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IB learner profile

The aim of all IB programmes is to develop internationally minded people who, recognizing their
common humanity and shared guardianship of the planet, help to create a better and more peaceful world.

As IB learners we strive to be:
INQUIRERS

We nurture our curiosity, developing skills for inquiry and
research. We know how to learn independently and with others.
We learn with enthusiasm and sustain our love of learning
throughout life.

KNOWLEDGEABLE

We develop and use conceptual understanding, exploring
knowledge across a range of disciplines. We engage with issues
and ideas that have local and global significance.

THINKERS

We use critical and creative thinking skills to analyse and take
responsible action on complex problems. We exercise initiative in
making reasoned, ethical decisions.

COMMUNICATORS

We express ourselves confidently and creatively in more than
one language and in many ways. We collaborate effectively,
listening carefully to the perspectives of other individuals and
groups.

PRINCIPLED

We act with integrity and honesty, with a strong sense of fairness
and justice, and with respect for the dignity and rights of people
everywhere. We take responsibility for our actions and their
consequences.

OPEN-MINDED

We critically appreciate our own cultures and personal histories, as
well as the values and traditions of others. We seek and evaluate a
range of points of view, and we are willing to grow from the
experience.

CARING

We show empathy, compassion and respect. We have a
commitment to service, and we act to make a positive difference
in the lives of others and in the world around us.

RISK-TAKERS

We approach uncertainty with forethought and determination;
we work independently and cooperatively to explore new ideas
and innovative strategies. We are resourceful and resilient in the
face of challenges and change.

BALANCED

We understand the importance of balancing different aspects of
our lives—intellectual, physical, and emotional—to achieve
well-being for ourselves and others. We recognize our interdependence
with other people and with the world in which we live.

REFLECTIVE

We thoughtfully consider the world and our own ideas and
experience. We work to understand our strengths and weaknesses
in order to support our learning and personal development.

The IB learner profile represents 10 attributes valued by IB World Schools. We believe these attributes, and others like
them, can help individuals and groups become responsible members of local, national and global communities.
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Introduction

In the International Baccalaureate (IB) community we produce different types of documents and other
forms of work, some of which rely on resources by other people. Following good academic practice, it is
expected that we appropriately acknowledge any ideas, words, or work of other people.

This means that, when creating an authentic piece of work, we are expected to:

. undertake research on what is already known
. analyse the research in the context of the work to be produced
. compare and/or contrast existing knowledge against our own findings/thoughts/opinions

. synthesize and present the document in an appropriate way for the expected audience
. acknowledge all contributing sources appropriately.

The ways in which we can acknowledge contributing sources appropriately may vary according to the type
of work we produce. Sources are acknowledged differently in a press release or magazine article, in a piece of
fiction, in artwork or a musical performance, a slide presentation, film clip or radio broadcast. The important,
honest thing for us to do in these and other types of work is to acknowledge our sources and influences
in some way. In academic writing, and in any work presented for assessment, not only is it necessary to
acknowledge our sources appropriately, but it is regarded as important that the acknowledgments be made
using a consistent style. The use of a style guide helps us to ensure this consistency.

When we use other people’s words, work and ideas to support our own ideas, or to demonstrate divergent
opinion, it is essential that we indicate whose words and work we are using. Any reader would benefit from
seeing just how the other person’s work contributes to ours.

If we fail to show that we are using someone else’s words, work or ideas by not indicating that they originated
with someone else, then we mislead the reader. If we give the impression that these words or ideas are our
own when they are not, this is not good scholarship and, deliberate or unintentional, may be deemed as
academic misconduct.

Purpose of this document

The purpose of this publication is to guide members of the International Baccalaureate (IB) community in
understanding the IB’s expectations with regards to referencing the ideas, words, or work of other people
when producing an original document or piece of work.

This document provides guidance on referencing and demonstrates some of the differences between the
most widely used styles. Due to the wide range of subjects, multiple response languages and the diversity
of referencing styles, the IB does not prescribe or insist on a particular style. All examples provided in this
document are for illustration purposes only. The IB’s requirements are for honesty in indicating when and
which ideas and words are not the writer’s own, and consistency in referencing the source of those ideas
and words.
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Why cite

Proper citation is a key element in academic scholarship and intellectual exchange. When we cite we:

. show respect for the work of others

. help a reader to distinguish our work from the work of others who have contributed to our work
. give the reader the opportunity to check the validity of our use of other people’s work

. give the reader the opportunity to follow up our references, out of interest

. show and receive proper credit for our research process

. demonstrate that we are able to use reliable sources and critically assess them to support our work
. establish the credibility and authority of our knowledge and ideas
. demonstrate that we are able to draw our own conclusions

. share the blame (if we get it wrong).

