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1 INTRODUCTION 

This tutorial letter has been compiled to assist Social Work students in preparing research 

assignments, dissertations and theses and to be a practical guideline for creating in-text 

references and the list of references. It is intended as a direct and concise guideline and is 

divided into two parts: 

 general requirements for preparing research assignments, dissertations and theses 

 practical examples for the arrangement and configuration of citations, in-text references 

and the list of references 

This document contains an extensive number of rules and specifications to be followed in 

preparing research reports, and a wide variety of examples of citations, in-text references 

and entries in a list of references. However, it is only a guideline. In writing research reports, 

you may have to deal with circumstances not specifically addressed in these guidelines. You 

may be faced with a specific question regarding the format and structure of your research 

report, or with a type of citation, in-text reference or entry in the reference list for which an 

example is not included here. In this case we advise you to build on the basic principles and 

examples contained in this document and to be consistent in application. You are also 

welcome to contact us for guidance and to bring specific needs to our attention for inclusion 

in future editions of this document, by sending an e-mail to willihm@unisa.ac.za. 

2 GUIDELINES FOR PREPARING RESEARCH ASSIGNMENTS, 
DISSERTATIONS AND THESES 

In preparing research assignments, dissertations and theses, follow the general rules and 

specifications on format and structure as listed below. 

 

2.1 General rules 

The following general rules apply to the format and structure of an assignment, dissertation 

or thesis: 

 At the front of the assignment, dissertation or thesis is a title page containing the title, 

your particulars as the author and other required information in the format prescribed. 

 In the case of a dissertation or thesis, the title page is followed by the declaration of own 

work in the prescribed format. 

 In dissertations and theses, insert an abstract (summary) not exceeding the prescribed 

number of words (150) after the declaration.  

 Then insert a table of contents consisting of the titles of all headings, subheadings and 

page numbers of the chapters, sections and subsections of the assignment, dissertation 
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or thesis. The table of contents is followed by separate lists of any figures and tables 

appearing in the work.  

 The different chapters and sections should have a specific sequence with a clear 

storyline. This is achieved by using introductory sentences and/or paragraphs to logically 

string and link thoughts and facts together to form a meaningful whole.  

 After all headings and subheadings, insert bridging sentences/paragraphs to link the 

heading with the text or with the subheadings that follow it. 

 Brief summaries or bridging sentences should be used to conclude one section and link it 

with the next section. 

 Each chapter must have an introduction which briefly indicates what is covered, 

presented and/or discussed in the chapter. 

 At the end of each chapter provide a conclusion briefly describing what has been 

discussed in the chapter concerned. 

 A reference list in the prescribed format at the end is compulsory. The heading is 

“References”. 

 Particulars of all sources referred to in in-text references must be included in the 

reference list. 

 All sources listed in the reference list must have in-text references. 

 Make sure that the spelling of the author’s name and the date of publication in in-text 

references correspond exactly with the spelling of the author’s name and the date of 

publication in the reference list. 

 In compiling an assignment, dissertation or thesis, be consistent in the format and 

technical layout of the document as well as in the method of presenting the in-text 

references and the list of references. 

 All addendums/annexures/appendices must be inserted after the reference list and must 

be listed in the table of contents. 

 All addendums/annexures/appendices attached must be referred to in the text. 

 After completing an assignment, dissertation or thesis, read it through thoroughly and 

critically as if it were written by someone else and ensure that it is clearly understandable 

and that the reader will understand it.  

2.2 Specifications 

An assignment, dissertation or thesis is structured according to certain technical 

specifications as well as format and layout specifications, the basics of which are listed 

below. 
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2.2.1 Technical specifications 

The following technical specifications apply to assignments, dissertations and theses: 

 Number pages at the top of the page, in the centre. 

 Use British (UK) English or South African English, not American (US) English. 

 The numbering and titles of chapters, sections and subsections and the page numbers in 

the table of contents must correspond exactly with those in the text. 

 Use a numbering system comprising points up to the fourth level (1.1.1.1) and thereafter 

the alphabet in lower case letters (a, b, c). Avoid Roman numerals (i, ii, iii). In the text use 

bullets in preference to numerals for listed items. 

 Tables and figures must have fitting titles correctly describing the contents. (“Figures” 

consist of graphs, histograms or any other illustration.) 

 Number all tables and figures with the first digit corresponding with the number of the 

chapter concerned (e.g. in chapter 1 you would have table 1.1, 1.2, etc; and figure 1.1, 

1.2, etc). 

 Create lists of any tables and figures, and position them separately after the table of 

contents. 

 Amounts smaller than ten in the text (i.e. one to nine) must be written in words, while 10 

and above must be in numbers. 

 Do not start a sentence with a number: “60% of the …” should read “Sixty per cent of the 

…” 

 Do not start a new paragraph with a quotation or reference. Always precede it with an 

introductory sentence. 

 In research reports, use quotations/references to support or substantiate your statements 

and arguments. 

 Preferably always write out in full the terms/names often denoted by acronyms and 

abbreviations. However, if you use an acronym or abbreviation in the text, write the 

term/name out in full the first time, with the acronym or abbreviation appearing after it in 

brackets. After that you may use the abbreviation or acronym without indicating the full 

term/name that it denotes. If necessary, list acronyms and abbreviations separately in a 

glossary after the table of contents. 

 Too many subheadings could be confusing. Plan your headings and subheadings 

meticulously to ensure a flowing storyline. 

 Punctuation marks should be kept to a minimum in headings and subheadings.  
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2.2.2 Format and layout 

Type assignments, dissertations and theses according to the following specifications: 

 Use A4 size paper of good quality. 

 Follow general typing rules, and type on the right-hand side of the page only. 

 Use 1½ spacing between lines. 

 Use font sizes 11 or 12 for the text. 

 Margins must be 25 mm at the top and bottom of the page and on the right-hand side. 

 The margin on the left-hand side should be 30 mm to allow for binding. 

 Numbers of headings and subheadings start at the left-hand margin (chapter numbers 

may be centred). 

 Chapter headings may be centred. 

 The text under the headings must be justified.  

 Written text in tables and the reference list should not be justified but rather aligned to the 

left. 

 Type chapter and main section headings in upper case (capital letters). 

 Different letter sizes and/or bold print or italics may be used to indicate the progressive 

subordination of headings. 

 In the case of tables, always type the captions above the table (centred or against the left 

margin). 

 In the case of figures, always place the captions below the figure (centred or against the 

left margin). 

 

3 ARRANGEMENT AND CONFIGURATION OF CITATIONS, IN-TEXT 
REFERENCES AND THE LIST OF REFERENCES 

 

Acknowledging all sources of information in the prescribed format when writing an 

assignment, dissertation or thesis is important. Using another person’s ideas and words 

without acknowledging the source, thus creating the impression that they are your own, is 

plagiarism and is an offence. 

 

Information of sources is presented at the following two places in the document: 

 A reference in the body of the text of the assignment, dissertation or thesis is known as 

an in-text reference. When you cite information from sources relevant to the research, 

you must present the in-text references in a specific format. You can do this by 
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o paraphrasing (stating the ideas of another author in your own words), bearing in mind 

that it is not good enough merely to change a few words here and there and that the 

paraphrase must truly be your own rendition of the original content 

o quoting directly from a source (giving the exact words of an author and placing the 

quotation in inverted commas); direct quotations should be kept short and be used 

sparingly 

 At the end of the assignment, dissertation or thesis, a detailed list of all the sources 

referred to in the text, called a reference list (given the heading “References”), is 

presented in the prescribed format.  

An in-text reference contains concise information about the source referred to. The reader 

can look up details of the source in the reference list. All sources referred to in the text must 

be listed in the references and vice versa. List sources in the reference list in strict 

alphabetical order. 

There are various referencing styles or systems. All of them are acceptable, as long as the 

system concerned is applied consistently. In this reference guide we present an adaptation of 

the well-known Harvard reference system that all Social Work students at Unisa need to use 

in assignments, dissertations and theses. In this presentation we distinguish between 

reference sources in print format, in non-print format and from the internet. We will give you 

practical examples of in-text references and how to list the various types of reference sources 

in the references, presented in table format for easy access. 

 

3.1 Print format 

Here we focus on books, dictionaries and encyclopaedias, journal/periodical articles, 

newspaper articles/reports, dissertations and theses, study material and conference 

proceedings. 

 

3.1.1 Books 

Books are referred to as follows in the text and in the reference list: 

3.1.1.1 One author 

The author or writer is the person (or institution, organisation or body) responsible for the 

intellectual or artistic content or substance of the source. 
 

In-text reference 

(Author Year of publication:Page number) 

“Counselling is a wonderful twentieth century invention” (McLeod 2009:1). 
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OR 

Author (Year of publication:Page number) 

Counselling, according to McLeod (2009:1), is a wonderful invention of the twentieth 

century. 

References 

Author. Year. Title: subtitle (in italics). Edition (if applicable). Place of publication: 

Publisher. 

McLeod, J. 2009. An introduction to counselling. 4th edition. Berkshire, UK: McGraw-Hill.  

 
Note: 
The in-text reference contains only the author’s surname and no initial(s). In the reference 

list, the author’s surname and initial(s) are given (no first names). 

3.1.1.2 Two authors 

In-text reference 

(Authors Year of publication:Page number) 

“Many national social work codes of ethics are explicit in including research within their 
practice standards” (Alston & Bowles 2003:22). 

OR 

Authors (Year of publication:Page number) 

According to Alston and Bowles (2003:22), many national social work codes of ethics 
explicitly include research within their practice standards. 

References 

Authors. Year of publication. Title: subtitle (in italics). Edition (if applicable). Place of 

publication: Publisher. 

Alston, M & Bowles, W. 2003. Research for social workers: an introduction to methods. 2nd 
edition. London: Routledge.  

