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REFERENCING  

 

THE BASICS: 

o All facts must be referenced, even if you draw your own conclusion. You must be 
able to back up your statements and arguments. 

o Place your reference at the end of the statement using Word’s Footnote function 

(explained below in Footnote Referencing Method). 

o All sources must be acknowledged. 

o All the books on the reading list must be read.  

o Websites must have a link that can be opened so that they can be checked.  

o Your course notes can be used as a reference, but please read as much as possible 

to broaden your knowledge.  

o Please do remember that Wikipedia is NOT an acceptable source. 

 

FOOTNOTE REFERENCING METHOD: 

o Please use the MS Word Footnote method to reference your assignments. Your 

references do not count as part of your word count. If you highlight your answer, 

Word will give you a word count.  

o Please ensure that the box saying: include textboxes, footnotes and endnotes, is 
NOT ticked. This will give you an accurate word count. 

 

 

o To make use of MSWord’s Footnote function: 
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o Go to the ‘References’ tab and select ‘Insert Footnote’. 

o When you need to add a reference, click on ‘Insert Footnote’ and type your reference 

at the bottom of the page.  

o If you need to add another reference at a later stage, Word will automatically update 

all your reference numbers throughout your assignment.  

o Remember ALL answers must be referenced. 

 For example:  
 
Younger and bolder cats would have had a larger territory and move further away from their 
home location1. The Stephens Island Wren’s movements were very similar to mice2  and not 
able to fly and therefore easy prey. Tibbles would have employed a sit-and-wait strategy3 
since the wren lived in bushes and forests where they were easy to ambush and catch4.  
 
On many oceanic islands, the introduction of cats has had a devastating effect on the prey 
species that are native to the island5 and Stephens Island was no exception. Speculations 
have been made as to whether or not Tibbles was pregnant6 when she arrived on the island 
or if other cats were introduced7 when ships stopped to deliver supplies. If Tibbles were 
pregnant and eventually had a litter she would have had to hunt more often to ensure her 
and her kittens had enough food to eat8. 

 

 

 

 
1 Haddon, C. (2010). Cats Behaving Badly: Why Cats Do the Naughty Things They Do, First Edition, 
St. Martin’s Press, USA. Pg. 26. 
2 h2g2.com. (2017). Stephens Island Wren, Available from: 

https://h2g2.com/edited_entry/A11484902 (Accessed on 11 October 2019). 
3 Turner, DC. (2014). Social organization and behavioural ecology of free-ranging domestic cats. In 

Turner, DC & Bateson, P (Editors). The Domestic Cat, The Biology of its Behaviour, Third Edition. 
University Printing House, Cambridge, UK. Pg. 67. 
4 Galbreath, R & Brown, D. (2004). The tale of the lighthouse-keeper’s cat: Discovery and extinction 
of the Stephens Island wren (Traversia lyalli). In Notornis, 2004, Vol. 51: 193-200. Pg. 198. Available 

from: https://www.notornis.osnz.org.nz/system/files/Notornis_51_4_193.pdf (Accessed 11 October 

2019). 
5 Turner, DC. (2014). Social organization and behavioural ecology of free-ranging domestic cats. In 

Turner, Dc & Bateson, P (Editors). The Domestic Cat, The Biology of its Behaviour, Third Edition. 
University Printing House, Cambridge, UK. Pg. 69. 
6 Marra, P & Santella, C. (2017). The Obituary Of The Stephens Island Wren. Except from Chapter 1 

in Cat Wars: The Devastating Consequences of a Cuddly Killer. The Cornell Lab of Ornithology-All 
About Birds. Available from: https://www.allaboutbirds.org/the-obituary-of-the-stephens-island-wren/ 

(Accessed on 11 October 2019). 
7 Galbreath, R & Brown, D. (2004). The tale of the lighthouse-keeper’s cat: Discovery and extinction 
of the Stephens Island wren (Traversia lyalli). In Notornis, 2004, Vol. 51: 193-200. Pg. 198. Available 
from: https://www.notornis.osnz.org.nz/system/files/Notornis_51_4_193.pdf (Accessed 11 October 

2019). 
8 Turner, DC. (2014). Social organization and behavioural ecology of free-ranging domestic cats. In 
Turner, DC & Bateson, P (Editors). The Domestic Cat, The Biology of its Behaviour, Third Edition. 