2 Effective citing and referencing Jj



What to cite

As creators/authors, we are expected to acknowledge any materials or ideas that are not ours and that have
been used in any way, such as quotation, paraphrase or summary. The term “materials” means written, oral
or electronic products, and may include the following.

. Text . Artistic . Letters

. Visual . Lectures . Broadcasts
. Audio . Interviews . Maps

. Graphic . Conversations

Basic and common knowledge within a field or subject does not need to be acknowledged. However, if we
are in doubt whether the source material is common knowledge or not, we should cite!
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When to cite

When we acknowledge the use of materials or ideas that are not ours, the reader must be able to clearly
distinguish between our own words, illustrations, findings and ideas and the words and work of other
creators.

Style guides give us advice for documenting our sources in written work, but they are less helpful with
other formats and mediums. Nevertheless, we can be honest and we can be helpful to our audience(s)—for
assessment purposes, this is an expectation.

In written work, we should cite in the text where we have used an external source. The inclusion of a
reference in a bibliography (works cited/list of references) at the end of the paper is not enough. However,
for pieces of “creative” written work such as writing in the style of an author or genre, for which in-text
citation is not usually expected, creative ways of acknowledging the use of other people’s work may be
permissible. A bibliography or list of references is also expected.

In other forms of work (music, video, artistic pieces), we are expected to acknowledge use of external
sources appropriately.

In presentations we can provide our audience with a handout of our references, or list our sources on the
final slide(s).

During an oral presentation, we can acknowledge the sources we are using by the use of phrases, for
example, “As Gandhi put it ..."” or “According to ...". We can show a direct quotation by saying “Quote ...
Unquote” or by signalling with “rabbit’s ears” or “air quotes”. In a presentation supported by posters or
slides, we can include short or full references on the slides; if short references are made on the slides, then
we should again provide a full list of references on a handout or on the final slide(s).

We can include references or acknowledgments of other people’s work in the final credits of a film. A piece
of music can be accompanied by programme notes indicating influences and direct sources. Art on display
can be labelled or captioned.
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How to cite

When we cite, we should make clear what it is that we are citing. It must be clear to the reader just what
it is that we owe to someone else, and whether we have quoted exactly or have used our own words and
understanding of the original material.

. The reader must be able to distinguish clearly between our words/work and the words/work of others.

- Quotations—the exact words as used by others—are indicated either by quotation marks or by
displaying (indenting) the quotation.

- Paraphrase and summary of others’ work should similarly be distinguishable from our own
words and ideas.

. Use of a style guide ensures that our citations and references are recorded consistently.
. Choice of introductory or parenthetical citation is often a matter of readability, emphasis and authority.

As noted in the definitions below, the citation in the text links to a full reference that will enable the reader
to trace the exact material used.

The three main types of in-text citation are as follows.

1. Author

In-text citation is done by an introductory and/or parenthetical citation providing:

- the last name of the author, and

- page number(s) from which the quotation or paraphrase is taken, if applicable.
2. Author-date

In-text citation is done by an introductory and/or parenthetical citation providing:

- the last name of the author, and

- the year of publication from which the quotation or paraphrase is taken, and the page number,
if applicable.

3. Numbered footnote
In-text citation is done by:

- superscript note numbers that come after the referenced passage, and after the final punctuation
mark, if used, and

- corresponding footnotes placed at the bottom of their page of reference containing all reference
details from which the quotation or paraphrase is taken; when using a source for a second or
subsequent time, a shorter footnote reference is sufficient.