 
Note:  

 In the list of references, the surname of the author is followed by a comma, and then the 

initial(s). 

 The word “and” is replaced by an ampersand (&) to link the authors’ names within the 

brackets in the text and in the reference list (but not when the names appear as part of 

the sentence in the text). 
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3.1.1.3 Three or more authors 

In-text reference 

(Authors Year of publication:Page number) followed by (Authors et al Year of 

publication:Page number) 

First reference to the source: 

“One of the greatest skills of Appreciative Leadership is the capacity to create a sense of 

‘we’ among a diverse group of people” (Whitney, Trosten-Bloom & Raden 2010:113). 

Subsequent references to the same source: 

“… group of people” (Whitney et al 2010:113).  

OR 

Authors (Year of publication:Page number) followed by Authors et al (Year of 

publication:Page number) 

First reference to the source: 

According to Whitney, Trosten-Bloom and Raden (2010:113), the capacity to create a sense 

of “we” among a diverse group of people is one of the greatest skills of appreciative 

leadership. 

Subsequent references to the same source: 

According to Whitney et al (2010:113), creating a sense of … 

References 

Authors. Year of publication. Title: subtitle (in italics). Edition (if applicable). Place of 

publication: Publisher. 

Whitney, D, Trosten-Bloom, PJ & Raden, K. 2010. Appreciative leadership: on what works 

to drive winning performance and build a thriving organization. New York: McGraw-Hill.  

 
Note:  

 The word “and” is replaced by an ampersand (&) to link the authors’ names within the 

brackets in the text and in the reference list (but not when the names appear as part of 

the sentence). 

 After the first reference to the same source (when there are more than two authors), the 

abbreviation “et al” (meaning “and others”) is used in the in-text reference. However, in 

the reference list, the names of all the authors are included. Do not use the phrase “et 

al” in the reference list. 
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3.1.1.4 More than one book by the same author 

In-text reference 

Author(s) (Year of publication [first source]:Page number; Year of publication [second 
source]:Page number, etc.) 

Creswell (1994:153; 2009:186) points out that the researcher is involved in several activities 
during data analysis and that these include … 

OR 

(Author(s) Year of publication:Page number; Year of publication:Page number, etc.)  
The process of data analysis followed in this study is the step-wise format for qualitative 
data analysis (consisting of eight steps), as proposed by Tesch (Creswell 1994:154-155; 
2009:186). 

OR 
The field of research in social work is continuing to grow and develop, and the integration of 
research content and relevant social work examples provide the most benefit to social work 
students and help them find identities as social workers (Grinnell 1981:3; 1988:xvii; 
1993:xxvi). 

References 

Author(s). Year. Title: subtitle (in italics). Edition (if applicable). Place of publication: 
Publisher. 

Creswell, JW. 1994. Research design: qualitative and quantitative approaches. Thousand 
Oaks, CA: Sage. 
 
Creswell, JW. 2009. Research design: qualitative, quantitative and mixed method 
approaches. 3rd edition. Thousand Oaks, CA: Sage. 

OR 

Grinnell, RM. 1981. Social work research and evaluation. Itasca, IL: Peacock. 
     
Grinnell, RM. 1988. Social work research and evaluation. 3rd edition. Itasca, IL: Peacock. 
 
Grinnell, RM. 1993. Social work research and evaluation. 4th edition. Itasca, IL: Peacock. 

 
Note: 

 If you refer to more publications by the same author at the same place in the in-text 

reference, give the name of the author once only, followed (chronologically) by the 

various years and pages, starting from the earliest date. 

 The date in the in-text reference will make a distinction between the different entries in 

the reference list. 

 In the reference list, the sources are listed chronologically by year, starting with the 

earliest year of publication.   
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3.1.1.5 More than one author with the same surname in the same year 

In-text reference 

Initial and surname of author (Year of publication:Page number)  

D Smith (2005:10) says: “A standpoint in people’s everyday lives is integral to that method.” 
L Smith (2005:35) identifies the fourth culture as the task culture. 

OR 

(Initial and surname of author Year of publication:Page number) 

“A standpoint in people’s everyday lives is integral to that method” (D Smith 2005:10). 

The fourth culture is the task culture (L Smith 2005:35). 

References 

Author. Year of publication. Title (in italics). Edition (if applicable). Place of 
publication: Publisher. 

Smith, D. 2005. Institutional ethnography: a sociology for people. Lanham, MD: Alta Mira. 

Smith, L. 2005. Effective internal communication. London: Kogan Page. 

 

Note: 

 To distinguish between the authors, in the text, each author’s initials are included with 

their surnames. 

 In the reference list, list the sources alphabetically according to the surname and initial. 

3.1.1.6 Reference to various pages in a work 

In-text reference 

Author(s) (Year of publication:Page number, Page number) 

Green and Thorogood (2009:5, 38-39) are of the opinion that a study’s goal, aim or purpose 
(among other factors) will determine whether the researcher should use the qualitative 
approach as the sole or principal research approach in a study.  

OR 
(Author(s) Year of publication:Page number, Page number) 

A study’s goal, aim or purpose (among other factors) will determine whether the researcher 
should use the qualitative approach as the sole or principal research approach in a study 
(Green & Thorogood 2009:5, 38-39). 

References 

Author(s). Year of publication. Title of book (in italics). Edition (if applicable). Place: 
Publisher.  

Green, J & Thorogood, N. 2009. Qualitative methods for health research. 2nd edition. 
London: Sage. 
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3.1.1.7 Reference to a whole chapter 

In-text reference 

Author(s) (Year of publication: chapter number) 

According to Creswell (2009: chapter 3), the … 

OR 
(Author(s) Year of publication: chapter number) 

The research methods are … (Creswell 2009: chapter 3).  
References 

Author(s). Year of publication. Title of book (in italics). Edition (if applicable). Place: 
Publisher.  

Creswell, JW. 2009. Research design: qualitative and quantitative and mixed method 
approaches. 3rd edition. Thousand Oaks, CA: Sage. 

3.1.1.8 Reference to a whole book 

In-text reference 

Author (Year of publication) 

Creswell (2009) points out that … 

OR 
(Author(s) Year of publication) 

The research methods are … (Creswell 2009). 

References 

Author(s). Year of publication. Title of book (in italics). Edition (if applicable). Place: 
Publisher.  
 
Creswell, JW. 2009. Research design: qualitative and quantitative and mixed method 
approaches. 3rd edition. Thousand Oaks, CA: Sage. 

3.1.1.9 Reference to multiple books/works by different authors, at one point in the 
text 

In-text reference 

(Author(s) Year of publication:Page number) for each source 

With reference to sample size in qualitative research, various authors point to the fact that 
qualitative research involves smaller sample sizes than used in quantitative research 
(Fossey, Harvey, McDermott & Davidson 2002:726; Langford 2001:152; Maree & Pietersen 
in Maree 2007:177).  

OR 
Author(s) (Year of publication: Page number), Author(s) (Year of publication:Page 
number etc.) 

Fossey, Harvey, McDermott and Davidson (2002:726), Langford (2001:152) and Maree and 
Pietersen (2007:177) all agree that sample size in qualitative research is smaller …  

References 

Alphabetical listing of sources in usual manner 

Fossey, E, Harvey, C, McDermott, F & Davidson, l. 2002. Understanding and evaluating 
qualitative research. Australian and New Zealand Journal of Psychiatry, 36:717-732. 
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Langford, LW. 2001. Navigating the maze of nursing research: an interactive learning 
adventure. London: Mosby. 

Maree, K & Pietersen, J. 2007. Sampling, in First steps in research, edited by K Maree. 
Pretoria: Van Schaik:172-181. 

 
Note: 

 In the in-text reference, the sources are listed alphabetically. If there are two sources by 

the same author in different years, start with the earliest year of publication.  

 In the references, they are listed alphabetically according to the authors’ surnames. 

3.1.1.10 Indirect in-text references, secondary sources (one source cited in another)  

One author cites another author (i.e. the original work was not consulted). 

In-text reference 

Author(s) (cited in Author(s) Year of publication:Page number) 

According to Shulman (cited in Schenk & Grobler 2009:46), attentiveness is a two-
directional process during which the facilitator attends to what he or she says, does and 
feels. 

OR 
Author, as quoted by Author (Year of publication:Page number) 

According to Angyal, as quoted by Rogers (1987:489), life “is an autonomous dynamic event 
that takes place between the organism (client) and the environment”. 

References 

Author(s). Year of publication. Title of publication (in italics). Edition (if applicable). 
Place: Publisher.  

Schenk, R & Grobler, H. 2009. Person-centred facilitation. 3rd edition. Cape Town: Oxford 
University Press. 

OR 
Rogers, CR. 1987. Client centered therapy: its current practice, implications and theory. 
London: Constable.  

 
Note: 

 The in-text reference contains particulars of both categories of authors concerned. The 

surname of the original author is mentioned without a date. 

 In the reference list 

o particulars of the author(s) cited (the original author(s)) are omitted 

o only the name of the author who has done the citing and details of that publication are 

listed 

 We advise you to consult and refer to original sources as far as possible and that you 

limit secondary references of this nature in postgraduate dissertations and theses. 

 Tertiary references are not acceptable (e.g. Smith, as quoted by Jones (cited in Black)). 
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3.1.1.11  Indirect in-text references, secondary sources (one source cited in  

  another) in books compiled by an editor or editors 

 

The work of an author is cited by another author in a contribution/chapter of a book compiled 

by an editor or editors (i.e. the original work was not consulted). 

