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Transcript 
Donna Watson: Welcome to this session on Introduction to Referencing and avoiding plagiarism. My name's Donna Watson. I'm one of the knowledge managers within NHS Education for Scotland, working in the Knowledge Management and Discovery team and my background. I've worked in health for many years as a clinician initially but then the last 14/15 years as a health librarian and I'm joined this morning by my colleague Alan who will introduce himself.

Alan Gillies: Hi I'm Alan Gillies and I work with Donna and the knowledge services team and I'm a knowledge manager and my role is to help NES staff and be more evidence based in their practise. So and that involves literature searches, evidence, synthesis and summaries and I produce a bulletin as well for people on on education training of healthcare staff, that's me.

Donna Watson: That's brilliant. So yeah, this session today what I thought we'd cover is what is referencing and plagiarism and why is it important. A bit about the terminology and mention referencing styles, a few hints and tips to remember when writing and also just to introduce you to reference management software. 

There's a session this afternoon on refworks which you get access to, so for more details. That's there, but I will. I thought it was a good idea to start. Give you an introduction to it. 

So what is plagiarism? A word that I have great difficulty spelling half the time, and this was from the Oxford English Dictionary and I thought it was quite a nice way to summarise it. It is the action or practise of taking someone else's work or ideas and passing it off as one's own, basically copying, um, literary theft, sounded quite quite worrying. But I think that kind of encompasses what it is. It's copying somebody's work, and there's various ways that that can happen. So you might plagiarise if when you're doing a piece of work, and this could be an assignment for a course, it could be a report, it could be a piece of research. Um, but you could miss out the citation and justice accidentally, inadvertently not put it in. Or you might give an inaccurate citation. You might place the citation in the wrong part of the text, which means that people can't really join up the idea with who's who formulated it in the 1st place. You may paraphrase or summarise poorly, and we will look at that in a little bit more detail. But basically sometimes people do it by not, yeah, they change a couple of words and don't really take the information, think about it, digest it, and then in their own words reproduce it. You know, they'll change them and to other and things like that. Or they may just not attribute it at all and just not put anything in because they think it's not important. So there's various ways, and you can do it inadvertently, and some people do it, um, deliberately. So that tells you what it is. 

But there are things that you can actually do in order to use other people's ideas and paraphrase and summarise here. And as I say, there's there's a bit people get sometimes confused about these. And paraphrasing is where you convey other people's work in your own words, usually to pull out a point and give clarity about it. It invariably can be the same size as what you're actually paraphrasing, It doesn't necessarily shorten it. Whereas if you summarise something, you're pulling out the main points only, and again giving an overview in your own words and usually a summary. If you summarise something, it is a bit shorter. You can quote and use someone else's exact words you're it's recommended. If you're doing a short quote, maybe up to three lines, then it can be in the body of the text with quotation marks around it. If it's a longer quote, you would usually set it aside with no quotation marks around it and it will be sort of like separate from in between paragraphs. You can reuse someone else's figures, tables or structure as long as that it states that you can. In regards to that, occasionally I have come across tables or diagrams that say do not reproduce but but all of these you must always acknowledge where you've got this and keep within copyright. And that's where I'm saying if it's an image or a table that specifically says do not use this, then you know they are prohibiting you and you would need to find something else or at least just allude to it. So always make sure whatever you do, you put in a citation, a reference, in order to make sure people know where it came from. 

So paraphrasing and summarising this was an example, just to kind of give an idea of of how you might change things. So an original piece might say, placed high above the city of Edinburgh, the historic Edinburgh Castle gives visitors panoramic views. The castle holds a magnificent Scottish Crown Jewels as the top attraction to visit when in Scotland. 

If I was paraphrasing it I might change it thinking about what it's saying and say. Any trip to Edinburgh should include a visit to the castle. You can enjoy seeing, the Scottish Grand Jewels as well as a bird's eye view of the city. So it's conveying the same but it's actually changed it and it's far more a tone that I would use and fit would fit in with the work that I was doing. 

A summary could be Edinburgh Castle stands over the city of Edinburgh and is home to the Scottish Crown Jewels. So it's a little bit shorter. But I had to think about it, think what points were important to me, what points I wanted to clarify and put it in my own words if I wanted to do that. And I did make that up so it's all three mine, so hence the reason there is not a citation there. 