The following section provides examples on how to cite:

. printed sources

. non-printed electronic sources
. online video clips

. social media.

i.’ Effective citing and referencing 5



How to cite

Jpd-gl-ayi-ul
-Kysauoy-d1wapedy/z0/£10z/s9|14/s1adeduonisod/bio oqisbolq//:diy
“1aded uollsod g| g/ ay3 ul A3sauoy d1wappdy "z 1oz AINf °f ‘|josded

R ITEFEYEN|

"Xajdwod aiow

0s/D s1 asnsiw buibpinodua uj SUCHLIIUNWIWOI PIXIoMIdU pub Abojouy2a}
J0 3j01 Y3 pup 313DWI3|QOId d10W Ydnwi SI A|IS2UOYSIP Pa3dD SDY JUID3| D
Jay1aym buiuiwialap ‘saspl asay} uj ‘uoisnjjod 1o wstpibojd ybno.ayi yiom
,513Y10 JO 3SNSIW dAJOAUI SIDIA JSOW UI 9508 O3 dn spajaym saspd A}sauoysip
Jo uoipiodoud [|pwis AjaA1IDIa1 D WI0J SaYIDIq 1DI2QIIP IdAIMOH
*3|QD|IDAD AJIsDa 210w 21D SUOIISanb paydby pup ‘3iNida. 0} 13ISPa 21D
$101bu0sIadwi ‘'SuW00J] UOIIDUIWIDX3 O} Ul pa|bbnuus aq upd Sa2iAap J3)|pws
‘Abojouysa} uoIDIIUNWIWOD U] S)UWAOJaAIP JO 5sNDI3g “Jsauoysip bujaq
A11D3)2 31D 10)pUOSISAWI UD 31 OYM JO ‘SUOIISaND JUSIWISSISSD 0] SS22ID
paziioyinbun uipb ‘SUOIIDUILIDXS 03U S3IIASP XD} OYM SIdUIDIT *S3|NJ Y}
JO SaYdDa.q 231D13qI[ap dAJOAUI SABDIUDAPD Jipjun Ulpb 0} S)dWaIb JWOS

'z d -jpd-g|-ayr-ui-A1sauoy-d1wapedy/zo/cL0z/s3|1y/siodeduonsod/bio oqisbolq//:diy
“19ded UOIISOd g| “gJ Y} Ul A}sauoy dJwapbdy “ZLOT °f ‘||04Ied |

,Asea sKem|e Jou si sased Ydns Ul jusiul pue Ajiqisuodsal
Bulysijqeysa ‘uoisn|jod pue wstielbe|d 0} 33e|a4 (%08) SaYdea.q jo
\AU—_\_O.?..E }seA=y] ~um_.nwr_u 0} Uoljua3ul Jea|d e YlIm SwoO0J uoljeuliwexs
O}ul S|elIdlew pazuoyneun buliq 03 A43 [|13S SJUIPNIS SWOS J|IYM

9)0u300}
paiaquinn

‘Asea skem|e

10U 1 S95BD YdNS Ul Judiul pue ANjigisuodsal Bulysijqeiss ‘uoisnjjod
pue wsueibe|d 03 9131 (9%08) SaYdeaIq Jo Ayuofew 3sea ay3 ‘1esyd oy
UOI3USIUI JBS[D B Y}IM SWOOJ UOIIRUIWEXS 03Ul S|elJ9}ew paziioyineun
Bulig 03 K43 |[13S SIUDPNIS SWOS J|IYM ey} S330U (7 :Z10T) [|0MeD

ajep
—-loyjny

‘(z ||014eD) Asea sAkem|e 10U S| S9SBD YdNns ul Judjul pue Ayljiqisuodsal
Buiysijgeiss ‘uoisnjjod pue wstielbejd 03 a1e|al (%08) Soydea.q Jo
A1110(ew 1seA 9Y3 “}eayd 0] UOIIUDIUL JBI|D B Y}IM SWOOJ UOIIeUIWEXD
03Ul s|elIalew pazioyineun bulig 03 A3 [|13S SIUIPNIS SWOS IIYM

ioyiny

aseaydeied

'z dypd-g|-ay1-ui-L1sauoy-d1wapedy/z0o/cL0g/s3|1y/s4adeduonisod/bio oqisbolq//:diny
1aded uonisod g| g/ ay1 ul A3sauoy d1wappdy "TLOT [ '||0MeD |

,suolsn||0 1o wispelbeld ybnoiyy 1om ,SI3Y1o JO ISNSIW SA|0AU

s1eak 150w Ul 9,08 01 dn seasaym sased A3sauoysip jo uoipiodoid
|lews A|9A13e[2] B W0} SaYdeaIq 33eJaqI|ap, ‘PaIou Sey ||odled) sy