University Printing House, Cambridge, UK. Pg. 67. 

https://h2g2.com/edited_entry/A11484902
https://www.notornis.osnz.org.nz/system/files/Notornis_51_4_193.pdf
https://www.allaboutbirds.org/the-obituary-of-the-stephens-island-wren/
https://www.notornis.osnz.org.nz/system/files/Notornis_51_4_193.pdf
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o In your footnote, type the author, year, book/article name and page numbers. 

o Type the information in full for each footnote you type. 

o The exception to this rule is: 

 If you use a specific reference and your next reference is the same, you may 

 type Ibid (this means ‘same as previous’). 

 BUT 

 The reference above must then be IDENTICAL to the one below, 

 including page numbers. If any part is different, the entire reference must 

 be re-typed. 

 

HOW TO REFERENCE IN FOOTNOTES 

A Book: 

One author  

Pryor, K. (2007) Don’t Shoot the Dog! The New Art of Teaching and Training. Ringpress 

Books Ltd, Surrey, U.K. Pg. 23 

Two authors  

Coppinger, R. & Coppinger, V. (2002). Dogs – A New Understanding of Canine Origin, 
Behavior, and Evolution, The University of Chicago Press, Chicago, USA.  Pg. 209 

Three or more authors  

Falconer-Taylor, R, Neville, P & Strong, V. (2014). EMRA™ Intelligence, The revolutionary 

new approach to treating behaviour problems in dogs.  Cadmos Publishing Limited, 

Richmond, UK. Pg. 7 

o On the same page you found the date of publication, you’ll find the publisher and 

place of publication. 

o Note that the name of the book is in italics. 

o The place of publication comes directly after the book name. If it was published in 

the USA, give the town/city name, and the State abbreviation. You can find a list of 

these on the internet. If the publication details only list a State, then type it in full. 

o If you cannot find these details in the book, use your book’s ISBN and check online. 

Kindle or PDF Reader 

Pryor, K. (2007). Don’t Shoot the Dog! The New Art of Teaching and Training.  (Kindle ed.). 

o Please give a page or chapter or location number if you are using a PDF reader. 
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A Website: 

No author of the article  

Dogtime.com. (Sa). Cairn Terrier. Available from: https://dogtime.com/dog-breeds/cairn-

terrier#/slide/1 (Accessed 03 October 2019).  

Published articles  

Hurt, M, Stella, J & Croney, C. (2015) Assessing Kennel Dog Welfare. Purdue College of 

Veterinary Medicine. https://extension.purdue.edu/extmedia/VA/VA-8-W.pdf (Accessed 03 

October 2019). 

o If there is no obvious author, the name of the website is the author.  

o Most websites do not have a year of publication for articles. For these sources we 

use [Sa] or no date.  

o Published articles will have a year of publication. 

o Some websites have articles written by specific authors. 

o Make sure that the URLs are correct, link directly to the web page (not just the home 

page), and check that they work. The markers must be able to open the links and 

check the reference. 

o Please give the date you accessed the website at the end of the reference. 

 

A specific chapter in an edited source: 

Hubrecht, R. (2008). The welfare of dogs in human care. In Sepell, J (Ed), The Domestic 
Dog: Its evolution, behaviour and interactions with people. Cambridge University Press, New 
York, USA. Pg. 181 

o The name referenced is the author of the chapter, followed by the name of the 
chapter. Sepell, J is the editor and the book name is in italics followed by the 
publisher’s name and details. 

 

A Dictionary or Encyclopaedia:  

Oxford Learner’s Dictionary. 2000. 

o Dictionaries and encyclopaedia’s do not usually have authors listed so the name of 
the dictionary will be the author. 

 

A Journal: 

Day, MJ, Hozinek, MC, Schultz, RD & Squires, RA. (2016) Guidelines for the Vaccination of 
Dogs and Cats compiled by the Vaccination Guidelines Group. Corresponding Author: Day, 
MJ. In the Journal of Small Animal Practice. Vol 57. Copyright 2016 WSAVA. Pg. E20 

o You need the journal name, volume number, issue number and page numbers. 

https://dogtime.com/dog-breeds/cairn-terrier#/slide/1
https://dogtime.com/dog-breeds/cairn-terrier#/slide/1
https://extension.purdue.edu/extmedia/VA/VA-8-W.pdf
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o The name of the journal is in italics, not the article. 

o If you found the journal online, it will most likely give you the volume number, issue, 

and page numbers. If you cannot find this information on the webpage, you may 

give the direct website link instead of the volume, issue and page numbers. 

Remember to include the date of access. 

o If you only used the abstract of an article and not the full article, please state so in 

your entry by putting ‘abstract’ in brackets after the article name.  