So moving on to references and citation, I think it's important to recognise why it's why there. It is an important thing to do, and not just for the reader but also for you as an author, but as I say, of an assignment and a piece of work, a body of evidence, because it shows people what you've read, it shows people where you have got the evidence base. So it's demonstrating that you have done due diligence and that you've actually done some research and you've looked at the things. It directs the reader to the source so that they can follow that path, demonstrates the evidence base you've used and how you have drawn your arguments, conclusions so it can help them follow your thoughts and train and it  acknowledges other people's work if you give the appropriate attribution. And I think that it's kind of paying forward because if you were to produce a document of any sort and people use parts of it and never attributed it, you know the value of that kind of gets lost. So it's nice that if you value other people's work and have used sections of it, if you attribute, then hopefully paying forward people will do the same for you. So it's very much can help you decide, um, you know, highlight the work that you've put in to actually get to where you're going. And you have a responsibility within all this to accurately present fully document and site and to avoid that plagiarism. So by good referencing you avoid plagiarism. A tip here is that to collect all the necessary information at the time you access any resources. Um, it makes things much easier because three months down the line, if you're doing a big piece of work, you will never remember what where you got a particular word or phrase. So keep lots of notes. Different people do it different ways. It can be on a piece of paper, it can be handwritten, It can be on a Word document, an Excel spreadsheet or reference management software. Doesn't matter how you wish to do it. Whatever suits you. Just do it. And as it says there, it links your research to the reading and work you've used. So it kind of works for you as the author and also the reader. 

Bit about terminology here, because often even I'm doing it in this this talk, that reference and citation are used interchangeably. There is I think a a difference, but they are often used and I think as long as you realise that it it that that happens. A citation is something that appears in the text to note the information you're commenting on. And the first example there with the blue highlighted is a sentence and there's made-up sentence. These are all made-up then um, but it has within the text. It tells you this idea was was created by these people and it's in the body of the text. 

The reference is actually in the full bibliographic information at the end, so it would be the list at the end as the reference list. But as I say, they used interchangeably. So if you hear citation management or reference management, it's it's very similar things. Another thing is reference list versus bibliography. The reference list states the works that you've cited in the text, and a bibliography is usually a list of all the sources you've consulted, and so there might be things that you've not actually used phrases or comments from have helped to build the body of work. 

Now, different referencing styles, which we'll move on to have different requirements as to whether it has to have a bibliography, whether it doesn't, whether it has to have a reference list. Different pieces of work to. So whatever piece of work you're doing, just check what you are required to do and whatever you do, just be consistent throughout the piece of work. Because certainly if it's like an assignment, one of the things that annoys tutors is that it's inconsistency. It makes it difficult to read if people haven't got their referencing nice and accurate. And a bit about styles here there are I I was in RefWorks yesterday and apparently there's something like 6624 referencing styles in RefWorks, which is quite a lot, but they mainly talk all into two beds. One is the author, date, style and essentially you add the author and date and the text. And an example of that style is Harvard. There are various versions of Harvard and the reference list. The references are listed alphabetically at the end of the paper. So um, it it follows the alphabet as opposed to the other system, which is the numeric system. And an example of that is Vancouver, where a little number appears in the text, usually a small one at the end of the sentence that's related to and the references are listed as they appear in the text. So number one, yeah, if there was a third sentence then it looked back on the work of number 1 number 1 would come come again. But as they appear in the text, they go through, so you'll see different styles. If a piece of work you're doing, check what style you've to use beforehand, because it we have come across people who were doing all the referencing one way and they actually needed a slightly different style and it causes lots of anguish at the end. So just some that I am looked at in the knowledge network, you can copy the citations in different styles and these are the four four different styles and they look very similar, but they actually are slightly different in the way they're constructed. Some, for instance APA at the bottom the year is after the authors other ones it's at the end. Some of them have just slightly different ways of doing it. So although even if they look very similar, there can be some differences and it is advisable to get to know your style, um, so that you you know what you're doing right from the off. So check your style, know what you've got to do. If it's part of an assignment for an institution like a university or a college course, they should be able to tell you and they should have guides and examples that you can follow. I'm not sure Alan question for you. Does NES have a style that they use?
 
Alan Gillies: It does not. It has been discussed many times, but it it's to it, the conclusion is it would be too difficult to enforce and it would be unfair because different disciplines have different common styles. So medicine might be completely different from psychology in in what's expected in in their own publications. And if you then go to publish in a journal, every journal has a different style. So yeah, like you say at the bottom there, the answer is be consistent whichever style you use. 