9)0U}00}
pataqunpy

‘(¢ z10g)
,uolsn||0d 1o wsiieibe|d ybnoiys 31om SI19Ylo JO 3SNSIL SAJOAUI

s1eak 3sow ul 9508 03 dn seasaym sased K1sauoysip jo uoniodoid
[lews A|9A13e|21 B WIOY SDYDRAI] 9)1eIaqIDP, 1-Y3 Sh SpUlWI [[01ieD

ayep
-ioyiny

‘() ,uoIsn||03 40 wspelbe|d YBNOIY) FI0M SISYI0 JO SSNSIW SA|OAU]
s1eak 3sow ul 9508 03 dn seasaym sased K3sauoysip jo uoipiodoid
[lews A|2Al3e|a] B WO SBYDRAI] 3)3RIDqIDP, 1Y) IN0 syulod |jolied

loyiny

uoneond

|eld)ew 334nos

sad4nos pajulid Bund

Effective citing and referencing &



How to cite

"€10T J9WISAON Q€ PSSV WY Zpeal/ojul
"NI|ZPeaI//:d1IY “SPIOM ‘SPIOM “SPIOJ :S1233bW buIpbay "S661 °f ‘92K0Y
:2dUd49)3Y

Juppioduwil

210W 1aA3 SaW033q ppai 0} A)jIgp 3y} ‘3)qissod saypw Abojouyda}
13)ndwio 1by3 ‘UOLDWLIOJUI USIIIM “UOIIDWIOJUI JO JUNOWD JSDA 3y}
1nogp yuiyl noA uaym puy ‘Abojouyda} 423ndwiod o SUOIIDIIUNWILOII)|]
AQ paipys jou sabbjubApp sby buippai ‘Aopoy uang ‘sivak ayi ssoiop

10 S3JIW 3y} SS04OD 1ay10 YyIDa 0} X|b3 p|nod 1pdp 1bj 3jdoad ya1ym Aq
poylaw uipw 3y} som i ‘Ajauadai jaun “buiuipaj jo sispq ayi si ‘bunim
251n02 JO pup ‘buIpDaY “|[1XS [DAIAINS [DIA D SI )] ‘Jubjiodwii S| buippay

*€10T J9QWIAAON € PSSy
‘WY ZPea4/0Jul-dAlZPeRI//:d11Y *'SpIom ‘SpIom ‘SpIoj :sia1pw buipbay 5661 °f ‘92K0Y ,

9)0UuU300j
"JaA3 uey} ‘Jueyiodw a1ow uaAs sdeysad ‘queriodwi se s peas 03 Ayjige a1aquINN
1eyy Aepol padnpoud si 1x33 [eUBIP Yyonw 0s—11 Wiy Jey is||ixs buipeal psieq
poob 104 paau 33 332|050 dpeW Jou sey A6ojouydS} ‘PAJoU ,2DK0Y SY
"JOAS SB dNJ} Se sulewal S1Yy3 191e| s1eak 0z 3ISow|y JaA3 uey} ‘yuepiodul
2Jow uana sdeysad quelriodwi se si peas 0} A}jiqe 1eyy Aepoy paonpoud ajep | aseaydesed
S131x91 |enbIp yonw 0s—3i Wwouy Jey 's||js buipeas poob o) paau sy} -ioyiny
919|050 dpew jou sey Abojouyday ‘paysabbns sey (5661) 92K0Y Sy
“J9AS Uey}
“uepodwi aiow uaAd sdeysad ‘queriodwi se si peas 03 ANjiqe 3eyy Aepoy Joun
pasnpoud s11xa} [e}bIp yonw 0s—11 Wl Jey 's||13s buipeas poob 1oy nny
pasu 2y} 919]0Sq0 apew 1ou sey Abojouydal ‘parsabbns sey 9340y sy
‘€107 J9QUWIDAON Q€ PSS9y
‘WY ZPea4/0Jul'dAlZPeRI//:d1IY *'SPIOM ‘SpIOM ‘SpIOM :s1213DW BuIpDay 5661 °f ‘9IK0Y ,
2 }ueLIOdW 310W JBAS S3W03] peal djoujooy
01 Ayjige ay3 ‘s|qissod saxew ABojouysal 1a3ndwiod Jey) ‘uoijewlogul | Pataguuinpg
U3111IM ‘UOI1RWIOJUI JO JUNOWE JSBA 9} 3JNOge 3Uly) NOA uaym, ‘1eyy
1n0 syuiod 3340y *,||1)S [BAIAINS [RUA B, S| peaJ 01 ANjIge 1ey) buliepap u|
"(S661) ,JurlI0dWI SI0W JISAS SOWO0I3( peal uonelONd
01 Ayjige ay3 ‘sjqissod saxew Abojouysal 1a3ndwiod Jey) ‘uoijew.ojul ajep ’
U33}1IM “UOIJRWIOJUI JO JUNOWIE }SBA 33} INOQE YUly} NOA Uusym,, —loyiny
‘pPappe *,1IXS |eAIAINS [BUA B, S| peas 03 AYjIqe yey) buiisabbns ‘92Koy
", Juepiodw] 310W JBAS SW0I9 pedl
A ‘ d KB d ’
01 AYjige ay3 ‘3|qissod saxew ABojouyda} Ja3ndwod jeys ‘uoijewoqul sony