In-text reference 

Author(s) (cited by author(s) in Editor(s) Year of publication:Page number) 

Creyghton (cited by Strydom in De Vos, Strydom, Fouché & Delport 2005:251) advises the 
researcher to reread the existing material repeatedly, … 

OR 
Author(s) (in Editor(s) Year of publication:Page number) 
 
Strydom (in De Vos, Strydom, Fouché & Delport 2005:251) cites Creyghton, who advises 
the researcher to reread the existing material repeatedly, … 

References 

Author(s). Year of publication. Title of chapter, in Title of book (in italics), edited by 
Editor(s). Place of publication: Publisher:Page numbers. 

Strydom, H. 2005. Writing the research report, in Research at grass roots: for the social 
sciences and human service professions, edited by AS de Vos, H Strydom, CB Fouché & 
CSL Delport. Pretoria: Van Schaik:246-258.  

 
Note:  

 The in-text reference contains particulars of all three categories of authors concerned.  

 In the references 

o particulars of the author(s) cited (the original author(s)) are omitted 

o the name of the author who has done the citing, and details of his/her contribution to 

the publication are included, and particulars of the publication and its editor(s) are 

given 

 We advise you to consult and refer to the original sources as far as possible and that you 

limit secondary references of this nature in postgraduate dissertations and theses. 

 Tertiary references are not acceptable (e.g. Smith, as quoted by Jones (cited in Black)). 

 
3.1.1.12 Institution/organisation/corporate author 

In-text reference 

Institution/organisation (Year of publication:Page number) 
According to the Committee on Professional Questions regarding Social Work (1987:31), 
“[t]he profession of a social worker “is characterised by a balanced foundation of theoretical 
knowledge and professional experience”. 

OR 
(Institution/organisation Year of publication:Page number) 
“The profession of a social worker is characterised by a balanced foundation of theoretical 
knowledge and professional experience” (Committee on Professional Questions regarding 
Social Work 1987:31). 
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According to the policy guidelines of the South African Council for Social Service 
Professions (SACSSP), social workers should transfer or dispose of clients’ records in a 
manner that protects confidentiality and is consistent with state statutes governing records 
(SACSSP [sa]:17). 

References 

Institution/organisation. Year of publication. Title (in italics). Edition (if applicable). 
Place.  

Committee on Professional Questions regarding Social Work. 1987. Professional profile of 
the social worker. Translated from the Dutch by H Jansen. 's-Hertogenbosch.  

OR 
SACSSP. [Sa]. Policy guidelines for course of conduct, code of ethics and the rules for 
social workers. Pretoria. 

 
Note: 

 Ignore the articles “a”,”an” and “the” before the name of an 

institution/organisation/corporate author in the references (if any).  

 The abbreviation [sa] stands for sine anno ("without year") and indicates that no date of 

publication could be established. Note that square brackets are used. 

 If the author and the publisher are the same, you do not need to indicate the publisher, 

only the place of publication. 

 If you modify an original quotation, enclose your change in square brackets to 

indicate this (e.g. if you change a capital letter to lower case, as in the in-text quotation 

above). 
 

3.1.1.13 Institution/organisation/corporate author with a subsection 

In-text reference 

(Institution/organisation, subsection Year of publication:Page number) 

“Failure to acknowledge sources is called plagiarism” (Unisa, Language Services 2004:1). 

References 

Cross-reference (if required): 
Abbreviated name of institution/organisation, subsection, Year, see full name of 
institution/organisation. Subsection. Year. 

Unisa, Language Services, 2004, see University of South Africa. Language Services. 2004. 

AND 
Full name of institution/organisation. Subsection. Year. Title of publication. Edition (if 
applicable). Place of publication. 
University of South Africa. Language Services. 2004. Reference method for Unisa (Florida). 
7th edition. Florida. 

 
Note: 
A comma is placed between the name of the institution/organisation and its subsection 

(Unisa and Language Services) in the in-text reference, but a full stop in the reference list. 
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3.1.1.14 Collection with editor(s) or compiler(s) / chapter in a collected work 

In-text reference 

(Author(s) Year of publication:Page number) 

“The assessment process of casework initially involves the identification of the social 
worker’s client” (Black-Hughes & Strunk 2010:107). 

OR 
Author(s) (Year of publication:Page number) 
According to Black-Hughes and Strunk (2010:107), “[t]he assessment process of casework 
initially involves the identification of the social worker’s client”. 

OR 
In this regard, Strydom (2009:246) postulates that the report “can also be viewed as the final 
product of the long research process that has now been completed”. 

References 

Author(s) of chapter. Year. Title of chapter, in Title of book (in italics), edited/compiled 
by Editor(s)/compiler(s) of book. Place of publication: Publisher: Page numbers. 

Black-Hughes, C & Strunk, L. 2010. Casework, in Introduction to social work, edited by L 
Nicholas, J Rautenbach & M Maistry. Claremont: Juta:105-120. 

OR 
Strydom, H. 2009. Writing the research report, in Research at grass roots: for the social 
sciences and human service professions, edited by AS de Vos, H Strydom, CB Fouché & 
CSL Delport. Pretoria: Van Schaik:246-258. 

 
Note: 
Applicable only when the name(s) of the editor(s) or compiler(s) appears on the title page. 

 
3.1.1.15 Collection without editor(s) or compiler(s) 

In-text reference 

(Author(s). Year of publication:Page number) 

“In purposive sampling, also known as judgmental or theoretical sampling, researchers use 
their own judgment in selecting the sample” (Gabor 1993:162). 

OR 
Author(s) (Year of publication:Page number) 

According to Gabor (1993:162), researchers use their own judgement in selecting the 
sample in purposive sampling, also known as judgemental or theoretical sampling.  

References 

Author(s) of chapter. Year. Title of chapter, in Title of book (in italics). Edition (if 
applicable). Place of publication: Publisher: Page numbers. 

Gabor, P. 1993. Sampling, in Social work research and evaluation. 4th edition. Itasca, IL: 
Peacock:154-170. 
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3.1.1.16 Specific editions 

Second and subsequent editions are specified in the references, not first editions. 

In-text reference 

(Author(s) Year of publication:Page number) 

“Exploratory … designs are used when little is known about the field of study …” (Grinnell 
1993:152). 

References 

Author(s). Year. Title (in italics). Edition. Place of publication: Publisher. 

 Grinnell, RM. 1993. Social work research and evaluation. 4th edition. Itasca, IL: Peacock. 

 
Note: 

 No reference is made to different impressions/printings. 

 Where possible, rather use and refer to the latest edition of a specific work. 

 
3.1.1.17 Year of publication unknown 

In-text reference 

(Author(s) [sa]:Page number) 

An activist is defined as an “individual who works to bring about social change” (Barker 
[sa]:12).  

OR 
Author(s) ([sa]:Page number) 

Barker ([sa]:12]) says that an activist is an “individual who works to bring about social 
change”. 

References 

Author(s)/compiler(s). [Sa]. Title (in italics). Edition (if applicable). Place of 
publication: Publisher.  

Barker, RL. [Sa]. Social work dictionary. Washington, DC: NASW. 

 
Note: 

 The abbreviation [sa] stands for sine anno (“without year”) and indicates that no date of 
publication could be established. 

 You would use this for any type of reference when you cannot determine the date of 
publication. 

 Note the square brackets. 
 

3.1.1.18 Place of publication unknown 

In-text reference 

(Author(s) Year of publication:Page number) 

An activist is defined as an “individual who works to bring about social change” (Barker 
2003:12).  

OR 
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Author(s) (Year of publication: Page number) 

Barker (2003:12) says that an activist is an “individual who works to bring about social 
change”. 

References 

Author(s)/compiler(s). Year of publication. Title (in italics). Edition (if applicable). [Sl]: 
Publisher.   

Barker, RL. 2003. Social work dictionary. [Sl]: NASW. 

 
Note: 

 The abbreviation [sl] stands for sine loco (“without place”) and indicates that no place of 
publication could be established. 

 You would use this for any type of reference when you cannot determine the place of 
publication. 

 Note the square brackets. 

3.1.1.19 Publisher unknown 

In-text reference 

(Author(s) Year of publication:Page number) 

An activist is defined as an “individual who works to bring about social change” (Barker 
2003:12).  

OR 
Author(s) (Year of publication: Page number) 

Barker (2003:12) says that an activist is an “individual who works to bring about social 
change”. 

References 

Author(s)/compiler(s). Year of publication. Title (in italics). Edition (if applicable). 
Place of publication: [sn].   

Barker, RL. 2003. Social work dictionary. Washington DC: [sn]. 

 
Note: 

 The abbreviation [sn] stands for sine nomine (“without name”) and indicates that no 
publisher could be established. 

 You would use this for any type of reference when you cannot determine the publisher. 

 Note the square brackets. 
 

3.1.2 Dictionaries and encyclopaedias 

Dictionaries and encyclopaedias are referred to as follows in the text and in the reference list: 
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3.1.2.1 Dictionary/encyclopaedia with specific author(s)/compiler(s) 

In-text reference 

(Author(s)/compiler(s) Year of publication, sv “word/concept”) 

An activist is defined as an “individual who works to bring about social change” (Barker 
2003, sv “activist”).  

References 

Author(s)/compiler(s). Year of publication. Title (in italics). Edition (if applicable). Sv 
“word/concept”. Place of publication: Publisher. 
     
Barker, RL. 2003. Social work dictionary. 5th edition. Sv “activist”. Washington, DC: NASW. 

 
Note: 
The abbreviation “sv” stands for sub verbo, which means “under the word”, i.e. the word 

consulted in the dictionary. 

 

3.1.2.2 Dictionary/encyclopaedia known by its title or accepted abbreviation 

In-text reference 

(Title or accepted abbreviation of dictionary/encyclopaedia Year of publication, sv 
“word/concept”) 

The concept “welfare organisation” refers to an “institution established by private initiative for 
rendering welfare services” (New dictionary of social work 1995, sv “welfare organisation”). 

