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Westford Academy Citation Guide 
 
 

PART ONE: WHAT IS PLAGIARISM AND HOW DO I AVOID IT? 
 
What Is Plagiarism? 
 Plagiarism is taking someone else's words or ideas and presenting them as your own. Just like 
copying someone else's homework and turning it in is plagiarism, so is copying a sentence or 
paragraph that someone else wrote and sticking it in your paper. 
 
How Do I Avoid Plagiarizing? 
 Sometimes when you're writing a paper you need to write about something someone else 
said or wrote. This is especially true when it comes to research projects, where you need to share 
information from other sources in addition to your own ideas. 
 There is one simple key to avoiding plagiarism: give credit. In a conversation you might say, 
“I really liked what Amanda said about the connection between money and education.” By saying 
that Amanda said it, you give her credit. 
 In writing we have a special way of giving credit called citation, which comes in two parts: 
 

1. A Parenthetical Citation (or “in-text citation”) is included in your paper itself, right next to 
the information that you want to give credit for. It's a quick little note that is easy to include 
as you write.  

2. A Works Cited is a list of all the sources you're giving credit to in your paper. This list 
includes more information about each book, movie, picture, article, or other source that you 
refer to in your paper.  
 

 

PART TWO: WHEN DO I NEED TO CITE? 

There are three situations in which you need to cite (give credit to) a source: 
 

1. If you're using someone else's exact words. If you're using someone else's exact words, 
that's called a direct quotation, and all of the words that you're quoting need to go in 
quotation marks, and you need to have a citation. The quotation marks tell your reader that 
you're using someone else's exact words, and the citation gives credit to the person whose 
words you're using. 

2. If you're sharing a fact that is not common knowledge. If you're citing a fact that is 
generally known (usually that means something you can find in three or more different 
sources) you don't need to give credit. For example, if you want to say that Columbus sailed 
to the New World in 1492, you don't need to give credit because that is common knowledge. 
However, if you look up how many people traveled with him, you need to give credit to the 
specific book or article that you got that number from. 

3. If you're presenting someone else's original idea or argument. Sometimes the 
information you're giving credit for isn't a fact, but is someone's original idea or argument. 
In that case, you need to give credit to the person whose idea it was. This is especially 
important whether you are agreeing or disagreeing with someone else's idea, because either 
way your reader needs to know which ideas are yours and which ideas are someone else's.  
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PART THREE: PARENTHETICAL CITATIONS 

What Does a Parenthetical Citation Look Like? 
Remember from Part One: “A Parenthetical Citation (or 'in-text citation') is included in your 
paper itself, right next to the information that you want to give credit for. It's a quick little note that 
is easy to include as you write” (Westford Academy Citation Guide 1). 
 
 • First of all, a parenthetical citation goes in parentheses: ( ) 
 • Second, a parenthetical citation (almost) always includes an author name. Sometimes if 

there's no known author you use a title, as in the example above. This tells your reader who 
you're giving credit to. 

 • Third, a parenthetical citation always includes a page number. This tells your reader where to 
find the exact words/idea that you're citing, in case they want to see what words/ideas 
surround the ones you're including in your paper. 

 • Finally, a parenthetical citation is part of your sentence. Notice that in the example above the 
period comes at the very end, after the parenthetical citation, because giving that credit is 
part of the sentence. 

 
Remember: If you are presenting someone else's exact words, someone else's original idea or 
argument, or a fact that is not common knowledge, you always need a parenthetical citation. If you 
are using someone else's exact words, you also need to put those words in quotation marks. This is 
true whether you are using a whole sentence or just borrowing a word or phrase that you think is 
especially important: unless you give credit and show which words you're giving credit for, it's 
plagiarism. 
 

PART FOUR: TRICKY CITATIONS 

But What If… 
My source has two or more authors?  If there are two authors, list both authors separated by “and”. 

“Coase’s idea formed the basis of a general belief that free markets worked only if the markets were 
available” (Fusaro and Miller 46). 
 

Has three authors? List all three authors in the citation as author, author, and author. 
Smell and taste are considered chemical senses since they are sensitive to chemical molecules rather 
than light energy or sound waves (Jones, Simon, and Welch 3). 
 

