letter (lower case). For example: 
 
Smith, J.K. [Sa]. The forgotten world of the Aztecs. [Sl]: History Series Publications. 
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Use of ‘Anon’ as author’s name 
 
1. If no author or authoring organisation can be discerned from any publication or report (this 

often occurs on internet websites) the author’s name must be indicated by the use of the 
term: Anon. [abbreviation for Anonymous]. 
 

Example: 
 
Anon. 2006. Fusion Centre guidelines: Developing and sharing information and 

intelligence in a new era. Independent Information Research Associates. 6 April. 
Available at: www.iir.com/global/products/fusion_center_executive_summary.pdf 
(accessed on: 24 July 2009). 

 
NOTE: 
 
1. Full stop after the abbreviation: Anon. (abbreviation for the term: ‘Anonymous’). 

 
4.2 CHAPTER IN A PUBLICATION 
 
The same as above author(s) listings but with some additions and minor differences for 
example: 
 
Gallinetti, J., Muntingh, L. & Skelton, A. 2004. Child justice concepts (Pp. 87-104). In J. Sloth-

Nielsen & J. Gallinetti. (Eds). Child justice in Africa: A guide to good practice. Community 
Law Centre, University of the Western Cape, Cape Town.  

 
NOTES: 

 
1. The title of the chapter is neither italicised nor placed within single quotation marks (inverted 

commas) (the exception being if there is a quote or a commonly used phrase in the title – 
see example below of a journal article title with inverted commas in the title) and is followed 
by the page numbers of the chapter in the publication. The page numbers must also be 
indicated in brackets immediately after the chapter title and preceded by the letters ‘Pp.’ The 
page numbers bracket is then closed and followed by a full stop, hence the ‘In’ (in which 
publication the chapter appears) has a capital letter.  
 

2. In the title of the chapter and of the publication only the first letter of the first word and of the 
first word after the colon are CAPS (uppercase). The only exception to this rule being if there 
is a proper noun in the title, e.g. Africa or Cape Town. 
 

3. Also the editor(s)’ initial(s) (of the publication in which the chapter appears) are placed 
BEFORE their surname(s). 

 
4. The editors of the publication (as in the above example) in which the chapter appears are 

indicated as such in brackets after their names as (Eds)., and followed by a full stop 
OUTSIDE of the brackets, (the reason for no full stop after the acronym: ‘Eds’ – see notes 
on abbreviations above), whereas if there is only one editor, the singular (Ed.). is used. Note 
the cap ‘E’ in both usages and a full stop inside the bracket for single (Ed.) and after the last 
bracket.  

 
5. In the example above if it was a regular publisher the order would be: place of publication 

first followed by a colon and then the publisher’s name. The example used above is that of a 
research centre at a university so the order is listed as the first source organisation, its 

http://www.iir.com/global/products/fusion_center_executive_summary.pdf


SCHJALL/301/4/2018 
 

17 

affiliation (university) and place/location of the university. If it was say Oxford University 
Press – a recognised commercial publisher run by a university – the listing reverts to the 
standard listing sequence for a publication, e.g. place of publication (city or town), colon, and 
the publisher’s name. For example: 

 
 Leedy, P.D. & Ormrod, J.E. 2005. Practical research: Planning and design. (8th edition). 

Upper Saddle River, NJ: Pearson Prentice Hall.  
 
6. Note the edition number is not written out as ‘eighth’ but as 8th. Also that it is in brackets 

after the title full stop, as well as the closing bracket is followed by another full stop. 
 

Rule: There is no abbreviation of word ‘edition’ in the List of Reforences, in order to avoid 
confusion with the abbreviation for ‘editor’ which is ‘ed.’. Also no capital letter for the term 
‘edition’.  

 
4.3 DISSERTATION/THESIS 
 
Listing format example: 
 
Dos Reis, K.M. (2007). The Influence of gangsterism on the morale of educators on the Cape 

Flats, Western Cape. Unpublished MEd Dissertation, Cape Peninsula University of 
Technology, Cape Town. 

 
NOTE:  
 
1. An acronym is supplied for the specific degree, e.g. MTech, MA, MCom, MEd, MPhil or LLM, 

etc. ‘Dissertation’ would be replaced by the word ‘Thesis’ if it is a doctorate (e.g. PhD, DLitt 
et Phil, DPhil, LLD, etc.). The full institution name is given AND not an acronym, For 
example: not UCT or UNISA. The place where the institution is sited is also given – all in that 
order.  
 

2. If the generic terms for the degree is given, e.g. MA, MTech or Phd then it must be followed 
by the discipline in which it was done. 

 
For example: 
MA in Criminology; MA in Corrections Management; MTech in Security Management; DLit et 
Phil in Police Science, etc. In the above example (MEd), this indicates an M in Education. Same 
would be for a MSocSci (e.g. Masters in Social Science). So no need to indicate the discipline 
for these two and similar examples. 

 
3. Note, that although a dissertation/thesis is not published as a commercial or formal 

publication the title should still be italicised. 
 
4.4 JOURNAL ARTICLES 
 
Listing format: 
 
Author’s name, initials. Date of publication. Title of article but not italicised or underlined nor 
placed in single inverted commas (quotation marks). Title of Journal, which is italicised. 
Followed by volume number followed in brackets by the issue number (if there is one), followed 
by a colon and the page numbers of the article in the specific journal.  
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Journal article listing example: 
 
Moffett, H. 2006. ‘These women, they force us to rape them’: Rape as narrative of social control 

in post-Apartheid South Africa. Journal of Southern African Studies, 32(1): 129-135. 
 
NOTE: The following in the above example:  
 
1. The abbreviation ‘Vol.’ (for Volume) is no longer used here nor the word ‘No.’ (Number). In 

the example above the volume is 32 and issue is (1) – note no space between volume 
number and issue number in brackets – followed by a colon and the page numbers – these 
are all the page numbers of where the article appears in the specific journal (if the footnote 
referencing technique used then obviously only the page numbers for the specific reference 
are inserted, so too for in-text referencing. In the example above all the pages it occupies in 
the journal are indicated: …:129-135.  
 

2. Title of the article in a journal – same usage of caps as in a book title BUT an article title is 
NOT italicised.  

 
3. In contrast the journal title has caps for first letter of each word in the journal title except for 

pronouns (e.g. ‘for’ or ‘of’).  
 

4. Journal titles are not abbreviated or given acronyms in first time reference listing. For 
example: SAJCJ is written out as: South African Journal of Criminal Justice, the first time it is 
used as a reference in the text with the acronym in brackets after the full title (when used in 
the text), and thereafter you can use the acronym in the subsequent in-text reference listings 
to this journal. But in the List of References only the full title is used – no acronyms. 

 
5. No quotation marks (inverted commas) at all (whether single or double) are used to indicate 

an article title except, as in the example above, the title contains a quote in which case it is 
indicated by SINGLE quotation marks (inverted commas).  