OR 
The term “ubuntu” is the Nguni word for “humanity” (Oxford 2002, sv “ubuntu”).  

References 

Title of dictionary/encyclopaedia (in italics). Year of publication. Edition. Sv 
“word/concept”. Place of publication: Publisher. 

New dictionary of social work. 1995. Revised and comprehensive edition. Sv “welfare 
organisation”. Cape Town: CTP Book Printers. 

OR 
Cross-reference: 

Accepted abbreviation of title of dictionary/encyclopaedia, Year of publication, see 
Full title of dictionary/encyclopaedia. Year. 
 
Oxford, 2002, see South African concise Oxford dictionary. 2002. 

AND 
Full title of dictionary/encyclopaedia (in italics). Year published. Edition (if applicable). 
Sv “word/concept”. Place: Publisher. 
 
South African concise Oxford dictionary. 2002. Sv “ubuntu”. Grahamstown: Oxford 
University Press. 

 
Note: 

 A dictionary or encyclopaedia that is known by its title or a recognised abbreviation of the 

name and not by its author/compiler/editor's name is referenced by using the title or the 

abbreviation, as applicable. 
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 The abbreviation “sv” stands for sub verbo, which means “under the word”, i.e. the word 

consulted in the dictionary. 

3.1.2.3 Dictionary/encyclopaedia known by its original author/compiler’s name 

In-text reference 

(Author’s name as in title of dictionary/encyclopaedia Year of publication, Sv 
“word/concept”) 

“Death” is the permanent ending of all the body functions that keeps a person alive 
(Webster’s 1998, sv “death”).  

OR 
Author’s name as in title of dictionary/encyclopaedia (Year of publication, sv 
“word/concept”) 

According to Collins (1983, sv “social contract”), a social contract is an agreement among 
individuals forfeiting some of their individual liberties for greater security. 

References 

Cross-reference: 
Author’s name or accepted abbreviation of dictionary/encyclopaedia, Year of 
publication, see Title of dictionary encyclopaedia. Year of publication. 

Webster’s, 1998, see Webster’s new world encyclopaedia. 1998. 

AND 
Full title of dictionary/encyclopaedia (in italics). Year of publication. Edition (if 
applicable). Sv “word/concept”. Place of publication: Publisher. 

Webster’s new world encyclopaedia. 1998. Sv “death”. New York: Prentice Hall.  

OR 
Cross-reference: 
Author’s name or accepted abbreviation of dictionary/ encyclopaedia, Year of 
publication, see Title of dictionary/ encyclopaedia. Year of publication. 
 
Collins, 1983, see Collins pocket dictionary of the English language. 1983. 

AND 
Full title of dictionary/encyclopaedia (in italics). Year of publication. Edition (if 
applicable). Sv “word/concept”. Place of publication: Publisher. 

Collins pocket dictionary of the English language. 1983. Sv “social contract”. London: 
Collins. 

 
Note: 

 A dictionary or encyclopaedia that is known by the name of its original 

author/compiler/editor's name is referenced by that name. 

 The abbreviation “sv” stands for sub verbo, which means “under the word”, i.e. the word 

consulted in the dictionary. 
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3.1.3 Journal/periodical articles 

Journal and periodical articles are referred to as follows in the text and in the reference list: 

3.1.3.1 Author(s) known 

In-text reference 

(Author(s) Year of publication:Page number) 

“Parents experienced a variety of feelings consequent to the coming-out of their gay/lesbian 
child” (Alpaslan, Johnston & Goliath 2009:27). 

OR 
Author(s) (Year of publication:Page number) 

Alpaslan, Johnston and Goliath (2009:27) point out that “[p]arents experienced a variety of 
feelings consequent to the coming-out of their gay/lesbian child”. 

References 

Author(s). Year of publication. Title of article. Name of periodical/journal (in italics) 
Volume number(Issue number):Page range of article.  

Alpaslan, A, Johnston, T & Goliath, V. 2009. Parents’ experiences regarding the coming-out 
process of a gay or lesbian child. Social Work/Maatskaplike Werk 45(1):27-46.  

3.1.3.2 Author(s) known, journal with a day/week/month 

In-text reference 

(Author(s) Year of publication:Page number) 
“Inequalities between the nineteen Provinces of Papua New Guinea are considerable” 
(Jackson 1979:175). 

OR 
Author(s) (Year of publication:Page number) 

Jackson (1979:175) points out the inequalities between the 19 provinces of Papua New 
Guinea. 

References 

Author(s). Year of publication. Title of article. Name of periodical/journal (in italics) 
Volume number(Issue number), Day, week or month:Page range of article.  

Jackson, R. 1979. Running down the up-escalator: regional inequality in Papua New 
Guinea. Australian Geographer 14(3), May:27-46.  

3.1.3.3 Author(s) unknown 

In-text reference 

(Title of article Year of publication:Page number) 

“… the profound aim at the heart of community engagement is to reach out to where there is 
a need” (Why community outreach? 2011:14). 

OR 
During a recent visit to Ethiopia, it was established that 70% of the first-level undergraduate 
students of 2011 in that country were studying bachelor’s degrees in the natural sciences or 
engineering (Visiting Ethiopia 2011:8). 

References 

Title of article. Year of publication. Name of periodical/journal (in italics) Volume 



 

22 

number(Issue number), Day, week, month if applicable:Page range of article.  

Why community outreach? 2011. Focus, May:14-15. OR Visiting Ethiopia. 2011. Focus, 

May:8. 

Note: 

 The title of the article takes the place of the author’s name. 

 When a title entry begins with an article (“a”, “an”, “the”), the article is omitted from the in-

text reference. In the reference list the full title is included, but when entering the source 

alphabetically, ignore the article.  

3.1.3.4 Editorials/letters to the editor  

In-text reference 

(Author(s) Year of publication:Page number) 

“Also to be considered is the social aftermath with potentially both negative and positive 
consequences, taking its place when the crowds have left and excitement has died …” 
(Triegaardt & Collins 2010:152). 

OR 
Author(s) (Year of publication:Page number) 

As postulated by Triegaardt and Collins (2010:152), the social aftermath, “with potentially 
both negative and positive consequences, taking its place when the crowds have left and 
excitement has died”, should also be considered. 

References 

Author(s). Year of publication. Heading of editorial/letter [Editorial/Letter to the 
editor]. Name of periodical/journal (in italics) Volume number(Issue number), Day, 
week, month if applicable:Page number(s).  

Triegaardt, J & Collins, K. 2010. World Cup Soccer in South Africa [Editorial]. The Social 
Work Practitioner-Researcher/Die Maatskaplikewerk Navorser-praktisyn 22(2):152.  

 
3.1.3.5 Book review in a journal  

In-text reference 

(Author(s) Year of publication:Page number) 

“… both civilians and ex-combatants recognise the need to co-exist peacefully; however, 
this has not yet evolved into a want of the same” (Stovel cited in Sangale 2010:126). 

OR 
Author (Year of publication:Page number) 

Sangale (2010:126) points out that according to Stovel, “both civilians and ex-combatants 
recognise the need to co-exist peacefully” but that this “has not yet evolved into a want of 
the same”.  

References 

Author of review. Year of publication. Review of Title of the book by Author of the 
book. Name of periodical/journal (in italics) Volume number(Issue number), Day, 
week, month as applicable:Page numbers.  

Sangale, S. 2010. Review of Long road home: building reconciliation and trust in post-war 
Sierra Leone by Laura Stovel. Acta Criminologica 23(3):125-126.  
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3.1.3.6 More than one publication by the same author(s) in the same year 

In-text reference 

Author(s) (Year of publication:Page number) 

Feinberg (1993, 1995a, 1995b, 2009) published a series of authoritative articles about the 
subject.   

References 

Author(s). Year of publication + a, b, c, etc for the same year. Title of article. Name of 
periodical/journal (in italics) Volume number(Issue number), Day, week, month as 
applicable:Page number(s).  

Feinberg, HM. 1993. The Natives Land Act of 1913 in South Africa: politics, race and 
segregation in the early 20th century. International Journal of African Historical Studies 
26(1):65-109. 
 
Feinberg, HM. 1995a. Pre-apartheid African land ownership and the implication for the 
current restitution debate in South Africa. Historia 40(2), November:48-63. 
 
Feinberg, HM. 1995b. South Africa and land ownership: what’s in a deed? History in Africa 
22:39-61. 
 
Feinberg, HM. 2009. Black South African initiatives and the land, 1913-1948. Journal for 
Contemporary History 34(2), June:48-63. 

 
Note: 

 In the reference list, if the same author has different publications in the same year, list 

them alphabetically according to the first letters of the article titles, and then number the 

year of publication alphabetically (a, b, c, etc). 

 In the text, different publications in the same year are indicated with an a, b, c, etc after 

the year of publication (reflecting the alphabetical order in the reference list if more than 

one such source is referred to in the same in-text reference).  

 

3.1.4 Newspaper articles/reports 

Newspaper articles and reports are referred to as follows in the text and in the reference list: 

3.1.4.1 Article with author 

In-text reference 

(Author(s) Year of publication:Page number) 

“The UN defines famine as at least 20 percent of households facing extreme food 
shortages, a crude mortality rate of more than two people in 10 000 a day and malnutrition 
rates of above 30 percent” (Migiro 2011:11). 
 

OR 
 

Author (Year of publication:Page number) 

Migiro (2011:11) points out that the United Nations “defines famine as at least 20 percent of 
households facing extreme food shortages, a crude mortality rate of more than two people in 
10 000 a day and malnutrition rates of above 30 percent”. 
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References 

Author(s). Year of publication. Title of article. Newspaper (in italics), Rest of the 
date:Page number(s). 