Has more than three authors? List the first author’s name followed by the words “et al.”. 
  Social psychologists are interested in the interactions between groups of people (Keane et al. 94). 
 
There is no author?  Remember, the entry for that source on your Works Cited determines what goes inside 
the citation.  If there’s no author, then the source will be listed by its title on the Works Cited, so that goes 
inside the citation instead.  Be sure to format the title as necessary (quotation marks, italics, etc). 

Hemingway’s journalistic style influenced writers through the end of the century (“Hemingway” 5). 
 

There is no page number?  The majority of web sources do not have page numbers.  In that case, you just 
leave that part out of the citation.  
 A recent CNN review noted that the book’s purpose was “to teach cultures that are both different 
from and similar to the status quo” (Allen).  
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I’m using 2 sources by the same author? You will need to include the title between the author and page 
number, with a comma separating the author and title.   

Animal imagery conveys the primitive, uncontrolled rage that the peasants feel.  One person 
“acquired a tigerish smear about the mouth” (Dickens, A Tale of Two Cities 33-34).   

 
I found my information in more than one source?  Having the same information from more than one 
source not only lends more credibility to the information, but it also shows that you have synthesized 
research from a number of different sources.  When you want to include more than one source in your 
parenthetical citation, cite each source as you normally would and use semicolons to separate citations. 
 Another useful mnemonic device is to form mental pictures (Reynolds 5; Lewis and Schreiber 67) 
A long citation may disrupt the flow of your paper, so do not list more than three sources in a single citation. 
 
I decide to include the name of the author in my own writing?  If you include any of the necessary 
information in your own writing, there is no need to repeat it. 

In Understanding Why the Cage Bird Sings, Megna-Wallace notes that Angelou’s biography works on two 
levels:  it is a personal memoir and is representative of the struggle of many African American 
women (10).   

 
I include something that was already a quote in my source? You will need to identify the original source 
in your writing, but include the source you actually used in your citation since that is the source on your 
works cited.   

President Bush recently said that “the economy seems to be improving, but we can’t expect it to 
happen overnight” (qtd. in Smith A7).   

 
I need to change the quote a little to make it flow with my writing?  It is acceptable to alter the text, but 
you must always indicate such alterations to the reader.  You do so with brackets [ ] 

“He [Hamlet] changes significantly after seeing Fortinbras and his army” (Smith 47).  
An ellipsis … indicates that you removed part of the quote, and will also need to be in brackets. 
“He changes […] after seeing […the] army” (Smith 47).   
 

I want to use a long quote?  If you type out a quote and it is longer than 4 lines, you need to format it 
differently.   

1)  You set the entire quote apart.  Start the quote on a new line, and indent the entire quote 1 inch (2 
tabs).  When you resume your own writing, do so on a new line, with no indent. 

 2)  Do not use quotation marks 
 3)  The end punctuation goes BEFORE the citation 
 

In the novel, the character undergoes many frightening ordeals. 

All at once there is a sharp crack and something whizzes past her left ear.  She screams and 

opens her eyes just in time to see Rubin fall to the back of the wagon.  Suddenly there is 

blood everywhere: on his hair; on the back of his shirt; running down his arms.  For an 

instant Clair does not understand what has happened.  Then she realizes he has been shot. 

(Mackey 163) 

Such experiences cause her to act with much more courage than she had thought possible. 
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A couple of other tips 
 · If you’re ever in doubt, include a parenthetical citation just in case.  If you use one when it’s not 

necessary, at most you’ll lose a couple of points.  But if you don’t use one and it IS necessary, you 
could be accused of plagiarism.   

 · When writing a paper that used research, it is a good guideline to have at least 2 citations in each 
body paragraph.  That means you need to include 2 pieces of information that require a citation.  

 · Be careful not to overuse citations.  You need to weave your research with your own ideas and your 
own writing.  If every sentence has a citation, then very little of your paper is actually yours.   

 · It is good to have citations from different sources in each body paragraph.  That ensures that you are 
not simply copying or summarizing someone else’s ideas.  The goal of research is to be able to 
synthesize information found from several sources in order to support your own ideas. 

 