Donna Watson: Yeah, no, that's good. I suddenly thought, I don't know whether NES do have a style, but you can always if it's for a board publication, uh, within your area, you can always check with the comms team if they have a particular style, or look at what's been used previously in previous reports and and follow that format. Have some good examples. Usually you would need a report, a journal article, a book, maybe even a book chapter. Have some examples ready that you can actually follow. It's like a formula that you can make up. Ensure you don't miss any, including images and tables. Quite often images and tables have forgotten, um, so it is important to make sure that you do reference where these have come from. As I said earlier, take notes as you go along because people forget it's really easy to do. If you're doing a large piece of work, consider using reference management software. Now I do have a caveat about reference management software. Practise using it. Do not start using it the day before you have to hand in a piece of work or what have you. Practise using it so that you can get used to it and that takes a little bit of time building that time. And yeah, as Alan said be consistent. 

And yeah, it was a really good point about different journals have different styles that they wish you to use and many have their own in house styles. But they should be able. If you are publishing an article, the journal that you choose should be able to provide you with that information. Um, so that you can actually be prepared prepare the manuscript. 

So about reference management software, I think it can help you in many ways. Um, it can remind you of what you have read. If this you're going along, you're inputting the stuff into it or exporting the stuff into it, then there's a whole list there so it can help aid you remember what's actually there and just because you're using it reminds you it's got the word in it referencing. I need to reference, I need to make sure that it's done. It can make it easier. You can use them in various ways, but the way it can make it easier is that many of them have a plugins for Word or Google Docs or something like that. That will allow a little button to appear on your Word documents and will link you to the software, and will allow you to automatically input, uh, the references just by choosing them. Um, there's various ones out there that you can use and each of them work slightly differently, but that's why I'm saying it can. You need to practise and if you've got a good reference in the system it can mean that you're not getting it wrong as you know, changing it as you you're writing. And there's my note about needing to practise because I have had very stressed people who are just about wanting to hand in and suddenly they start using it. Don't do that. Practise before you do it. 

The one that NHS Scotland gives you access to free of charge is RefWorks. You do need an open Athens account in order to access it. We've just moved on to a new version. Um, but the link to it is on the home page of the Knowledge network. Refworks is in there. It's under the databases section and I do have a screenshot of it and this is a screen shot  I did yesterday and many of the databases we use will allow you to bulk export into it. There are limits on some databases, how many, but it's usually more than most people would need. Or you can add them manually into it and it allows you to collect them all together. You can put them into folders, you can give them tags, you can add notes onto them, and I think although this afternoon I'll find out, you can usually maybe add the PDF of the actual article, other ones are available. Uh, you do get free web versions of several other ones such as Endnote, Web, Mendeley or Zotero. They all work slightly differently. As I say, the one that you have full access to is refworks through the knowledge network. It's well used across many institutions, but if you don't like RefWorks. You could look at some of the others if it's a free version. Usually there's limited storage and there's less functionality, whereas obviously you would have a little bit more, but you can explore the others. Some people like Zotero  cause it's open. Uh, like community done. Ohh, I can't remember what the term is, Alan. Is it  open source? I think it is.

Alan Gillies:  Open source is it.  Yes. And can I add another benefit of referencing software, which for me if you're publishing an article is is the best one because I had the experience of of being involved in an article that had its references produced not in in any reference management software. It's all done manually. And then of course you submit to a journal and they say no, the referencing has to be done in this style. You then have to go through and do it all manually in in a reference management software package. You can do it at the Press of a button. Change from APA to AMA at the press of a button and you then get rejected by that journal and you go off to another journal and they've got another one again. Again, it's the Press of a button in the reference management software to update the references. You of course have to check it, make sure the necessary information is is is there, and again the reference management software can help you with that. You can set it to highlight missing data. So if you're missing an edition from a book, I'll say it should have edition here and you have to go look up which edition? And so on. So yeah, let's see for me, if you're publishing an article that is the one of the major strengths of, of the software. 

Donna Watson: Yeah, yeah, I forgot about that. Yes, yes, it it is. It's very easy to change and you can, when you get very skilled, make your own, um, actual one up, if that's what you wanted. You can edit them and make up your favourites and things like that. So it does have quite a lot of functionality, Help and support. We do have referencing pages on Turas Learn.  You will get a copy of these slides after the talk, so you will be able to click on the links within it. We've got a refworks guide that's available online. There's information about literature searching, etc on the information skills pages of the Knowledge Network. Now if you have any queries or issues accessing it, then there's always the Knowledge Services help desk which is kind of the catch all for everything.
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