 
6. Also all the pages of the article are indicated after the colon (after volume and issue 

numbers). The use of a single ‘p’ to indicate ‘pages’ is reserved for a reference when using 
the footnote referencing style – see below (and this is also optional in the footnoting 
reference style). In other words NO letter(s) ‘p’, ‘pg’, or ‘Pp’ is used in the in-text referencing 
style used by students to indicate page numbers in the text and in the List of references in 
the School of Criminal Justice departments. The only exception to this rule being the use of 
Pp. in brackets to indicate the page numbers of a chapter in a book publication. 

 
4.5 NEWSPAPER ARTICLES 
 
When a newspaper article is used as a reference source of information the author must be cited 
as well. An author’s name is sometimes not after the heading but at the end of the article or 
another source is indicated. For example: ‘SAPA’, ‘AFP’, ‘BBC News’, CNN, eNCA or even 
‘Own Correspondent’ or ‘Parliamentary Reporter’ – these must then be indicated as the 
‘author(s)’ and the listing is then the same as for a journal article with some variations.  
 
For these acronyms, the full title can be written out with the acronym in brackets after it 
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Example: 
 
SAPA. 2015. Cops arrest smuggling syndicate at border. The Star. 24 May: 3. 
 
Agence France Presse (AFP). 2015. Pirates strike again off Somalia coast. Maritime News, 12 
June. 
 
If your information is from an ‘Editorial’ in a newspaper, the source author will then be listed as 
‘The Editor’. If no author or news agency can be discerned then again the use of the term 
‘Anon.’ to be inserted in place of an author’s name (see Notes on use of Anon.). If it is from a 
letter written to the editor then the letter writer’s name to be used as author (in most cases these 
letters are listed as ‘Anon.’). In addition, if from such letter then the explanation information is 
added after the title of the letter and in square brackets […] (because it is a piece of additional 
information). 
 
Examples: 
 
The Editor. 2012. Cops need further specialised training. Pretoria News, 10 July: 10. 
 
Frustrated. 2009. Nobody cleans up after fans. [Letter to the Editor]. The Star, 4 June: 9. 
 
NOTES:  
 

1. The acronym SAPA or AFP – as used above - is all caps/uppercase 
 

2. The title of the newspaper article is not in quotation marks (inverted commas) at all.  
 

3. The name of the newspaper is italicised. 
 

4. The year of publication comes after the author’s name while the month date of the 
newspaper edition is inserted after the newspaper name at the end of the reference, 
followed by the newspaper page number (if available) where the cited article appeared. 

 
If this newspaper article was found online then the reference is still as above but with the article 
web address (URL) added with the date retrieved/accessed as well (see notes on internet 
reference listing). 
 
Example: 
 
SAPA,  2015. Cops arrest smuggling syndicate at border. The Star. 24 May. Available at: 

http://www.iolonline/news/TheStar/1059/9de2069ebbb/25-05-
2009/Cops_arrest_smuggling_syndicate_at_border (accessed [or retrieved] on: 7 July 
2009). 

 
Take note in the above example that there is no page number (from the webpage) to be 
inserted. 
 
Take note of all examples above: Titles of articles in journals or chapters in publications are not 
italicised – only the journal’s name or publication title (book/monograph/published report) are 
italicised. A newspaper’s (and a magazine) name is also italicised (similar to a journal title). 
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Note:  
 
In the past the use of underlining in reference listings was only for handwritten work. Underlining 
is no longer used in work that is electronic. The use of italics now indicates the former use of 
underlining in handwritten work. 
 
 
4.6 CONFERENCE PAPERS 
 
Conference papers (i.e. presented by author(s) at a conference) are treated like any other 
publication but they are often ‘published’ or made available in different ways. 
 
If you are referencing a paper presentation at a conference and have accessed the text of such 
paper (possibly obtaining a text hardcopy from the author presenter or loaded on the 
conference host’s website) it would simply be referenced as follows (following the standardised 
reference listing formats of above): 
 
Roberts, D. 2011. Best practices in police performance measurement and management. Paper 

presented to the 21st Annual Meeting of the International Police Executive Symposium 
(IPES): Contemporary issues in public safety and security. Karlskrona, Sweden, 10-
14 August. 

 
NOTES:  
 
1. Title of the paper presented is italicised, as well as the conference theme (if one is given for 

a conference)l. The conference details are also provided, namely: where it was held and the 
month date(s). 

 
2. However, some conferences subsequently publish papers delivered at the conference in a 

subsequent special Conference Proceedings publication or a book publication where the 
papers appear as chapters. You might then only have accessed the publication, so using the 
above example it would appear as the following in your list of references: 

 
 
 
Roberts, D. 2012. Best practices in police performance measurement and management. (Pp. 

43-63). In S.C. Taylor, D.J. Torpy & D.K. Das. (Eds). Contemporary issues in public 
safety and security. Boca Raton, FL: International Police Executive Symposium/CRC 
Press-Taylor & Francis Group. 

 
3. In this example the state where Boca Raton is sited is given (FL = Florida). Also the 

conference organisers partnered with a professional publisher so both are mentioned as 
‘publishers’. 

 
4.7 LISTING OF LEGISLATIVE ACTS/BILLS 
 
Legislation is listed for example as follows: 
 
Department of Justice, South Africa. 2008. Criminal Procedure Amendment Act 65 of 2008. 

Government Gazette, 524(31911). Pretoria: Government Printers. 18 February. 
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Explanatory notes 
 
Note how legislative Acts (and the term ‘Act’ always has a cap ‘A’ even when used on its own in 
a sentence in the text, i.e. without the title of the specific piece of legislation to which is being 
referred) are listed with the provision of as much detail as possible.  
 
Example:  
 
Department of Justice, South Africa. [as the authoring government department and country of 
origin of this particular Act.] The title of the Act [note insertion of the Act’s number in title], 
Government Gazette, [which is italicised – treated like a journal publication]. 524(31911). [the 
GG volume and issue no]. Pretoria: [place of publication] Government Printers [as the 
publishers/printers]. 18 February [date of GG and/or date Act assented to by the State 
President].  
 
All this information is available on the actual published Act document in the Government 
Gazette. If no department is linked to the Act please use: Republic of South Africa, as the 
author. 
 
If the Act is also available on the internet (see how to reference from the internet below) it would 
then be referenced accordingly as per an internet accessed source as follows: 
 
Department of Justice, South Africa. 2008. Criminal Procedure Amendment Act 65 of 2008. 

Government Gazette, 524(31911). Pretoria: Government Printers. 18 February. Available 
at: http://www.justice.gov.za/legislation/acts/2008-065.pdf (retrieved on: 25 July 2013). 

 
4.8 WORKS UNIVERSALLY KNOWN BY THEIR TITLES: DICTIONARIES AND 
ENCYCLOPAEDIAS 
 
Certain reference works are universally known by their titles and it makes things considerably 
easier for the reader if these works are listed under their titles in the List of References. 
 