U}31IM ‘UOII_WIOHUL JO JUNOWR JSBA 3U3 INOCER 3UlY} NOA usaym, ‘yey
1no syujod 9240y *,[|S [eAIAINS [RIA B, S| peas 0} AJjIge 1ey) Buliedap u|

|eld)ew 334nos

$324N0S J1U04333|3 pajulad-uou Hunid

d) CEffective citing and referencing



How to cite

*€10T 19qWBAON Q€ PSSy

£2€=d¢/Mq1/Bi0r0q1'sbo|q//:d1y ((09PIA) awwniboid sipaA 3|ppIN di
ayj :pliomialjeq b 10j uonbdnp3 *0L0C >m_>_ ‘o}ealne|eddeg |euoijeulaiu|
:9dUa.i9j9Yy

- S03PIA U0 3SMO.E

1
awweibolg siea)
SIPPIN gl 24} :PHOM 121329 e 10} uopednp3y

| pewoa |anoge | swoy

eijsgl  ewey Aunwwey  sBojg  emusdwnnawnIeuuo  Biooqt (Gy

*€10Z J2qWIAAON € Passaddy Lze=d;/A1q1/B10°0q1's60|q//:dny (03pIA) dwwpiboid
SID3A AIPPIN g] dY1 ;pJIOM J3}13q D 104 UOIIPINPT *0LOT KBl "91eaine|eddeg [BUONRUIRIUI
gsIuIy

[e21314D 9q 0} pue W 033q 0} ‘A||nya4ed pue A|daap ai0w YuUIy} Wy}
SYew 03 sydwalle swwelbold SIeaA S|PPIA SY3 1Byl SzI|eal sjuspnis

'(0L0Z 91eainejeddeg [euolleulalu]) siaquiyl
[e21311D 99 0} pue W 0334 0} ‘A||NJ.1ed pue A|dasp 210w uly} way}
9yew 03 sydwanie swwelbold SIeap 3|PPIN 2Y3 1Byl 9zijeas Sjuspnis

‘(93e24NEIRIDRY [RUOIIRUISIU) SISNUIY}
[e213140 9q 0} pue dW033q 0} ‘A||nja4ed pue A|daap aJow Yuly3 Way}
ew 0} sydwane swweiboid siesA d|PPIN Y ey} 9z1[eal SJU3PNIS

*€10T J2qWIAAON € Passaddy Lze=d;/A1q1/610°0q1's60|q//:d1Y (03pIA) dwwpiBold
SID3A APPIN gl 243 :PI0M J2113q D 10f U0/IDINPT *0L0T AR "S1EINE[EIORY [PUOIBUISI] ¢

¢ uPIPUIW-USdO NOK Sxew 0} SJUBM }| ‘UIed)|
NOA Jeym 3ZID1}4D NOA S¥eW 0} SUBM } ‘pulwl [eD13A[eue Ue Jo puly NoA
9Yew 03 syuem, swwelboid siesaA s|ppIA 8y} ‘H Ind Juspnis auo sy

*(0L0T D3eaine|eddRg [RUOIIRUISIU) , PAPUIW-USdO NOK 3 ew 0} Ssjuem 3
‘uiea| NOA JeyM SZID1314d NOA eW 0} SJURM } ‘pPUIW [eD[3A|RUR U JO pUDy
NoA ayew 03 syuem, Swweiboid sies 3|PPIN Y3 ‘} Ind Jusapnis 3UO sy

‘(91e24NE[RIORY [RUOIIRUIAIU]) ,PAPUIW-USDO NOA S¥ewW 0} S)ueM }|
‘uiea| NOA JeyMm SZID1314d NOA D eW 0} SJUBM } ‘pPUlW [eDIIA[RUR UR JO pUD
NnoA ayew 03 syuem, swweiboId sies 3|PPIN Y3} Ind Jusapnis aUo sy

Effective citing and referencing (.’