Migiro, K. 2011. United Nations appeals for aid to save starving Somalians. Sowetan, 21 
July:11. 

3.1.4.2 Article without author 

In-text reference 

(Title of article Year of publication:Page number) 

“South Africa would also need to use more labour-intensive production methods and 
improve its pace of technological innovation” (SA’s strategy for growth 2011:12). 

OR 
(Title of article Year of publication:Page number) 

It is emphasised that “South Africa would also need to use more labour-intensive production 
methods and improve its pace of technological innovation” (SA’s strategy for growth 
2011:12). 

References 

Title of article. Year of publication. Name of newspaper (in italics), Day and 
month:Page number(s). 

SA’s strategy for growth. 2011. Sowetan, 21 July:12. 

 
3.1.4.3 Name of the newspaper 

In-text reference 

Name of newspaper (in italics) (Year of publication:Page number) 

Pretoria News (2011:6) quoted Abramjee as follows: “We thank all the sponsors, the 
partners and the community for all the effort put into this initiative.” 

OR 
(Name of newspaper (in italics) Year of publication:Page number) 

Abramjee thanked all the sponsors, the partners and the community for all the effort put into 
this initiative (Pretoria News 2011:6). 

References 

Name of newspaper (in italics). Year of publication. Title of article. Day and 
month:Page number. 

Pretoria News. 2011. LeadSA a finalist in race for the Loeries. 15 July:6.   
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3.1.5 Government publications 

Government publications are referred to as follows in the text and in the reference list: 

3.1.5.1 Constitution 

In-text reference 

Constitution (Country Year of publication: section number) 

The Constitution (South Africa 1996: section 32(1)) awards the right of access to 
government information to every citizen.  

References 

Country. Year of publication. Title, year of Constitution. Place of publication: 
Publisher.  

South Africa. 1996. The Constitution of the Republic of South Africa, 1996. Pretoria: 
Government Printer.  

 
Note:  

 Section and subsection numbers are given in the in-text reference rather than page 

numbers. 

 The names of statutes are not italicised, even though, strictly speaking, the statutes have 

been published. 

 
3.1.5.2 Other Acts (laws) 

In-text reference 

Title and number of Act (Country Year of publication: section number). 

In terms of the Children’s Act 38 of 2005 (South Africa 2006: section 1), a street child is a 
child who  

 “because of abuse, neglect, poverty, community upheaval or any other reason, has left 
his or her home, family or community and lives, begs or works on the streets”; or 

 “because of inadequate care, begs or works on the streets but returns home at night”.  

References 

Country. Year of publication. Title, number and year of Act. Place of publication: 
Publisher. 

South Africa. 2006. Children’s Act 38 of 2005. Pretoria: Government Printer. 

 
Note: 
Section and subsection numbers are given in the in-text reference rather than page numbers. 

3.1.5.3 Regulations   

In-text reference 

(Title of regulations, Year of publication: regulation number) 

“No person may call him- or herself an occupational social worker without having registered 
a speciality in occupational social work with the Council” (Regulations relating to the 
registration of a speciality in occupational social work, 2010: regulation 5(2)). 

References 
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Cross-reference: 
Partial or full title of regulation, see Country. Year of publication. 

Regulations relating to the registration ..., see South Africa. 2010. 

AND 
Country. Year of publication. Full title of regulations. (Government Notice number and 
year). Government Gazette number, day month and year + Regulation Gazette number 
if applicable.  
South Africa. 2010. Regulations relating to the registration of a speciality in occupational 
social work. (Government Notice No R15 of 2010). Government Gazette 32886, 22 January 
2010.  

 
Note:  
Regulation numbers are given in the in-text reference rather than page numbers. 

 
3.1.5.4 Rules 

In-text reference 

(Country Year of publication: Rule number) 

In terms of the Rules relating to the acts or omissions of a social worker, a social auxiliary 
worker or a student social worker which shall constitute unprofessional or improper conduct 
(South Africa 1993: rule 9), the omission of a practising social worker to display 
conspicuously in his office the registration certificate issued to him in terms of the Act shall 
be deemed to constitute unprofessional or improper conduct.  

References 

Country. Year of publication. Full title of regulations. (Government Notice number and 
year). Government Gazette number, day month and year. 

South Africa. 1993. Rules relating to the acts or omissions of a social worker, a social 
auxiliary worker or a student social worker which shall constitute unprofessional or improper 
conduct. (Government Notice R54 of 1993). Government Gazette 14526, 30 January 1993.  

 
Note:  

 The title referred to in the in-text reference may be shortened. 

 Rule numbers are given in the in-text reference rather than page numbers. 
 

3.1.5.5 Discussion documents/Green Papers/White Papers 

In-text reference 

Published in a Government Gazette 
Title of document (Year of publication) 

According to the White Paper for Social Welfare (1997), an accreditation system was to be 
developed where necessary for all categories of welfare personnel. 

OR 
(Title of document Year of publication) 

As prescribed, “an accreditation system was to be developed where necessary for all 
categories of welfare personnel” (White Paper for Social Welfare 1997). 

References 

Cross-reference: 
Name of document, Year, see Country. Department. Year. 
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White Paper for Social Welfare, 1997, see South Africa. Department of Welfare. 1997. 

AND 
Country. Department. Year of publication. Name of document. (Government Notice 
number and year). Government Gazette number, day month and year.   

South Africa. Department of Welfare. 1997. White Paper for Social Welfare: principles, 
guidelines, recommendations, proposed policies and programmes for developmental social 
welfare in South Africa. (Government Notice R1108 of 1997). Government Gazette 
386(18166), 8 August 1997. 

 

In-text reference 

Published separately 
Name of document (Year of publication) 

According to the White Paper on Safety and Security (1998), … 

OR 
(Title of document Year of publication) 

… the way in which the community may be consulted (White Paper on Safety and Security 
1998). 

References 

Cross-reference: 
Name of document, Year, see Country. Department. Year. 

White Paper on Safety and Security, 1998, see South Africa. Department of Safety and 
Security. 1998. 

AND 
Country. Department. Year of publication. Name of document. Place of publication: 
Publisher. 
      
South Africa. Department of Safety and Security. 1998. White Paper on Safety and Security: 
"In service of safety": 1998–2003. Pretoria. 

 
Note:  

 White Papers are sometimes published in a Government Gazette and sometimes 

separately. 

 If published separately, the name of the discussion document/White Paper/Green Paper 

is not italicised, even though, strictly speaking, it has been published. 
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3.1.6 Dissertations and theses 

Dissertations and theses are referred to as follows in the text and in the reference list: 

3.1.6.1 Published dissertation/thesis 

In-text reference 

(Surname Year of publication:Page number) 

“Participants from different backgrounds added diversity to the collected experience of loss 
and grief” (Hildebrand 2005:49). 

OR 
Surname (Year of publication:Page number) 

Nziyane (2010:169) points out that children who live without adult care are exposed to harm 
not only by strangers from their communities, but also from their relatives.  
 

References 

Author. Year of publication. Title of dissertation or thesis. Name of qualification, 
Name of educational institution, Place where the institution is located. 

Hildebrand, P. 2005. Primary school children’s experiences in their loss of a parent. 
MA(SW) dissertation, Nelson Mandela Metropolitan University, Port Elizabeth. 

OR 
Nziyane, LF. 2010. Practice guidelines for the integration of child-headed households into 
extended families. DPhil thesis, University of South Africa, Pretoria. 

 

3.1.6.2 Unpublished dissertation/thesis 

The in-text reference will be the same as for a published dissertation/thesis. However, the 

title of the dissertation/thesis is not italicised in the reference list. 
 

3.1.7 Study material 

References on only a limited scale from tutorial letters, study guides and any other 

course/study material are acceptable in undergraduate assignments. No such references are 

acceptable in postgraduate dissertations and theses. Study material is referred to as follows 

in the text and in the reference list: 

3.1.7.1 Tutorial letters 

a) Author indicated 

In-text reference 

(Author(s) Year of publication:Page number) 

“The table of contents must include information such as chapter numbers, chapter titles, and 
the headings and sub-headings in each chapter” (Alpaslan 2011:15). 

OR 
Author(s) (Year of publication:Page number) 
 

With reference to the table of contents, Alpaslan (2011:15) specifies that it “must include 
information such as chapter numbers, chapter titles and the headings and subheadings in 
each chapter”. 
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References 

Author(s). Year. Particulars of tutorial letter (in italics). Place: Name of educational 
institution.  

Alpaslan, AH. 2011. Social work research: Tutorial Letter 101 for SCK410B. Pretoria: 
University of South Africa. 

b) Author not indicated 

In-text reference 

(Particulars of tutorial letter Year of publication:Page number) 

“It is unacceptable to write page-long quotations” (Tutorial Letter 301 for SCKALLK 2010:8). 

OR 
Particulars of tutorial letter (Year of publication:Page number)  

According to Tutorial Letter 301 for SCKALLK (2010:8), “[i]t is unacceptable to write page-
long quotations”. 

References 

Cross-reference: 
Tutorial letter, Year, see University. Department. Year.  

Tutorial Letter 301, 2010, see Unisa. Department of Social Work. 2010. 

AND 
University. Department. Year of publication. Particulars of tutorial letter (in italics). 
Place. 

Unisa (University of South Africa). Department of Social Work. 2010. Social work: Tutorial 
Letter 301 for SCKALLK. Pretoria. 

c) Use of the subject/module code in the text 

In-text reference 

Author known 
(Subject/module code Tutorial letter number Year of publication:Page number) 

In conducting their research assignments, students are advised to consult a mix of 
references (i.e. books, journal articles, newspaper articles, master’s dissertations, doctoral 
theses and internet references) (SCK410B Tutorial Letter 101 2011:11). 