Examples: 
 
Collins English Dictionary. 2003. (6th edition). s.v. “custom”. Glasgow: HarperCollins. 
 
Encyclopaedia Britannica. 1964. s.v.  “optics”. London: Benton. 
 
Notes: The term: s.v. is in lowercase but there are full stops after each letter. S.v. is the Latin 
term: sub verbo or voce, meaning ‘under the word or heading’. 
 
If you obtained the word definition from an online dictionary or reference work, then as per 
above the listing would indicate the URL and date accessed. Namely: 
 
Collins English Dictionary. [Sa]. s.v. “custom”. Collins. Available at: 
http://www.collinsdictionary.com/dictionary/english/custom (accessed on: 25 July 2015). 
 
Note no date of publication online indicated by: [Sa] and no place of publication but Collins still 
indicated as the online publisher. 
 
 
 

http://www.justice.gov.za/legislation/acts/2008-065.pdf
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4.9 INFORMATION SOURCES FROM THE WEB/INTERNET 
 
Referencing information from the internet: 
 
Sources of information found on the internet need to be treated exactly the same as if they are a 
publication. In other words, look for an author. Sometimes this is merely the organisation on 
whose website such information has been found. Then try and establish a date for when the 
downloaded document was placed on the website or the report (often if in pdf format) published. 
If the date of the publication is unknown, then use the abbreviation ‘sa’ (see notes above). You 
must indicate a title for the document – this can be the first heading of the document. Then a 
publisher, usually the website organisation, e.g. Consumer Goods Council of South Africa 
(CGCSA). If no place of publication indicated then the abbreviation ‘sl’ (as above example) 
needs to be inserted (unless this is indicated in the report/document downloaded). Then the use 
of the terms: ‘Available at:’ followed by the URL web address for the downloaded document. 
This is followed (in brackets) with the terms: ‘accessed on:’ or alternately the term ‘retrieved on:’ 
(again your choice of which term to use); followed by the date when such internet document 
was downloaded. The date should be written out as 6 March 2012 (required date format to be: 
dd-mm-yy) but the format 06/03/2012 or 06-03-2012 can also be used. Whichever form used 
that must be applied throughout your written work. Note no dates are indicated by listing the 
year first. 
 
Example: 
 
Braun, C. 2008. School safety: A Western Cape case study. Briefing Paper 183. Southern 

African Catholic Bishops’ Conference. Available at: 
www.cplo.co.za/site/index.php?option=com_docman&task-54 (accessed on: 15 January 
2010).  

 
NOTES:  
 
1. A title must also be inserted in the reference listing for the document consulted on a 

webpage even if this is only indicated as a subject heading. 
 

2. Title of e-doc retrieved/accessed is italicised. 
 

3. The organisation/institution on which website this document was found is indicated as well 
(as the online publisher). 

 
Example: 
 
Anon. 2006. Fusion Centre guidelines: Developing and sharing information and 

intelligence in a new era. Independent Information Research Associates. 6 April. 
Available at: www.iir.com/global/products/fusion_center_executive_summary.pdf 
(accessed on: 24 July 2009). 

 
4. In the above example the website organisation (as publishers) is indicated as: Independent 

Information Research Associates. 
 

5. Date indicated in the pdf document or date when it was loaded on the website (if able to be 
found) must be indicated, as in the example above: 6 April 2006, so listed like a newspaper 
article would be, i.e. year date after the author(s) name, and month and day date indicated in 
the reference after the organisation’s name. 

 

http://www.iir.com/global/products/fusion_center_executive_summary.pdf
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6. The term ‘accessed on:’ (sometimes the alternate term ‘retrieved on:’ is used in this context 
– whichever (‘retrieved’ or ‘accessed’) you choose must thereafter be used consistently 
throughout your List of References) and the date accessed are placed in round brackets and 
not square brackets. (Square brackets denote something completely different.) Note that 
both ‘Available at’ and ‘accessed on’ are followed by a colon:  

 
Note that ‘Available’ has a cap but ‘accessed’ or ‘retrieved’ lower case used and placed in 
brackets – and that there is no full stop after the URL web address before the bracket 
(accessed…).  

 
7. Use of dates (UK format) in text to be as follows: 11 September 2001 and not September 11, 

2001 (USA format). Also no use of: 1st, 2nd or 3rd in dates, just 1, 2, 3,… etc. In the text do 
not use the date format of 11-09-2001 or 11/09/2011 but write out as 11 September 2001. 

 
NB: You ARE NOT to use the URL web address as the source reference in the text – only 
an author(s) surname plus date and page numbers for any internet sourced references. 
 
***NOTE:***  
 
Wikipedia references ARE NOT a primary or original information source for referencing and are 
not academically acceptable in any written work in the School of Criminal Justice. If information 
is used from a Wikipedia article it should be referenced from the original information 
source/publication as listed in the Wikipedia article. These primary (original) sources are usually 
listed in the footnote/endnote references of the Wikipedia article and can then be tracked and 
found and consulted directly (see notes on secondary referencing above). 
 
A reference to a Wikipedia article is not academically acceptable in any research 
article/dissertation/thesis. 
 
4.10 REFERENCING VIDEOS FROM THE INTERNET 
 
A video (e.g. on YouTube) will be listed similarly to an internet listing (so that a reader can also 
find where to view it on the internet), namely: An Author(s)/Organisation name must be 
indicated, i.e. the person or organisation that uploaded it on YouTube. If none can be discerned 
then Anon. must be used. The year date (if a video indicates such) followed by the title of the 
video; the month date when it was taken; and  the URL where the video can be found. 
 
For example:  
 
Crime Watch. 2014. Hijacking in Chatsworth. 5 May. Available at: 
https://www.youtube.com/watch?v=7IaaXp92pFY (accessed on: 20 June 2014). 
 
The in-text reference to the video information used would then simply be:  …(Crime Watch, 
2014). 
 
4.11 REFERENCING OF UNISA STUDY GUIDES 
 
When the author of the study guide is known, list it by author. For example: 
 
Gouws, F.E. 2002. Guidance, counselling and life skills development: Only Study Guide for 

ETH203-Q (Educational themes: intermediate and senior phases). Pretoria: University of 
South Africa. 

https://www.youtube.com/watch?v=7IaaXp92pFY
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When the author of the study guide is unknown, list it under UNISA as follows: 
 
University of South Africa. Department of Nursing Science. 1985. Nursing administration: Study 

Guide 1 for NUA201-Q. Revised edition. Pretoria: University of South Africa. 
 
And not in either case merely as …(Study Guide, 2002: 18)… in the text or in the List of 
References. The two above examples would be listed in the text as (for example): …(Gouws, 
2002: 18; University of South Africa (UNISA), 1985: 5). 
 