How to cite

'€107 JI2qUWIAON 0€ passaddy Bio

"0gl/Wo0d}00gadeyMmmm//:sdiy ‘a1epdn snyels yoogade aleainejeddeg
[eUOIIRUIRIU| BY *, JUSPIFUOD oW dJe sayenpelb g| smoys Apnis,,

UO JUSWIWOD ,*** J_Y} JOJ YDNOA UBD |, “EL0T JDGWISAON LT | dUueMS

:9OUa.19j9Y

Y7 - 2]IqQOW BIA TS:60 18 JAQUWIAON T2
‘Jeyl Jeay o1 Addey apj|ezi|3 sesi4 eiebiey
2CA - 7 - 2|1qOW BIA 6Z:60 1B JAQWIAON TZ

*g1 Ul Je3A Jojuas 0] paiedwod ASY3 Sem dyided
e JeaA UPWIYSAL4 “JBY] JO) YONOA UBD | JAUUBMS |dRIS]

SJUDIWOD oW 2 MIIA

'siy3 1 3jdoad zgg CB

2JeyS - JWAWWOD - AN

S01 ()

Ag Aessa papuaixa Yyl uo sa|pms
JO S35 ® paajoau) 1dafoud ay )

Ap'mo

*=juapms

saaoudw) ABSSd papualIxa SMoys
yaieasas awwesboud ewojdiqg g1

apDT4/A'"m0/ /:d11y |9A3] AJISIBAIUN Y] 1B SBIYIAIDE
Y2Jeasal ul Juapyuod aiow ase sayenpesb g| smoys Apnis

@ JaqWaAoN 02
")ul] ® paJeys alealnejeddeg |eUoBUIIU| YL .

*€10Z 19qWISAON 0€ passaddy “B10° O g|/woo }00gaoey mmm//:sdpy
*93epdn snje}s yoogade ajeaine[eddeg [BUOIIBUIDIU| B L, JUSPIHUOD dI0W die sazenpelb

. » 9)joujoo0j
gl SMOYs ApN3g,, UO JUSWWIOD , *** JeY} 1O} YINOA UBD |, "€10T JSQWISAON LT °| ‘BUUBMS |
243qun
»A1s1aA1uN 1oy uonesedald Jus||adx3 ue s| swweibold ewoldidg patsquinN
93 1eY1 9DUIPIAS Ydieasal sioddns }00gade Uo JUSWWOD payi|-|[dMm Y
(€107 JaUueMS) iep aseaydeied
Ays1aA1uNn Joj uoriesedald Jua(j@dxa ue s| awwesboid ewojdig ayi
1Y} 9JUDPIAS Ydieasal s3uoddns 300gade UO JUSWWOD PaY|-|[oM Y —loyiny
‘(JIauuems)
Ays1an1un Joy uonesedaid Juajadxa ue s| awweibolid ewojdiq ayi Jloyiny
1Y} DUSPIAS YdJeasal spoddns 000384 UO JUSWWOD PaYI|-||dM
‘€107 J9qUWIRAON € Passaddy B0 Qgl/wodyoogadeymmm//:sdiy
‘9)epdn snje1s }00gade 91eaine|eddeg |eUOIIRUIDIU| YL , ™ JUSPIJUOD dI0W dJe sdjenpelb
g1 SMOYs ApN3S, U0 JUSWIWO) , *** 3Ry} 10} YdNOA UBD |, ‘€107 IDQUWIBAON LT | 4UUBMS
2j0Ul00}
48l Ul 1e2A 101USS 0} pasedwod ASYT SeM DijIded Je Jeak uewysald pasaquiny
"Jey3} JOJ YDNOA Ued |, PaJe[d3p JSUUBMS |9RIS| *,|9A3] A}ISIDAIUN 3Y3 1B
S9I}IAI}DE UD1eaSJ Ul JUSPIJUOD 10W e sayenpelb g smoys Apnis,,
pawiepoud ysiym ‘obed joogade4 s,g| uo ajepdn ue uo bunuawwod
*,d1 U1 Jeak Joluas 0} pasedwod ASYT Sem d1jided Je Jeak uewysald ‘jey uonejond
10} YdNOA Ued |, paJedap (£107) JIDUUBMS [SRIS| *,[9AS] AHSISAIUN DY) 1 alep
SDIHAIIDE U24e3SDJ Ul JUSPIJUOD oW dJe sajenpelb g| smoys Apnis,, —loyiny
pawiepoid yoiym ‘sbed yoogaded s,g| uo s1epdn ue uo buipuswwod)
*,g] U1 1eak Joluas 0} paledwod ASYJ Sem dijided e Jeak uewysald
"JeY} JOJ YDNOA UED |, PAJB|DDP JSUUBMS |RIS| *,[9A3] AISISAIUN BY] Je sony