OR 
Subject/module code Tutorial letter number (Year of publication:Page number) 

According to SCK410B Tutorial Letter 101 (2011:11), in conducting their research 
assignments, students are advised to consult a mix of references (i.e. books, journal 
articles, newspaper articles, master’s dissertations, doctoral theses and internet references). 

In-text reference 

Author unknown 
(Subject/module code Tutorial letter number Year of publication:Page number) 

One of the requirements for being scientific is that the method of reference should always be 
the same and correct (SCKALLK Tutorial Letter 301 2010:7). 

OR 
Subject/module code Tutorial letter number (Year of publication:Page number) 

In terms of SCKALLK Tutorial Letter 301 (2010:7), one of the requirements for being 
scientific is that the method of reference should always be the same and correct. 
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References 

Author known 
Cross-reference: 
Subject/module code Tutorial letter number, Year, see Author(s). Year. 

SCK410B Tutorial Letter 101, 2011, see Alpaslan. 2011. 

AND 
Author(s) name. Year of publication. Particulars of tutorial letter (in italics). Place: 
Educational institution. 
 
Alpaslan, AH. 2011. Social work research: Tutorial Letter 101 for SCK410B. Pretoria: 
University of South Africa. 

References 

Author unknown 
Cross-reference: 
Subject/module code Tutorial letter number, Year, see University. Year. 

SCKALLK Tutorial Letter 301, 2010, see Unisa. 2010. 

AND 
University. Year of publication. Particulars of tutorial letter (in italics). Place. 

Unisa (University of South Africa). 2010. Social work: Tutorial Letter 301 for SCKALLK. 
Pretoria.  

3.1.7.2 Study guides  

The use of study guides as sources for in-text references in master’s and doctoral 

dissertations and theses is not acceptable except in specific instances when its use has to be 

motivated/justified. 

a) Author known 

In-text reference 

(Author(s) Year of publication:Page number) 

“You need to provide storylines or direct quotations from the transcribed interviews to 
highlight these themes and then provide appropriate literature to confirm and/or contrast the 
research findings” (Alpaslan 2010:48). 

OR 
Author(s) (Year of publication:Page number) 

Regarding a qualitative research approach, Alpaslan (2010:48) points out that researchers 
“need to provide storylines or direct quotations from the transcribed interviews to highlight 
these themes and then provide appropriate literature to confirm and/or contrast the research 
findings”. 

References 

Author(s). Year of publication. Particulars of study guide (in italics). Place of 
publication: Name of educational institution.  

Alpaslan, AH. 2010. Social work research: a step-by-step guide on how to conduct your 
fourth-year research project and write the research report: only study guide for SCK410B. 
Pretoria: University of South Africa.  

 
 



SCKALLK/302/0/2018 
 

31 

b) Author unknown 

In-text reference 

(Code and study guide Year of publication:Page number) 

“A community profile is a formal report containing data about the community. It is the 
facilitator’s description and understanding of the people and their situation, based on 
interviews with individuals, groups and activities” (CSPC02J Only study guide 2010:32). 

OR 
Study guide and code (Year of publication: Page number) 

As explained in the Only study guide for CSPC02J (2010:32), a community profile is 
regarded as a formal report including data about the community and is the facilitator’s 
account and understanding of the people and their situation, based on interviews with 
individuals, groups and activities. 

References 

Cross-reference: 
Code and study guide, Year, see Educational institution. Department. Year.  

CSPC02J Only study guide, 2010, see Unisa. Department of Social Work. 2010.  

AND 
University. Department. Year of publication. Particulars of study guide (in italics). 
Place of publication. 

Unisa (University of South Africa). Department of Social Work. 2010. People-centred 
community facilitation: Only study guide for CSPCO2J. Pretoria. 

 
c) Use of the subject/module code in the text 

 

In-text reference 

Author known 
(Code and study guide Year of publication: Page number) 

It is emphasised that the ethical consideration of management of information must be read 
in conjunction with the section on anonymity/confidentiality (SCK410B only study guide 
2010:32).  

OR 
According to the SCK410B study guide (2010:32), it is emphasised that the ethical 
consideration of management of information must be read in conjunction with the section on 
anonymity/confidentiality.  

In-text reference 

Author unknown 
(Code and study guide Year of publication: Page number) 

“A theory is a value-based philosophy used to explain human behaviour” (CSPC01H study 
guide 2010:31). 

OR 
Code and study guide (Year of publication: Page number) 

In the CSPC01H study guide (2010:31), theory is described as “a value-based philosophy 
used to explain human behaviour”. 
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References 

Author known  
Cross-reference: 
Code and study guide, Year, see Author(s). Year.  

SCK410B study guide, 2010, see Alpaslan. 2010. 

AND 
Author(s). Year of publication. Particulars of study guide (in italics). Edition (if 
applicable). Place of publication: Name of educational institution. 

Alpaslan, AH. 2010. Social work research: only study guide for SCK410B. Revised edition. 
Pretoria: University of South Africa. 

References 

Author unknown 
Cross-reference: 

Subject/module code study guide, Year, see Educational institution. Department. 
Year. 
CSPC01H study guide, 2010, see Unisa. Department of Social Work. 2010. 

AND 
Educational institution. Department. Year of publication. Subject/module: Particulars 
of study guide (in italics). Place. 

Unisa (University of South Africa). Department of Social Work. 2010. Social work: only study 
guide for CSPC01H (People-centred community practice and facilitation). Pretoria.  

 

3.1.8 Conference proceedings/papers read at a conference 

Conference proceedings or papers read at a conference are referred to as follows in the text 

and in the reference list: 

3.1.8.1 Published conference proceedings 

In-text reference 

Speaker(s) (Year of publication:Page number) 

As postulated by De Jager and Alpaslan (2002:78), various media reports “attest to the rise 
of occult involvements amongst adolescents and the inability of service providers to 
intervene in a timely manner and effectively due to a lack of prompt identification, 
assessment and intervention strategies”. 

OR 
(Speaker(s) Year of publication:Page number) 

Increased involvement of adolescents in the occult is reported widely in the media as well as 
the inability of service providers to intervene promptly and effectively owing to the lack of 
strategies for timely identification, assessment and intervention (De Jager & Alpaslan 
2002:78). 

References 

Speaker(s). Year that conference proceedings were published. Title of presentation. 
Proceedings/abstracts of Name of conference, Days and month of conference, Place 
of publication: Publisher. 

De Jager, MS & Alpaslan, AH. 2002. Guidelines for the assessment of adolescents’ 
involvement in the occult: a social work perspective. Selected abstracts: Conference of the 
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International Association of Schools of Social Work, 15-18 July, Montpellier: Pairault 
Cassegrain. 

 
3.1.8.2 Unpublished conference proceedings  

In-text reference 

Speaker(s) (Year of conference:Page number) 

As pointed out by Lombard (2001:5, 8), “the professionalisation of an occupation also entails 
that the profession and its practitioners are statutorily regulated”. 

OR 
(Speaker(s) Year of conference:Page number) 

One of the requirements for the professionalisation of an occupation entails that the 
profession and its practitioners be statutorily regulated (Lombard 2001:5, 8). 
 

References 

Speaker(s). Year of conference. Title of presentation. Paper read at Name of 
conference, Day and month, Place where conference was held. Unpublished. 

Lombard, J. 2001. Establishing the Professional Board for Child and Youth Care – the next 
step in professionalising child and youth care. Paper read at the 13th Biennial Conference of 
the NACCW, 4 July, Port Elizabeth. Unpublished. 

 

3.2 Non-print format 

The in-text references and reference sources in non-print format discussed below are 

personal communications, radio and television programmes and internal documents. 
 

3.2.1 Personal communications 

Personal communications are referred to as follows in the text and in the reference list: 

3.2.1.1 Interviews (personal/telephonic)  

In-text reference 

Interviewee's name (Year of the interview) 

In this regard Dr Sibongile Sibanda (2011), Director of FAMSA, Pretoria stated the following: 
“As with all projects of this kind, the goal is to provide those in need with the knowledge, 
tools and life skills to eventually improve themselves to become self-sufficient in the long 
run.”  

OR 
(Interviewee’s name Year of the interview) 
The goal in this instance, as with all projects of this kind, “is to provide those in need with the 
knowledge, tools and life skills to eventually improve themselves to become self-sufficient in 
the long run” (Sibanda 2011). 

References 

Surname and initials, Position (if applicable). Year. Interview with researcher/author. 
Day and month of interview, Place of interview. Sibanda, S, Director FAMSA. 2011. 
Interview with researcher/author. 20 September, Pretoria. 
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3.2.1.2 Letters 

In-text reference 

Letter writer’s name (Year in which letter was written) 

In response to this question, Mhlongo (2011) agreed with the view that … 

OR 
(Letter writer’s name Year in which letter was written) 

According to feedback received, these changes could be perceived almost immediately, and 
participants reacted positively to the project (Mokoena 2011). 

References 

Surname and initials of author. Year. Letter to the addressee from particulars of 
author. Day and month. (Where copy can be obtained, if not in author’s possession). 

Mhlongo, S. 2011. Letter to the researcher/author from Ms P Mhlongo, a social worker 
working with the elderly in Atteridgeville, Pretoria. 20 September.  

OR 
Mokoena, F. 2011. Letter to the Head, Department of Social Work, Unisa, from Mr F 
Mokoena, Director, Centre for Development Support, Polokwane, 1 June. (Letter in records 
of Department of Social Work, Unisa.) 

 
Note: 
As an unpublished letter is generally not regarded as a reliable source, it should be used 

only when there is absolutely no other alternative. Indicate where a copy of the letter can be 

obtained if the reader needs to trace it, and verify the information.  