4.12 CASE LAW (COURT CASES/JUDGEMENTS) 
 
[For more detail on the information in this section see: School of Law. 2014] 
 
In your research or studies you might make use of information from court cases or judgements 
in court cases (also known as Case Law). Over the years academics and students in the Law 
discipline have standardised (as social sciences disciplines have similarly done) a specific 
reference style when using information from these sources. 
 
Case law (cases and judgments) are usually reported in various so-called Law Reports. For 
example:  
 
All SA  All South African Law Reports: 1996-Current. Four volumes a year, three monthly 

issues making a volume, covering decisions of the Constitutional Court, the Supreme 
Court of Appeal, the divisions of the High Courts of South Africa and the superior 
courts of Botswana, Lesotho, Namibia and Zimbabwe.  

 
Example: Holomisa v Argus Newspapers Ltd [1996] 1 All SA 478 (W) 

 
BCLR Butterworths Constitutional Law Reports: 1994-Current. Reporting of judgments 

dealing with constitutional issues, particularly from the Constitutional Court. 
 

Example: S v Makwanyane and another 1995 (6) BCLR 665 (CC) 
 
SA  South African Law Reports 1947-Current. Initially published in four volumes per year, 

it now includes six volumes a year, two monthly issues making a volume. It covers 
decisions of the South African Constitutional Court, the Supreme Court of Appeal, the 
High Courts, the Labour Court, the Labour Appeal Court, the Competition Appeal 
Court, the Land Claims Court; the superior courts of Namibia, Zimbabwe and their 
predecessors; and the previously independent states of Transkei, Bophuthatswana, 
Ciskei and Venda.  

 
Example: S v Soci 1986 (2) SA 14 (A) 

 
Explanatory Notes 
 
The examples above, if you were referencing information from them, would be listed in your List 
of References, as exactly as they appear above (under the heading: Case Law in your List of 
References and listed alphabetically). 
 
Holomisa v Argus Newspapers Ltd [1996] 1 All SA 478 (W) 
S v Makwanyane and another 1995 (6) BCLR 665 (CC) 
S v Soci 1986 (2) SA 14 (A) 
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However, in your in-text referencing they would appear as follows (shortened): 
 
(Holomisa v Argus Newspapers Ltd [1996]). (If you have a page number from the court records 
– usually the judgement/decision document as appearing in the specific Law Report, then it can 
be inserted as part of your reference.) 
 
Note the following: The names of the litigants in the examples of cases are italicised.  
Only first respondents surname is given. Other parties to the case are indicated as ‘and another’ 
or ‘and others’.  
 
The date of the above Holomisa… example is in square brackets – only to indicate that 1996 
was when the case was first lodged in court and also indicates that [1996] is not the date – 
which might be a few years after – when the case was finalised and judgement given. 
 
Specific sections of a case are referred to with reference to either the page(s), for example 
263H, where it is indicated in the reported volume, or a paragraph(s) of the judgment (as has 
become customary for judges in their judgements nowadays). The paragraph is identified by 
way of square brackets, for example [137]. 
 
‘S’ stands for ‘State’. 
 
Other terms appearing in Case Law Reports:  
 
‘Ex parte’ means ‘by (from) only one party’, or as the ‘sole interested party’;  
 
‘In re’ means ‘in the matter of’;  
 
‘NO’ ‘(NNO)’ stands for ‘nomine officii’ – in his/her (their) official capacity or by virtue of his/her 
office (say, as trustee in insolvency);  
 
‘R’ stands for ‘Rex’ or ‘Regina’ – the Crown (King or Queen) in a prosecution before South 
Africa became a republic, after which the State (‘S’) prosecuted. 
 
The letters after the date indicate in which Law Report (e.g. Butterworths Constitutional Law 
Reports = BCLR) the case was reported, followed by page numbers of that specific Law Report 
edition followed in brackets by the Court Division in which the case was heard. The reference to 
the court is in the letter or letters in the last parenthesis of the citation. 
 
For example: 
 
Courts with the highest authority: 
 
(CC)  Constitutional Court (KH: Konstitusionele Hof) 
(SCA)  Supreme Court of Appeal (HHA: Hoogste Hof van Appèl) 
 
High Court of South Africa: 
 
(C)  Cape Provincial Division (K) 
(D)  Durban and Coast Local Division (D) 
(E)  Eastern Cape Division; prior to 28 June 1957, the Eastern Districts Local Division (E) 
(GW)  Griqualand West Local Division (31 May 1910-30 April1969; succeeded by the 

Northern Cape Division) (GW) 
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(N)  Natal Provincial Division (N) 
(NC)  Northern Cape Division (from 1 May 1969) (NK) 
(O)  Orange Free State Provincial Division (O) 
(SE)   South-Eastern Cape Local Division (SO) 
(T)  Transvaal Provincial Division (T) (School of Law, 2014). 
 
International Case Law 
 

With the digitisation of much of international (Europe, UK and USA) case law the tendency in 
listing such international cases has been towards more detailed referencing so that researchers 
can better track and find such international case law. The examples provided are from USA and 
Europe as preferred referencing examples to be used for international case law referencing. For 
example in text referencing to international case law as follows:  
 

…. the subsequent decision of the Inter-American Court of Human Rights in the Haitian 
Center for Human Rights v. United States case (Inter-American Commission of Human 
Rights, 1997)….. 

 

[or] 
 

… the Refugee Convention and article 33 fall short of applying on the high seas, (US 
Supreme Court, 1993: 2549) the subsequent decision of….. 

 
Listing examples: 
 
International Case Law 
Inter-American Commission of Human Rights. 1997. Haitian Center for Human Rights v. United 

States, Case 10.675, Report No. 51/96. Doc. OEA/Ser.L/V/II.95 Doc. 7 rev. 13 March. 
International Court of Justice (ICJ). (1949). Corfu Channel Case (United Kingdom v Albania). 

Judgment 9 April. Available at:  
 http://www.icj-cij.org/docket/index.php?p1=3&p2=3&case=1. 
European Court of Human Rights (ECtHR), 2010. Medvedyev a.o. v. France, (Appl. No. 

3394/03), Judgment of 10 July 2008, confirmed by the Grand Chamber in its judgment of 
29 March 2010. 

European Court of Human Rights (ECtHR). 2011a. M.S.S. v. Belgium and Greece, Application 
No. 30696/09. Grand Chamber Judgment 21 January. Available at: 
http://hudoc.echr.coe.int/sites/eng/pages/search.aspx?i=001-103050#{"itemid": ["001-
103050"]}  

European Court of Human Rights (ECtHR), 2012a. Hirsi Jamaa and Others v. Italy. 
Judgment 23 February. Available at: http://www.refworld.org/docid/4f4507942.html. 

European Court of Justice (ECJ). 2012. European Parliament v Council of the European Union, 5 September. Case C 355/10 (2012).  
US Supreme Court. 1993. Sale, Acting Commissioner, INS v. Haitian Centers Council, 113 S. 