SDIIIAILDR U21R3SDI Ul JUSPIJUOD dJoW dJe sajenpelb gl smoys Apnis,,
pawiepoid yoiym ‘abed yoogaded s,g| uo a1epdn ue uo Hujpuswwod

|eld)ew 334nos

elpaw |epos bunn

43 Effective citing and referencing



How to cite

Citing an image

Source material

Author

On the other hand, as we can see in Figure 4,
very few students score an E for theory of
knowledge.

Figure 4. Percentage of grades awarded:
theory of knowledge May 2012

Author-
date

On the other hand, as we can see in Figure 4,
very few students score an E for theory of
knowledge (IBO, 2012, 40).

Figure 4. Percentage of grades awarded:
theory of knowledge May 2012

Numbered
footnote

On the other hand, as we can see in Figure 4,
very few students score an E for theory of
knowledge (IBO, 2012, 40).

Figure 4. Percentage of grades awarded:
theory of knowledge May 2012.°

® IB (International Baccalaureate). November 2012.

The IB Diploma Programme statistical bulletin, May

2012 Examination Session. https://www.ibo.org/facts/
statbulletin/dpstats/documents/may_2012_statistical_
bulletin.pdf. P 40.

d

The IB Diploma Programme
Statistical Bulletin

Gragh 371 Parcentage of gracdes sarded: theory of knowisdge My 2012

Reference:

IB (International Baccalaureate). November
2012. The IB Diploma Programme statistical
bulletin, May 2012 Examination Session.
https://www.ibo.org/facts/statbulletin/
dpstats/documents/may_2012_statistical_
bulletin.pdf.

Effective citing and referencing {8



Definitions

The words listed here are often used, sometimes interchangeably, in textbooks and in style guides. To
support understanding, the terminology in this guide uses the following definitions.

Documentation

Documentation is the stylized process of indicating sources in the text (citation) and giving full details
(references) to enable another reader to locate the sources.

Style guide

A style guide is a published manual that gives guidance on citation and references to help ensure that our
documentation is expressed consistently, and that we include all the elements needed for our sources to be
identified.

Some style guides offer more than one set of choices or sub-styles; if we use a particular sub-style, we must
be sure to use the same sub-style throughout our work.

As well as advice on citations and referencing, many published style guides give advice on spelling,
abbreviations, punctuation, and so on. Many also give guidance on research and on the general writing
process.

Style guides in common use in the academic world include the following.

. MLA (Modern Language Association)

. APA (American Pyschological Association)

. Harvard

. Chicago/Turabian

. CSE (Council of Science Editors)

. ISO 690 (International Organization for Standardization)

Note local variations between style guides; writers should be sure to follow a single style guide consistently.
When consulted sources are accessed online, the IB prefers the use of URLs (uniform resource locators) or
DOls (digital object identifiers), even if the published style guide makes them optional.

Owing to different editions of style guides, the variety of languages in which members of the IB community
complete their work, and diverse subject areas, the IB does not endorse any particular style guide. This
choice is left to the discretion of the authors/creators, or their advisers.

For assessment purposes, IB students are not expected to show faultless expertise in referencing but are
expected to acknowledge all uses of other people’s work.
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Definitions

Citation

A citation is an indication (signal) in the text that this (material) is not ours; we have “borrowed” it (as a direct
quote, paraphrase or summary) from someone or somewhere else. The citation in the text can be:

. in the form of an introductory phrase, or
. at the end of the statement, or

. indicated by a superscript or bracketed number that leads to a similarly numbered footnote or
endnote.