 

3.2.2 Radio and television programmes 

Radio and television programmes are referred to as follows in the text and in the reference 
list: 

In-text reference 

Programme (Station/channel Year or broadcast)  

Consistent with the above, it was pointed out in the TV programme Carte Blanche (M-Net 
2011) that … 

OR 
(Programme Year of broadcast) 

It was broadcast on the eight o’clock news (Radio 702 2011) that … 

References 

Station/channel. Year. Title of programme (in italics). [Format of programme]. Day and 
month of broadcast. 

M-Net. 2011. Carte Blanche [TV programme]. 3 August. 

OR 
Radio 702. 2011. Eight O’clock News. [Radio programme]. 9 September.  

 



SCKALLK/302/0/2018 
 

35 

3.2.3 Internal documents 

Internal documents are referred to as follows in the text and in the reference list:  

In-text reference 

Organisation/department or its abbreviation (Year in which it was written:Page 
number if applicable) 

The South African Council for Social Service Professions (2002:5) states that the imbalance, 
inequity and discrepancies in the remuneration of professionals in the social service 
profession are of great concern.  

OR 
(Organisation/department abbreviation Year in which it was written:Page number if 
applicable) 

As the document is intended as a guideline, it should have been duplicated and distributed 
to all stakeholders and interested parties for implementation (SACSSP 2002:2). 

References 

Name of organisation, department, company etc. Year in which it was written. 
Heading of document. Day and month. Internal document. 

South African Council for Social Service Professions. 2002. Executive summary: Guideline 
document for the remuneration, service conditions and human resource management in the 
social service professions. 14 June. Internal document. 

AND 
Cross-reference if abbreviation of organisation/department’s name is used: 

Abbreviation of organisation/department’s name, Year in which it was written, see 
Organisation/department’s full name. Year in which it was written. 

SACSSP, 2002, see South African Council for Social Service Professions. 2002. 

 

3.3 The internet 

First we give you some general notes on the internet and utilising its reference sources in 

research, followed by the format for in-text references and reference list entries of internet 

documents, journals and periodical articles, government publications, dictionaries and 

encyclopaedias, conference proceedings and papers read at a conference, and e-mails. 

Note that apart from reference sources only to be found on the internet, many printed 

publications used as sources can also be found on the internet.  

The format for in-text references from the internet and how they are listed in the reference 

list differ from their printed duplicates. See the guidelines and examples below. 

3.3.1 General 

Take cognisance of the increasing importance of the internet not only as a general source of 

references, but also as a significant source of references in academic studies and research. 
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The way of presenting in-text references of internet sources and their entry in the reference 

list is very similar to that used in the case of printed sources. However, note the following 

differences: 

 Author: The name of the author of the writing consulted is included as for a book or a 

journal article. If the name of the author is unknown, the title of the piece of writing is 

used as for an article in a journal where the author’s name is unknown. To establish the 

responsible author, it may help to check whether the source is from an individual’s home 

page, a subdivision of an institution or an institution’s web page by looking at the address 

(uniform resource locator, or URL).  

 Date of publication: The date of publication is often absent. The year in which the site 

was created or the date on which the site was last updated can be used. If you cannot 

find this, you can use the copyright date preceded by a "c" (for example c2010). If no 

year of publication is available, the abbreviation [sa] can be inserted in square brackets 

(see 3.1.1.17). The date on which the web page was viewed, downloaded or published is 

not used here (this is provided at the end of the entry in the list of references). 

 Page numbers: There are seldom page numbers as text is scrolled, so usually no page 

numbers will be recorded. 

 Title: The title of the piece of writing consulted is indicated as for a book. 

 Organisation responsible for the site: The “publisher” of an internet site is the 

organisation that maintains the site and takes responsibility for the information on the 

site. As there is seldom a publisher, the web address (URL) replaces the place of 

publication and the name of the publisher. 

 Internet address: To find the same page consulted on the internet, the URL must be 

included in the particulars of the source in the references. The URL is not included in the 

in-text reference. As far as possible, refer to the specific web page consulted and not to 

the entire website. Pay meticulous attention to spelling, use of capital letters, punctuation 

and spacing in internet addresses, as one mistake may prevent subsequent access to 

the source by readers of your work. Do not use a full stop after the URL, since a full stop 

has a particular meaning in computer programming language. URLs can be very long, 

but the rule is to provide the address of the particular page cited, even if it is very long. If 

necessary, start the URL on a new line. At a line ending, a URL can be split only after a 

forward slash, full stop or hyphen. 

 Date of access: Addresses on the internet may change and information may be added 

or withdrawn at any time. Therefore, apart from including the address visited, also 

include the exact date (day, month, and year) when you accessed and viewed it. Indicate 
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the date on which the site was consulted in brackets as follows: (Accessed on 

06/05/2016). 

 
It is essential to print a hard copy of the internet source and to keep it, should it be required at 

a later stage. This will ensure that factual information related to references cannot be 

contested afterwards. This could also be used to ensure correct recording of the sources in 

the reference list. Keeping hard copies of sources is also required because web pages are 

updated on a regular basis, with their information being adapted and changed from time to 

time. Web pages could also be removed or their addresses changed; they may be available 

for only a short time; or certain information may be available only to paying subscribers. 

Therefore the information referred to on the internet is considered less reliable than in the 

case of printed (more permanent) sources. We advise you also to consult the original 

sources on which the information on the internet is based. 
 

3.3.2 Internet documents 

Information obtained from the internet is referred to as follows in the text and in the reference 

list:  

3.3.2.1 Internet document with known author 

In-text reference 

Author(s) (Year of publication)  

According to Ferguson (2005), developing a library research strategy is required in this 
regard. 

OR 
(Author Year of publication) 

For this purpose developing a library research strategy is required (Ferguson 2005). 

References 

Author(s). Year of publication. Title of written piece (in italics). Internet address 
(Accessed on day/month/year).  

Ferguson, J. 2005. Developing a library research strategy. http://www.lib.unca. M 
edu/library/lr/resstrat.html (Accessed on 28/06/2008).  

 

3.3.2.2 Internet document with unknown author 

In-text reference 

(Title of written piece (in italics) Year of publication)  

Personalising one’s details is emphasised (The art of personalisation 2005). 

References 

Title of written piece (in italics). Year of publication. Internet address (Accessed on 
day/month/year). 
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The art of personalisation. 2005. www.oracle.com (Accessed on 30/08/2005).   

 
3.3.2.3 Internet document with corporate author 

In-text reference 

Corporate author(s) (Year of publication)  

According to Stylusinc (2007), personalising your website entails … 

OR 
(Corporate author(s) Year of publication) 

… forms part of personalising your website (Stylusinc 2007). 

References 

Corporate author(s). Year of publication. Title of written piece (in italics). Internet 
address (Accessed on day/month/year). 

Stylusinc. 2005. Personalize your website. www. stylusinc.com (Accessed on 04/10/2007).   

3.3.2.4 Internet document with unknown year of publication 

In-text reference 

Author(s) ([sa])  

According to Witten, Don and Dewsnip ([sa]), accessing relevant social work text in a digital 
library is fairly easy. 

OR 
(Author(s) [sa]) 

Accessing relevant social work text in a digital library is fairly easy (Witten, Don & Dewsnip 
[sa]). 

References 

Author(s). [Sa]. Title of written piece (in italics). Internet address (Accessed on 
day/month/year). 

Witten, H, Don, J & Dewsnip, M. [Sa]. Text mining in a digital library. http://greenstone.org 
(Accessed on 10/10/2007).   

 
Note: 
The abbreviation [sa] indicates that no date of publication could be established. 

3.3.3 Journals/periodicals 

Journal and periodical articles on the internet are referred to as follows in the text and in the 

reference list: 

In-text reference 

(Author(s) Year of publication:Page number) 

“The article explores Arab social work students’ perception of receiving education in English 
in a fourth-year Social Work Practice course presented by a Western, English-speaking 
social work faculty” (Holtzhausen 2011:267). 

OR 
Author(s) (Year of publication:Page number) 

The focus of the study by Holtzhausen (2011:267) is the perceptions of Arab social work 

http://www.oracle.com/
http://www.stylusinc.com/
http://greenstone.org/
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students of the fourth-year Social Work Practice course presented to them at a Western, 
English-speaking social work faculty. 

References 

Author(s). Year of publication. Title of article. Name of periodical/journal (in italics) 
volume number(Issue number) (or day, week, month as applicable): Page numbers of 
article. Internet address (Accessed on day/month/year). 

Holtzhausen, L. 2011. ‘I am an Arab, but I live in an English world’: teaching social work in 
the United Arab Emirates. Journal of Social Work, July.  
http://jsw.sagepub.com/content/11/3/268.abstract (Accessed on 26/08/2011).   

 

3.3.4 Government publications on the internet 

Government publications on the internet are referred to as follows in the text and in the 

reference list: 

3.3.4.1 Constitution note: 

In-text reference 

Constitution (Country Year of publication: section number) 

The Constitution (South Africa 1996: section 32(1)) awards the right of access to 
government information to every citizen.  

References 

Country. Year of publication. Title, Year of Constitution. Internet address (Accessed 
on day/month/year).  
 
South Africa. 1996. The Constitution of the Republic of South Africa, 1996. 
http://www.info.gov.za/documents/constitution/1996/index.htm (Accessed on 27/08/2011). 

 
Note: 

 The names of Acts are not italicised even though, strictly speaking, the Acts have been 

published. 
 

3.3.4.2 Other Acts (laws) 

In-text reference 

Title, number and year of Act (Country Year of publication: section number). 

In terms of the Children’s Act 38 of 2005 (South Africa 2006: section 1), a street child is a 
child who  

 “because of abuse, neglect, poverty, community upheaval or any other reason, has left 
his or her home, family or community and lives, begs or works on the streets”; or 

 “because of inadequate care, begs or works on the streets but returns home at night”.  