Ct. 2549. 21 June. Available at: http://www.law.cornell.edu/supct/html/92-344.ZO.html 
 
4.13 INTERVIEWS 
 
The convention in listing the persons you interviewed (one-on-one interviews) is as follows: 
 
1. Alphabetically by interviewee surname (followed by the interviewee initial(s)) 
2. Date (year) 
3. Position/job 
4. Company/organisational affiliation 
5. Place where interview took place 
6. Day date and month of interview 
 

http://www.icj-cij.org/docket/index.php?p1=3&p2=3&case=1
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For example: 
 
Abbot, G. 2008. Crime analyst and GIS Specialist. Risk Diversions Pty Ltd. Pretoria. 5 May  
Byleveld, P. 2008. Superintendent. Serious Violent Crime Unit, South African Police Service, 

Johannesburg. Personal communication via e-mail. 26 March. 
 
In the in-text referencing format they would then be referred to by name. For example: 
….(Abbot, 2008). Note that there is no need for a page number(s) in these references to 
interviews. 
 
However, if your interviewees/respondents wish to remain anonymous their names are simply 
replaced by the following: 
 
Interview No 1. 2008. Crime analyst and GIS Specialist. Risk Diversions Pty Ltd. Pretoria. 5 

May. 
Interview No 2. 2008. Superintendent. Serious Violent Crime Unit, South African Police Service, 

Johannesburg. Personal communication via e-mail. 26 March. 
 
And in the in-text referencing their names would be replaced by ‘Interview No. 1’ etc., in the 
source reference bracket. 
 
If it was a series of focus group interviews it would be listed as follows: 
 
Example: 
 
Focus group interviews with various SAPS units in Gauteng: 

 
1. 19 January 2001: Johannesburg Dog Unit, Langlaagte 
2. 23 January 2001: Johannesburg Central Detectives 
3. 24 January 2001: Brixton Flying Squad, Johannesburg 
4. 29 January 2001: Brakpan Crime Prevention 
5. 30 January 2001: Germiston Murder & Robbery Unit & Katlehong Detectives 
6. 1 February 2001: Van der Bijl Park Murder & Robbery Unit & Flying Squad/ 
  Highway Patrol 
7. 5 February 2001: North Rand Flying Squad/Highway Patrol, Benoni 
8. 6 February 2001: Murder & Robbery Unit, Kempton Park 
9. 7 February 2001: West Rand Flying Squad, Krugersdorp 
10. 8 February 2001: Dog Unit, Vereeniging 
11. 16 February 2001: West Rand Dog Unit, Dobsonville 
12. 19 February 2001:  Germiston Flying Squad 
 
And if reference to any information from any of the focus group interviews is done they can be 
in-text referenced as either: …(Focus Group Interview, Johannesburg Dog Unit, 2001) or 
…(Focus Group Interview No. 1, 2001). 
 
4.14 USE OF FOOTNOTES/ENDNOTES 
 
If necessary, content references in the form of footnotes/endnotes may be used to provide 
additional information or explanation of a fact, which footnoted information does not fit into your 
text discussion. In other words a piece of extra information not necessarily part of the flow of 
your writing. But all source referencing in the School of Criminal Justice follows the ‘in-text’ 
referencing style.  
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Below is a list of references in a List of References as examples of all the examples outlined 
above. Note the alphabetical listing as well as the technical format of indenting of second and 
subsequent lines of a single listing with no line space between each listed reference. 
 
 
4.15 LIST OF REFERENCES [EXAMPLES] 
 
African Charter on the Rights and Welfare of the Child. 1999. Available at: 

http://www.umn.edu/humanarts/africa/afchild.htm (accessed [or retrieved] on: 14 January 
2005). 

Alberts, C. & Meyer, J.C. 1998. The relationship between Marcia’s ego identity status and 
selected variables in an African context. International Journal for the Advancement of 
Counselling, 20(4): 277-288. 

Ammaniti, M., Van Ijzendoorn, M.H., Speranza, A.M. & Tambelli, R. 2000. Internal working 
models of attachment during late childhood: An exploration of stability and change. 
Attachment and Human Development, 2(3): 328-346. 

Anon. 2005. Worry over training of police units. Eastern Province Herald, 26 August: 3.  
Arndt, H. 1989. Children and juveniles in prisons of South Africa. Heidelberg: Sached/Ravan. 
Babbie, E. 1990. Survey research methods. (2nd edition). Belmont, CA: Wadsworth.  
Dos Reis, K.M. 2007. The influence of gangsterism on the morale of educators on the Cape 

Flats, Western Cape. Unpublished MEd dissertation, Cape Peninsula University of 
Technology, Cape Town. 

Gallinetti, J., Muntingh, L. & Skelton, A. 2004. Child justice concepts. (Pp. 24-38). In J. Sloth-
Nielsen (Ed.). Child justice in Africa: A guide to good practice. Community Law Centre, 
University of the Western Cape, Cape Town.  

Mashaba, S. 2008. State intensifies war against drug abuse. Sowetan, 23 June: 5. Available at: 
http://www.sowetan.co.za/PrintArticle.aspx?ID=1147429 (accessed on: 25 June 2008). 

Moffett, H. 2006. ‘These women, they force us to rape them’: Rape as narrative of social control 
in post-Apartheid South Africa. Journal of Southern African Studies, 32(1): 129-135. 

Department of Justice, South Africa. 2008. Criminal Procedure Amendment Act 65 of 2008. 
Government Gazette, 524(31911). 18 February. Pretoria: Government Printers. 

South African Police Service. 2004. Annual Report 2002/3. Available at: 
http://www.saps.gov.za/areport03/part6.htm (accessed on: 19 November 2004). 

Strydom, H. & Venter, L. 2011. Sampling and sampling methods (Pp. 56-67). In A.S. de Vos, H. 
Strydom, C.B. Fouche & C.S.L. Delport. (Eds). Research at grassroots: For the social 
sciences and human service professions. (5th edition). Pretoria: Van Schaik 

 
Interviews 
 
Abbot, G. 2008. Crime analyst and GIS Specialist. Risk Diversions Pty Ltd. Pretoria. 5 May  
Byleveld, P. 2008. Superintendent. Serious Violent Crime Unit, South African Police Service, 

Johannesburg. Personal communication via e-mail. 26 March. 
Grabosky, P. 2015. Chief Researcher, Australian Criminology Institute, Canberra, Australia. 

Skype interview. 15 June. 
 
5.  FOOTNOTE/ENDNOTE REFERENCING STYLE 
 
This information is given here merely to alert you to the substantial differences in these two 
methods/styles of referencing, as well as to prevent you mixing or combining the two styles in 
your written work. In addition, you might want to publish in a journal, whose house style makes 
use of the footnote/endnote referencing style. 
 

http://www.umn.edu/humanarts/africa/afchild.htm
http://www.sowetan.co.za/PrintArticle.aspx?ID=1147429
http://www.saps.gov.za/areport03/part6.htm
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This method of referencing IS NOT TO BE USED in your written work submitted to any of the 
School of Criminal Justice Departments at UNISA. 
 