Every citation should be given a full reference that enables the reader to locate the exact source used.

Reference

A reference gives full details of the source cited in the work; the parts or elements of the reference should be
noted in a consistent order. Use of a recognized style guide will help ensure consistency, and will also ensure
that all required elements are included.

Every reference should be given a citation in the text. If we have looked at a source but not mentioned or
cited it in the text, then we do not include it as a reference.

Bibliography/references/works cited

Most style guides require a list of references at the end of the work. This is usually a list, in alphabetical order,
of the authors (last name first), whose words and works have been cited in the work. The title of this section
varies from one style guide to another.

Each entry in the list of references includes the full information (or as much of it as can be found), expressed
in a consistent fashion, which will allow an interested reader to track down exactly where you found the
material you have used and cited.

Paraphrase

In writing an essay, we often use our own words to put over someone else’s thoughts and ideas. While there
are some words that we cannot change (especially the names of people, places, chemicals, and so on), we
should use our own words for as much as we can of the rest of the passage. We should also aim to change
the structure of the passage, perhaps by reordering the thoughts and ideas.

When we paraphrase, we need to make it very clear where the original author’s ideas start and where they
finish. If we include our own examples, we should make it clear that these are our thoughts and not those of
the original author.
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Definitions

Summary

A summary is a much-shortened summing up of someone else’s work. We might summarize a chapter or
academic paper, or perhaps even a book, in two or three sentences. Again, although we are using our own
words, we must still cite the original source used.

Summaries are often used in a review of the literature—when we sum up what other writers have said or
done in investigating a topic or theme.

Quotation

When we use someone else’s exact words, we quote that original author, and we show this is a quotation by
using quotation marks. Longer quotations may be indicated by the use of an indented paragraph (without
quotation marks). As well as indicating the words quoted, we must also acknowledge the author by using an
in-text citation, the citation in turn linking to a full reference.

Quotations should normally be used sparingly and carefully; essays on literary subjects or from historical
documents might include more quotations than other essays.
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Documentation checklist

Documentation checklist

When you have used an author’s exact words, have you put “quotation marks” around the
quotation and named (cited) the original writer?

(If you indent your quotation(s), quotation marks are not needed, but the author must still be
cited; have you cited your indented quotations?)

When you put someone else’s thoughts and ideas in your own words, have you still named
(cited) the original author(s)?

When you use someone else’s words or work, is it clear where such use starts—and where it
finishes?

Have you included full references for all borrowed images, tables, graphs, maps, and so on?

Print material: Have you included the page number(s) of print material you have used
(especially important with exact quotations)?

Internet material: Have you included both the date on which the material was posted and the
date of your last visit to the web page or site?

Internet material: Have you included the URL or the DOI?

For each citation in the text, is there a full reference in your list of references (works cited/
bibliography) at the end?

Is the citation a direct link to the first word(s) of the reference?

For each reference in the list of references (works cited/bibliography) at the end, is there a
citation in the text?

Do(es) the first word(s) of the reference link directly to the citation as used?

Is your list of references (works cited/bibliography) in alphabetical order, with the last name of
the author first?
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Documentation checklist
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Elements to be included in the reference

E-reader/device
Edition
Editor(s)

Date accessed

If applicable

If applicable | If applicable
If applicable
Yes If applicable

If applicable
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Book Yes Yes
Chapter from book
(essays, readings, Yes Yes
etc)
Online book Yes Yes
E-book Yes Yes
Newspaper
W p. per/ . If available Yes
magazine article
Journal paper Yes Yes
Electronic
newspaper/ If available Yes If available | If applicable
magazine article
Electronic journal
! Yes Yes If available | If applicable
paper
Internet/web page If available If applicable If available
Internet site If available If applicable Yes If available
Image/graph/
9 .g P If available If applicable If applicable If available
graphic
Video If available If applicable If applicable If available
Blog Yes Yes If available

If applicable

Usually

If applicable

If applicable

This page lists elements (probably) necessary in the full reference in the list of references, list of works cited or bibliography. At least enough information needs to be given to enable the source material to be tracked down and identified when different editions, issues, versions
or formats are available. It is permissible to use common sense when deciding which elements to include for types of media not listed here—in such cases correctness may not be possible: completeness and consistency are the desirable features.
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