References 

Country. Year of publication. Title, number and year of Act. Internet address 
(Accessed on day/month/year). 
 
South Africa. 2006. Children’s Act 38 of 2005. 
http://www.acts.co.za/children_s_act_2005/index.htm (Accessed on 27/08/2011). 

 
 

http://jsw.sagepub.com/content/11/3/268.abstract
http://www.info.gov.za/documents/constitution/1996/index.htm
http://www.acts.co.za/children_s_act_2005/index.htm
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Note:  

 Section and subsection numbers are given in the in-text reference. 

 The names of Acts are not italicised even though, strictly speaking, the Acts have been 

published.  

3.3.4.3 Regulations 

In-text reference 

(Title of regulations. Year of publication: Regulation number) 

“No person may call him- or herself an occupational social worker without having registered 
a speciality in occupational social work with the Council” (Regulations relating to the 
registration of a speciality in occupational social work, 2010: regulation 5(2)). 

References 

Cross-reference: 
Partial or full title of regulation, see Country. Year of publication. 

Regulations relating to the registration …, see South Africa. 2010. 

AND 
Country. Year of publication. Full title of regulations. (Government Notice number and 
year). Internet address (Accessed on day/month/year). 
South Africa. 2010. Regulations relating to the registration of a speciality in occupational 
social work. (Government Notice No R15 of 2010).  
http://us-cdn.creamermedia.co.za/assets/articles/attachments/25893_r_15.pdf  
(Accessed on 27/08/2011). 

Note:  

 Regulation numbers are given in the in-text reference. 

 The names of regulations are not italicised even though, strictly speaking, the regulations 

have been published. 

3.3.4.4 Discussion documents/Green Papers/White Papers 

In-text reference 

Title of document (Year of publication)  

According to the White Paper for Social Welfare (1997), “an accreditation system was to be 
developed where necessary for all categories of welfare personnel”. 

OR 
(Title of document Year of publication) 

As prescribed, “an accreditation system was to be developed where necessary for all 
categories of welfare personnel (White Paper for Social Welfare 1997). 

References 

Cross-reference: 
Name of document, Year, see Country. Department. Year. 

White Paper for Social Welfare, 1997, see South Africa. Department of Welfare. 1997. 

AND 
Country. Department. Year of publication. Name of document. Internet address 
(Accessed on day/month/year). 

South Africa. Department of Welfare. 1997. White Paper for Social Welfare: principles, 
guidelines, recommendations, proposed policies and programmes for developmental social 

http://us-cdn.creamermedia.co.za/assets/articles/attachments/25893_r_15.pdf
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welfare in South Africa. http://www.info.gov.za/view/DownloadFileAction?id=127937 
(Accessed on 27/08/2011). 

Note:  
The names of discussion documents/White Papers/Green Papers are not italicised even 

though, strictly speaking, these documents have been published. 

3.3.4.5 Commissions of inquiry 

In-text reference 

(Author(s)/Commission Year:Page number)  

“[T]he Committee concluded that a belief in witchcraft was still widely prevalent in certain 
rural areas of South Africa” (Truth and Reconciliation Commission 2003:40). 

OR 
Author(s)/Commission (Year:Page number) 

According to the Truth and Reconciliation Commission (2003:40), “a belief in witchcraft was 
still widely prevalent in certain rural areas of South Africa”. 

References 

Author(s)/Commission. Year. Title of written piece (in italics). Internet address 
(Accessed on day/month/year). 

Truth and Reconciliation Commission of South Africa. 2003. Truth and Reconciliation 
Commission of South Africa report. http://www.info.gov.za/otherdocs/2003/trc/1_3.pdf 
(Accessed on 27/08/2011).  

 

3.3.5 Dictionaries and encyclopaedias 

Dictionaries and encyclopaedias on the internet are referred to as follows in the text and in 

the reference list: 

3.3.5.1 Dictionary/encyclopaedia with specific author(s)/compiler(s) 

In-text reference 

(Author(s)/compiler(s) Year of publication, sv “word/concept”) 

An activist is defined as an “individual who works to bring about social change” (Barker 
2003, sv “activist”).  

References 

Author(s)/compiler(s). Year of publication. Title (in italics). Edition if applicable. 
Internet address (Accessed on day/month/year).    

Barker, RL. 2003. Social work dictionary. 5th edition. http://www.amazon.com/Social-Work-
Dictionary-Robert-Barker/dp/ 0871012987#reader_0871012987 (Accessed on 27/08/2011). 

 
Note: 
The abbreviation “sv” stands for sub verbo, which means “under the word”, i.e. the word 
consulted in the dictionary. 
 

http://www.info.gov.za/view/DownloadFileAction?id=127937
http://www.amazon.com/Social-Work-Dictionary-Robert-Barker/dp/
http://www.amazon.com/Social-Work-Dictionary-Robert-Barker/dp/
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3.3.5.2 Dictionary/encyclopaedia known by its title or accepted abbreviation 

In-text reference 

(Title or accepted abbreviation of dictionary/encyclopaedia Year of publication, sv 
“word/concept”) 

An addendum refers to something to be added, an appendix or an addition (OED 2011, sv 
“addendum”). 

References 

Cross-reference: 
Title or accepted abbreviation of dictionary/encyclopaedia, Year of publication, see 
Full title of dictionary/encyclopaedia. Year.    

OED, 2011, see Oxford English dictionary. 2011. 

AND 
Title (in italics). Year of publication. Edition, if applicable. Sv “word/concept”. Internet 
address (Accessed on day/month/year). 
 

Oxford English dictionary. 2011. Sv “addendum”. http://www.oed.com/ (Accessed on 
27/08/2011). 

 
Note: 

 A dictionary or encyclopaedia that is known by its title or a recognised abbreviation of the 

name and not by its editor's name is referenced by using the title or the abbreviation, as 

applicable. 

 The abbreviation “sv” stands for sub verbo, which means “under the word”, i.e. the word 

consulted in the dictionary. 

 
3.3.5.3 Dictionary/encyclopaedia known by its original author/compiler’s name 

In-text reference 

Original author/compiler’s name as in title of dictionary/encyclopaedia (Year of 
publication, sv “word/concept”) 

According to Webster’s dictionary (2011, sv “sour person”), the expression “sour person” 
refers to an unpleasant or unfriendly person.  

OR 
According to Collins (2008, sv “social contract”), a social contract is an agreement among 
individuals forfeiting some of their individual liberties for greater security. 

References 

Cross-reference: 

Original author/compiler’s name or accepted abbreviation of dictionary/ 
encyclopaedia, Year of publication, see Title of dictionary/ encyclopaedia. Year of 
publication. 

Webster’s, 2011, see Merriam-Webster's learner's dictionary. 2011. 

AND 
Full title of dictionary/encyclopaedia (in italics). Year of publication. Sv 
“word/concept”. Internet address (Accessed on day/month/year). 

Merriam-Webster's learner's dictionary. 2011. Sv “sour person. http://www.learners 
dictionary.com/lwod.php (Accessed on 27/08/2013). 

OR 

http://www.learnersdictionary.com/
http://www.learnersdictionary.com/
http://www/
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Cross-reference: 
Original author/compiler’s name or accepted abbreviation of dictionary/ 
encyclopaedia, Year of publication, see Title of dictionary/encyclopaedia. Year of 
publication. 
Collins, 2008, see Collins online dictionary. 2008. 

AND 
Full title of dictionary/encyclopaedia (in italics). Year of publication. Sv 
“word/concept”. Internet address (Accessed on day/month/year). 
Collins online dictionary. 2008. Sv “social contract”. http://dictionary.reverso.net/ (Accessed 
on 27/08/2011). 

 
Note: 

 A dictionary or encyclopaedia that is known by the name of its original 

author/compiler/editor's name is referenced by that name. 

 The abbreviation "sv" stands for sub verbo, which means "under the word", i.e. the word 

consulted in the dictionary 

 

3.3.6 Conference proceedings/papers read at a conference 

Conference proceedings/papers read at a conference recorded on the internet are referred to 

as follows in the text and in the reference list: 

In-text reference 

Speaker(s) (Year:Page number)  

According to Chen (2002:54), crime mapping and mining in this regard refers to … 
OR 

(Speaker(s) Year:Page number)  

… crime mapping and mining (Chen 2002:54). 

References 

Speaker(s). Year of conference. Title of presentation. Proceedings/Abstracts of 
Name of conference (in italics), day and month of conference. [Format]. Place: 
Publisher. 

Chen, H. 2002. From digital library to digital government: a case study in crime mapping 
and mining.  People, Knowledge and Technology: Proceedings of 5th International 
Conference on Asian Digital Libraries, 4–11 December. [Digital]. Germany: Springer. 

 

3.3.7 E-mails 

Information received via e-mail is referred to as follows in the text and in the reference 

list: 

In-text reference 

Author (Year)  

… as pointed out by Jones (2011) in her e-mail message. 
OR 

(Author Year) 

Accessing relevant social work text in a digital library is fairly easy (Jones 2011). 

http://dictionary/
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References 

Author. (e-mail address). Year. Title of e-mail message (not in italics) [e-mail]. Private 
e-mail message to Name of receiver (Day month year). 

Jones, M. (jonesm@absamail.co.za). 2011. Benefits to the aged [e-mail]. Private e-mail 
message to P Brown (2 June 2011). 

 
Note: 
E-mail communication is not regarded as a reliable source, since no one can access it later 

and verify the information contained in it. If referring to information in an e-mail message, a 

hard copy of the message should be printed and kept as a reference if necessary. 

 

We wish you everything of the best in finalising your research assignment, 

dissertation and thesis. 

mailto:jonesm@absamail.co.za
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