Referencing in footnotes/endnotes  
 
When a reference is listed in the footnote/endnote referencing technique (i.e. not in the text 
and/or in brackets) then when the reference is footnoted/endnoted for the first time it must in 
fact be a full reference, i.e. as if it is being listed in the List of References at the end of the 
written work. 
 
For example (1st footnote/endnote reference): 
 
1  Boshoff, H., Botha, A. and Schönteich, M. 2001. Fear in the city: Urban terrorism in South 

Africa. ISS Monograph Series No. 63. Pretoria: Institute for Security Studies, p5 
 
Then if referred to later in the text in a subsequent footnote it is abbreviated to (for e.g.) 
 
15  Boshoff, Fear in the city, p 46 
 
or 
 
15 Boshoff et al, 2001: 46 
 
(3rd time in a footnote as): 
 
18 Boshoff et al. (n15)  
 
Use of ‘op cit’, ‘Ibid.’, ‘supra’, ‘Note’, and page number(s) 
 
‘Op cit’ 
 
This is the abbreviation for the Latin term ‘opus citatum’ / ‘opere citato’, meaning ‘the work 
cited/from the cited work’. The term, ‘op cit’, is used specifically in a footnote or an endnote in 
order to refer the reader to an earlier citation/reference in a previous footnote/endnote. 
(Accordingly these terms are NOT used in in-text referencing style). 
 
Example: 
 
1  Boshoff, H., Botha, A. and Schönteich, M. 2001. Fear in the city: Urban terrorism in South 

Africa. ISS Monograph Series No. 63. Pretoria: Institute for Security Studies, p 5 
2  Moffett, H. 2006. ‘These women, they force us to rape them’: Rape as narrative of social 

control in post-Apartheid South Africa. Journal of Southern African Studies, 32(1), p 129. 
3  Boshoff et al, op cit., p 6 
4  Moffet, op cit, p. 130 
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NOTE: 
 
1. From the example above you can see that Footnote 3 is referring to the same publication 

(even if the page number is different) as in Footnote 1, i.e. there is a reference in between.  
 

Current use in the social sciences has dropped ‘op cit’ from footnote/endnote referencing 
although in legal research it is still widely being used. 
 
Ibid  
 
This is the abbreviation for the Latin term ‘ibidem’, meaning ‘the same place’. Ibid is the term 
used in a footnote and/or endnote referencing for a source reference that was cited in the 
immediately preceding endnote or footnote. It is similar in meaning to the Latin word ‘idem’, 
meaning something that has been mentioned previously; ‘the same’.  
 
Example: 
 
8  Boshoff et al, op cit., p 6 
9  Ibid., p 7 
10  Ibid. 
11  Ibid., p 9 
 
NOTE:  
 
1.  ‘Ibid.’ is always followed by a full stop since it is in itself an abbreviation. Ibid is never used 

in in-text (brackets) referencing but only in footnotes/endnotes referencing. 
 

2. In the example above each footnote reference follow on each other as Ibid since it is the 
same source. The second example, however, has a different page number, while example 
three is the same as example two, i.e. same page number but example four again has a 
different page number. All, however, are the Boshoff… publication. 

 
3. If, however, example 2 was a different author it would be listed as follows:  

 
8  Boshoff et al, op cit., p 6 
9  Ibid., p 7 
10  Moffet, op cit, p. 130 
11 Boshoff et al, op cit., p 8. 
12  Ibid., p 9 

 
Supra  
 
This is the Latin for ‘above’ and used when a writer wants to refer a reader to an earlier-cited 
authority. For example, an author wanting to refer to a source in his or her third footnote would 
cite: See supra note 3. Or for text in that note: See supra text accompanying note 3. 
 
Supra can also be used to provide a short form citation to an earlier (but not immediately 
preceding) reference.  
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For example: 
 

162  Stephen J. Legatzke, Note, The Equitable Recoupment Doctrine in United States v. Dalm: 
Where's the Equity, 10 Va. Tax Rev. 861 (1991).  

247  Legatzke, supra at 862.  
 
In this example, the second citation refers the reader to page 862 in the journal in which the 
article by Legatzke appears. 
 
NOTE:  
 
1. This use (in the example above) refers to the first footnote listing of this reference where the 

full reference information is inserted. That is, subsequent references to this first reference 
listing do not have to include all the detailed information (as in the first reference listing).  
 

2. ‘Note’ can also be indicated by the single letter ‘n’ followed by the number of the footnote 
being referred to. 

 
Page numbers 
 
Page numbers are indicated in in-text listing in brackets reference merely as the number(s) after 
the colon after the date. The same in the List of References if the in-text listing method used.  
 
However, if the footnote reference listing method used then it can be indicated by the use of a 
single lower case ‘p’ letter (no full stop) and the number. E.g. p 7.  
 
All the above are largely only used when the footnote technique used. 
 
For example: 
 
15 Boshoff et al (n 12) p 28-29. 
16 Ibid. 
17 Ibid. 
18  Ibid, p 30. 
19  Cooper and Ward (n 9) p 5. 
20  Ibid. 
21  Ibid., p 6 
 
NOTE the following 
 
1. ‘n 12’ refers to the number of the footnote where this specific reference was listed for the first 

time in the footnotes. 
 
Accordingly footnote number 12 would (as in the example used above) read as follows: 
 
12  Boshoff, H., Botha, A. and Schönteich, M. 2001. Fear in the city: Urban terrorism in South 

Africa. ISS Monograph Series No. 63. Pretoria: Institute for Security Studies, p 27 
 
Furthermore, in the example above footnote 15 is followed by two ‘Ibids’ for footnotes numbers 
16 and 17, since these references are to the exact same page as in footnote number 15 
whereas footnote 18 has a new page number but the reference is still the same, i.e. to Boshoff 
et al. You do not need to repeat Boshoff et al etc. simply because it is merely a new page 
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number being referred to in Boshoff et al. NOTE that all the ‘ibids’ have a full stop but that the 
one with a new page number has a comma after the full stop. 
 
Footnote 15 can also be listed with some variations in line with the conventions above: 
 
15 Boshoff et al (supra note 12) p 28-29 
Or 
15 Boshoff et al (Note 12) p 28-29 
Or 
15 Boshoff et al (Note 12): 28-29 
 
But increasingly ‘Supra Note’, ‘Note’ and ‘p’ are being simply replaced by shortened versions by 
simply using ‘n’ for ‘Supra Note’ or ‘Note’, and a colon ‘:’ instead of ‘p’ 
 
For example: 
 
15 Boshoff et al (n 12): 28-29. 
 
When making use of the footnote/endnote referencing style for instance in articles and short 
research reports usually no List of References’ is inserted at the end of the written work. 
However, for longer publications such as a book the tendency is still to retain a full list of 
references at the end of such publications. 
 