 

For COAPE International Diploma notes: 

 

COAPE International. (2019). Section B: Understanding the Emotional Brain of Companion 

Animals. In COAPE Diploma in Animal Behaviour: Module 2 Course Notes. Pg. 21 

 

 

For COAPE International Diploma lectures: 

COAPE International. (2019). In COAPE Diploma in Animal Behaviour, Module 3 
Presentation. Slide 10. 

 

PLAGIARISM: 

What is plagiarism? 

o Copying anything verbatim from any source is considered plagiarism.  

o Plagiarism is stealing the intellectual property of others. 

o It is not enough to change a word or two. Your work must be in your own words.  

o COAPE International also considers excessive direct quotations as plagiarism – even 

if referenced. 

o If it is absolutely necessary to use a direct quote, please ensure that it is NOT more 

than 2% of the total word count for your entire assignment. Please ensure that you 

use quotation marks and reference the source.  

o Use the information that you have collated to support your reasoning, in your own 
words, backing up the facts with your references. 

o If 2% or more of your total assignment has been plagiarised, your assignment will 
be returned immediately, and you will have one opportunity to resubmit. If the 
plagiarism is under 2%, you will be penalised 2% of your total mark. Please note in 
both cases, any future offence will result in an immediate fail of the course 
regardless of resubmissions left.  
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BITS AND PIECES: 

o WORD COUNT: 

Try to keep your answers concise and specific. The word count is there to guide you 
as to the amount of information required. Footnotes and references are not included 
in your word count. If you are considerably under, you have probably not included 
enough information.  Conversely, if you are considerably over the suggested word 
count, you may be guilty of ‘waffling’. If your word count exceeds the prescribed 
amount, you will be penalised 1% for the extra content up to 10%. Anything 
following the 10% extra will not be read or marked. 
 

o SPELLING AND GRAMMAR: 

Please do a spelling and grammar check before submitting your assignment. 

 

o LATE SUBMISSIONS: 

The submission date is the deadline for the completion and return of your 

assignment for marking. Please note there is a 5% penalty per day for overdue 

assignments. 

o TEXT, COLOUR AND FONT: 

 Please note that COAPE International requires students to follow a strict set of 
 formatting rules when completing assignments. If you submit an assignment in any 
 other format, we will return it to you to amend according to the rules as set out 
 below:  

• Use Tahoma 11 for your entire answer, including references. If you need to 
include headings, you may use bold and/or UPPERCASE.  

• Use black text only.  
• Make sure that your answer is typed in single line spacing, with paragraph 

spacing set to 0 pt. before and after.  
• All text should be left-aligned.  
• Use only single line spacing (1 enter) between paragraphs, headings and 

questions.  If a question’s heading and marking box are being separated from 
the actual question, you may use a page break to take it over to the next 
page. 
 

o PICTURES:                                                                                                      

Please do not use pictures in your Assignment unless they are essential to your 

answer.  You will need video clips for your Practical Assignments.  

 

o SOURCING ARTICLES: 
The use of Wikipedia is NOT ALLOWED, as it is an unmoderated source. If you do 
use Google to look for articles, please use Google Scholar. 
 

o USING ‘ETC.’ : 
Don’t use ‘etc.’ especially when making factual statements. Rather list everything you 
are referring to. 
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o RE-NAMING YOUR ASSIGNMENT: 

Remember to type your name inside your assignment on the first page. 

Please rename your assignment by placing your name at the beginning of 

assignment file name: 

Joe Smith COAPE Diploma Module 2 Assignment Workbook 2019.docx  

 

 

o SUBMITTING YOUR ASSIGNMENT 

Assignments should only be sent to assignments@coapesa.com  

 

The COAPE International office will acknowledge receipt within 24 hours during the 

week, or on the next working day if you submit over the weekend. 

It is your responsibility to check that the assignment has been received, should it not 

be acknowledged within this time frame. 

 

 

o ASSIGNMENT AND COURSE CONTENT QUERIES: 

Please make use of your WhatsApp or Facebook group. Your question will probably 

help other students to understand course content and assignment questions. 

Alternatively, email diplomatutors@coapesa.com  

 

 

o FINANCIAL QUERIES: 

Please email accounts@coapesa.com  

 

o ADMINISTRATIVE OR ANY OTHER QUERIES: 

Please email admin@coapesa.com   

 

 

www.coape.org   
  

COAPE International  
  
 

Copyright © COAPE™ 2019  
All the content of this publication, including text, logos, graphics and photographs, is 

copyrighted and licensed only to COAPE International. No reproduction of any part may 
take place in any format or medium without the written permission of 

COAPE International.  
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