6. WHERE CAN YOU FIND RESEARCH INFORMATION? 
 
These days much of the published information is available (full text) online for downloading or 
accessing via the UNISA library website: 
 
For example: 
 
Legislation 
 
(Full text): Websites of: Acts Online; Jutastat; My LexisNexis; Sabinet. 

 
Case Law  
 
(Full judgements/court documents) 
Court websites; Jutastat; My LexisNexis; SAFLII. 
 
Book publications 
 
- Google Books (Index of books, but also full access or limited access in some 

cases. 
- SACat (Index of books available in South Africa). 
- Unisa Library catalogue (Index of books available in the Unisa Library. All these 

books can be requested if needed for your research and the Unisa library will post it to you) 
 
Journal articles 
 
1. ISAP (Index of journal articles in South Africa. These articles can also be requested from 

the Unisa library.) 
2. HeinOnline (Index and full access to international law journals (including certain South 

African law journals). 
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3. SA ePublications (Index and full access to South African journals (including certain 
South African law and criminal justice journals. (See www.sabinet.co.za). 

4. Google Scholar (Index of journal articles internationally (including South 
5. Africa), but also full access or limited access in some cases.) 
6. Unisa e-journals (Links to electronic journals (by name). Pdf of articles can be downloaded 

if you are a registered student at UNISA and registered on MyUnisa and MyLife UNISA 
sites) 

 
7.  NOTES ON PLAGIARISM 
 
7.1 Introduction 
 
Plagiarism is increasingly becoming a problem within the University. You must note that 
plagiarism is an offence in terms of the Student Disciplinary Code and should you be found 
guilty of transgressing the code, you may be expelled from the University and will, therefore, 
have to put a stop to your studies (or if the sanction is in the form of ‘no further studies allowed 
at UNISA for a period of (number) years’). Furthermore, other universities might well be 
reluctant to take you on as a student to further your studies since your academic records and a 
certificate of good conduct from other universities are required by an admitting university. 
 
As a student at the university you are expected to base your written work on your own 
observations, reading, investigations or research. In undergraduate study, you would typically 
be asked to show an understanding (insight) of a topic or concept by writing about existing 
ideas published in books, journals or web sites. Accordingly, most often information you put 
together and use in your written work will not be your own (i.e. ideas and arguments/discussion 
sourced from published author(s)). Therefore, all the information above on referencing properly 
is aimed at guiding you to reference (acknowledgement) properly your use of other people's 
work. It you do so (reference accurately and properly) you will avoid being guilty of plagiarism. 
 
7.2 What is plagiarism? 
 
Plagiarism manifests itself in various ways but basically it occurs where you take or use 
another person's thoughts or work as your own. For example, you submit the same assignment, 
either because you copied it from another student or, as is frequently the case, students’ claim 
that they have worked together and therefore submitted identical assignments. Plagiarism also 
occurs where you copy the work word-for-word from the study material (without properly 
referencing the information or indicating the words taken from the Study Guide/manual by 
putting them into double inverted commas (quotation marks (e.g. “…….”). 
Doing research and writing of research reports (in this case answering your assignments) with 
integrity and honesty also means that when you quote from a textbook, article or report you 
must acknowledge (list as a reference) the source of your information. In other words there is an 
obligation on the user(s) to acknowledge from where they get their information and insights. 
This is what we mean by academic integrity: The duty on all students, academics and 
researchers to acknowledge their sources in their references (whether in-text, in 
footnotes/endnotes and in your List of References). It does not matter whether you are a first 
year student doing an assignment or a doctoral student writing a ground-breaking thesis or a 
professor publishing an academic article – all researchers MUST acknowledge their sources. 
Failure to do so constitutes plagiarism! (School of Law, 2014). 
 
Plagiarism is a serious offence and is harshly dealt with in most circumstances. This applies 
even if you formulate the information obtained from publications or reports in your own words 
(paraphrase). Furthermore, if you use the information from someone else’s work (publication, 
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article, book or research report) with their identical words this must be indicated as such by the 
use of quotation marks (“…..”). If you fail to acknowledge the source of your information this is 
generally considered to be plagiarism. In other words, this is the use, word-for-word, of other 
people’s written work without acknowledging where you got the information from, i.e. passing it 
off as your own. Literally this in effect means you are ‘stealing’ (the theft of) other people’s 
words, information or ideas (concepts, theories, research findings). In essence this amounts to 
academic fraud (passing off information as your own). Not giving credit to someone is as bad 
as pretending that the relevant ideas are your own. It does not matter where you get information 
from. Whether you are getting it from a website, a court case, legislation, articles (journals, 
magazines/newspapers), conference proceedings, books or your study guide – you must 
ALWAYS give a reference to the relevant source. Failure to do so will be penalised and 
disciplinary action might be taken against you (School of Law, 2014). 
 
In all these cases you may be found guilty of plagiarism with dire consequences for your 
academic career. You are therefore strongly advised to ensure that you submit only your 
own work and with other people’s work/information properly acknowledged (referenced). 
 
 
7.3 Forms/types of plagiarism 
 

 
For more detail on types with examples go to www.plagiarism.org. 

 

There is also a plagiarism quiz you can do which will help you to understand the 

more subtle forms of plagiarism that you might unwittingly commit. Available at: 

http://en.writecheck.com/plagiarism-quiz. 
 

 
The simplest form of plagiarism is where you literally cut-and-paste information from a source 
into your assignment or dissertation. Usually this is taken from the internet, but you can also 
write up your work word-for-word from a book or article. This is the easiest form of plagiarism to 
detect. If you want to use someone else's words directly, you need to quote it in the prescribed 
manner and indicate where you found the quote. 
 
Linked to the previous it is important to point out that too many quotes in your work is also a 
form of plagiarism. If more than about 15 percent of your work consists merely of long 
paragraphs of quotes, you are not really indicating that you understood the material well enough 
to put it in your own words.  
 
Sometimes individuals try to hide the fact that they are copying word-for-word by changing a 
word here and there. This is still plagiarism and most plagiarism detecting software packages 
will pick it up. 
 
Another form of plagiarism is referencing a source used in someone else's work and pretending 
that you have read the original source. If you have not read the original source, your reference 
should be to the source you actually read. As a general rule, nothing should be in your 
references that you have not personally read. 
 
Additionally, every source in your text should be in your List of References and every source in 
the List of References should feature somewhere in your text. Making the list of sources appear 
more comprehensive than it really is, is also dishonest. 
 

http://www.plagiarism.org/
http://en.writecheck.com/plagiarism-quiz
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As a general rule-of-thumb an essay, article, dissertation or thesis that contains NO references 
is prima facie a case of plagiarism. By not adding any references the author is claiming that 
he/she alone thought of EVERYTHING in that piece of work. That is highly unlikely! The original 
part of such work will in all likelihood be minimal.  
 
Handing in the same assignment or portfolio as another student will be regarded in a serious 
light. Even if students work together in a study group, they must hand in individual assignments 
or portfolios, showing that they have personally mastered the work produced (School of Law, 
2014).  
 
Essentially, handing in another student’s work as your own is not only a form of plagiarism but is 
also cheating. Another form of cheating is so-called collusion – this occurs when two or more 
students fail to abide by assignment instructions regarding the permitted level of collaboration 
for, say, a joint research project. 
 
There are a number of misconceptions about avoiding perpetrating plagiarism. 
 
It is not acceptable to merely place a sentence from another author in quotation marks BUT 
then to neglect to reference the quote to any source. This is still a form of plagiarism. 
 
Students often think that they are paraphrasing correctly when they: 
 

- Only change a few words in the information taken from a publication while still citing it 
correctly. 

- Use only the idea (broadly) without citing it; 
- Select only certain sentences from a whole paragraph or single sentence from a series of 

different paragraphs, i.e. sentences do not follow each other, for example Sentence 1, 
Sentence 3 and Sentence 7 – word-for-word and reference it but as their own paraphrased 
paragraph, i.e. no use of quotation marks. 

 
To paraphrase properly means to summarise the text in your own words and cite it. Proper 
paraphrasing requires writing an original summary, and following it up with proper 
citation/referencing according to an acceptable style format. 
 
Students also commit plagiarism when they re-use paragraphs word-for-word from previous 
written work and do not reference/cite it since they perceive it as ‘their own work’. Recycling of 
own previous written work is called self-plagiarism. There are currently not clearly defined rules 
regarding self-plagiarism but it should be the responsibility of an author (student) to at least 
indicate that such information has been used before. 

 
Another ‘grey area’ with regard to plagiarism is the so-called ‘common knowledge’ information, 
such as historical information (e.g. The First World War started in July 1914) or popular 
scientific information (e.g. 70% of the earth’s surface is covered by water). But every effort 
should be made to find a reference source for any piece of information that is used in your 
writing. 
 
In conclusion, all your written work submitted to your lecturers, if all of the above referencing 
guidelines are followed, will be considered academically acceptable and ‘original’.  
 
Please note: Particularly at postgraduate level (Honours/Postgraduate Diploma; Masters or 
Doctoral levels), particularly since the required research report/dissertation/thesis at each level) 
is supposed to be original research based (i.e. own collected research information collated, 
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interpreted and analysed by yourself from your literature/documentary study/review and 
conducted research findings), it is expected that you independently present your own individual 
work. Although students may work together by consulting and discussing the requirements for 
the research report/dissertation/thesis, it is still expected that, content-wise, when preparing and 
drafting (writing up) your Portfolio of Evidence research report/article (at honours/postgraduate 
diploma level); dissertation (M-level) and thesis (D-level), each student must write and submit 
his or her own individual original research work (interpretation, analysis and findings). In other 
words, you must submit your own ideas in your own words (or paraphrasing information from 
other sources properly referenced (cited)), sometimes interspersing this own written work with 
relevant short quotations (that support or substantiate aspects of your discussion/argument 
being presented in your research report) that are ALL properly referenced.  
 
**Note that the use of numerous and overlong (i.e. longer than three lines) quotes in your 
research report/article/dissertation/thesis is also not acceptable if such make up a third 
or more of your text word count** (text word count excludes all the List of References. 
See respective policies and tutorial letters for required word counts for 
honours/postgraduate research reports, M-level dissertations and D-level theses). 
 
In terms of copying or plagiarism, it is unacceptable for students to submit identical research 
reports on the basis that they worked together. That is copying (a form of plagiarism) and such 
similar research reports submitted will both be failed unless the original author can prove their 
copied research report was the original one. Furthermore, the student that plagiarised (copied) 
another student’s work will be penalised or subjected to disciplinary proceedings by the 
university. 
 
If you are unsure about forms that plagiarism can take, additional information is provided in the 
document: Be wise…don’t plagiarise!, available on the Unisa website at: 
http://www.unisa.ac.za/contents/library/docs/Plagiarism.pdf. This document also contains 
additional websites that further outline all forms of plagiarism. 
 
At postgraduate level UNISA have also made a principled decision that all honours research 
reports/articles/portfolios, masters dissertations and doctoral theses be put through the ‘Turnitin’ 
software programme which essentially searches all electronic databases worldwide for any 
textual similarities in such written work submitted for examination that is matched in any 
published work which includes not only book and/or chapter publications, journal, magazine or 
newspaper articles and internet digital documents but also dissertations/theses stored at other 
university libraries.  
 
8. NOTES ON THE USE OF TURNITIN ORIGINALITY CHECKING 
 
Please be aware that, particularly at postgraduate level, each submitted research report, 
dissertation and thesis will, prior to examination, routinely be subjected to the ‘originality 
checking’ software programme Turnitin©. This programme is able to check any written work for 
possible plagiarism.  
 
Each registered postgraduate student in the School of Criminal Justice departments will 
automatically be registered every year by the specific Departmental Postgraduate Co-ordinator 
who will submit the lists of registered postgraduate students to the UNISA Turnitin Office for 
registration.  
 
Every year UNISA renews their Turnitin license to enable each lecturer/supervisor to submit 
student written work to the registered ‘class’ for the module of their students being lectured or 
supervised.  

http://www.unisa.ac.za/contents/library/docs/Plagiarism.pdf


SCHJALL/301/4/2018 
 

37 

 
Student work submitted to Turnitin automatically generate ‘originality reports’ available to the 
responsible lecturer/supervisor immediately online. This report with comments will be returned 
to the student for further attention. 
Turnitin is used by Unisa as a ‘teaching tool’ to encourage original work and assist lecturers and 
students alike to improve the writing skills of their students. It is not intended to ‘punish’ or 
‘catch’ students plagiarising, but rather to foster a culture of respect for other peoples’ work by 
citing/referencing/quoting correctly. In other words to encourage a student to be ‘original’ in their 
own collation, interpretation and analysis of collected information. Therefore, they are 
additionally encouraged not to over use quotes/overlong quotes but to paraphrase and make 
use of their own words of the collected information from other author(s)/source(s).  
 
In conclusion all students are encouraged to carefully read the whole of this tutorial letter 
BEFORE they make a start on any written work to be submitted to their lecturers/supervisors 
and apply all the required referencing conventions as outlined in detail above. 
 
___________  
Compiled by: 
 
Prof AdeV Minnaar  
(Contribution by Prof M Schoeman) 
Department of Criminology & Security Science 
School of Criminal Justice 
College of Law 
2014 (updated 2015 & 2016) 
 
NOTE:  
 
Some information used in compiling this Tutorial Letter has been sourced from the following: 
School of Law. 2014. Tutorial Letter 102/2014: LLB Research Methodology 
(HMLLB80).Pretoria: University of South Africa. 
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