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Week One – Introduction and Skills Baseline
1.1   Introduction

The aim of this workbook is to bring you up to speed in the ways of doing things here at University. It is designed to help you develop some important skills for geographical scholarship: 

· Some Information Technology (IT) skills 

· Library Skills 

· Communication, scholarship and writing skills

· Reflection skills – helping you identify things that you need to develop further. 

Getting skilled now will save you lots of time later, allowing you to focus on other aspects of your academic studies. This workbook includes a number of tasks that need to be completed by the end of Week 8. We recognise that different people will arrive in Leeds with different degrees of experience in IT. Similarly, different students will have developed communication, scholarship and reflection skills to different levels. What is important is that you demonstrate development/improvement in your skills during the coming semester. 

Use this workbook in conjunction with the University of Leeds ISS Student IT Induction online tutorial available at: 

http://iss.leeds.ac.uk/filestore/training/Student_Ind/main_menu.html
This comprises four elements: Getting Started; ISS Services; Student Systems; and Software Applications. These cover the following: 

	Module
	Sample content

	Getting Started


	Usernames, security, University desktop, printing  and file management etc

	ISS services


	information about the Information Systems Service (ISS), Helpdesk, IT clusters, Wireless, & IT Shop etc.

	Student Systems


	Using the Student Portal, Blackboard Virtual Learning Environment (BB VLE), email and using Student Services online (registration details etc)

	Software Applications:
	Word, PowerPoint & Excel


You need to work through and familiarise yourselves with all four modules. With respect to the third module “Student Systems”, you can ignore the section on the “Old VLE (Bodington) as you are using the new “Blackboard VLE”.

Additionally a useful downloadable overview document is available in Acrobat PDF file format. You may find it useful to download and print out this document and carry it around with you until you are at ease with all the University’s computer and information systems and services. The overview is available at:

http://iss.leeds.ac.uk/downloads/file/348/student_induction_handbook
Satisfactory completion of the Skills Portfolio is compulsory. Moreover, you must pass this module (GEOG 1300) to progress to Year 2 of the BA/BSc Geography, BA Geography with Transport, BSc Geography-Geology and all variant programmes. 

1.1.1   Drop-in Sessions

One hour drop-in sessions take place in week 2, during which you will be able to obtain help from demonstrators (i.e. postgraduate students) for any computing or other issues or questions you may have concerning the basic skills introduced here. The sessions are: Mondays, 1 pm - 2 pm; Tuesdays, 10 am - 11 am; Wednesdays, 11 am - 12; or Fridays 10 am - 11 am. The drop-in sessions are held in the West Teaching Lab 3A (downstairs) and 3B (upstairs). This computer cluster is located at the end of the main Geography building.
You can use PCs in IT clusters at other times. See this webpage for the location of other clusters: 
http://www.leeds.ac.uk/iss/clusters/index.html#cluster_availability;

and http://www.leeds.ac.uk/iss/clusters/cluster_location.html. 
There are also IT clusters in the Edward Boyle and Brotherton Libraries. More information is provided on the ISS website: http://www.leeds.ac.uk/iss/. 

If you experience any technical problems using any ISS computers, you should contact the ISS Helpdesk: Internal Tele: 33333, External Tel: (0113) 343 3333 and E-mail: helpdesk@leeds.ac.uk. More information about helpdesk including directions is available on the ISS webpage.

1.1.2   Preparation and Submission of your Skills Portfolio
Once you have worked through the study skills workbook, follow these steps for submitting your skills portfolio:

1. The portfolio must be word processed. Create one word document that contains the checklist and cover page (shown in Table 1) as your first page.

2. To this single document add your completed answers to the tasks listed in Table 1, i.e. those tasks marked throughout the remainder of this workbook with a ( symbol.

3. Add page headers or footers that indicate your name and contain page numbers.

4. Run the spell checker to correct any spelling mistakes.

5. Make sure that you have completed the online MCQs (Task 9).

6. Print out your word processed document and ensure that it is stapled in the left hand corner. No plastic/card covers please (otherwise marks will be deducted).

7. Hand in your portfolio submission at Reception (G25) with a completed receipt and declaration of academic integrity (obtained from Reception) by 2:30 pm, Friday 20 November 2009 (end of Week 8).

8. You should retain your copy of the receipt as proof of submission. 

Penalties for late submission are outlined in the University Taught Student Handbook, available online at: http://www.leeds.ac.uk/qmeu/tsg/) and also the Geography Undergraduate Handbook (a copy of this has already been handed to you and is available online via: http://www.geog.leeds.ac.uk/studentinfo/index.html).
 You should refer to both of these regularly to be kept informed about rules and procedures. 

Table 1.1: Submission coversheet and checklist 

GEOG1300 Geography Tutorials
    Skills Portfolio Submission Coversheet and Checklist

Name …………………………………………………………… Degree Scheme…..……………….…....  

GEOG1300 Tutor………………………………………………………………..…………………………

Portfolio Submission: Please include this page as a coversheet in your Word document. Include items in the order outlined below, ticking off the items that are included in your portfolio submission

To be placed into a SINGLE Word document and printed out as first page of your portfolio submission.

	Task
	Present (() Absent (X)
	Page number

	This cover sheet and checklist


	
	p.1

	Task 1: Self assessment of skills at the start of the year


	
	

	Task 9: Online library tutorials and assessed MCQs 


	
	MCQs completed online

	Task 10: Reading into a reference list
	
	

	Task 11: Reading an academic journal paper

	
	

	Task 12: Creating a reference list

	
	

	Task 13: Citations and reference lists

	
	

	Task 14: Evaluating an essay
	
	

	Task 17: End of skills portfolio reflection


	
	


1.2   Assessing Your Baseline Skills

After handing in your skills portfolio at the end of Week 8 you will have:

· significantly developed and improved your communication, IT, scholarship and presentation skills

· become familiar with the University IT and library resource systems

· learnt how to find, locate and use appropriate bibliographic/library material for your University work

· produced documents and presentations to the required University standards

· established your own skills baseline and taken appropriate action to develop any area of weakness

· learnt how to reflect critically on your personal development. 

But before you can develop your skills, you need to know where you are in week 1.

( Task 1: Self Assessment of Skills at the Start of the Year 

· Complete Table 1.2.

· For each skill listed below please rank your ability according to this scale: 4 - excellent; 3 - average; 2 - not very good yet; 1 - have no experience in this skill.

· Also add a comment in support of your response. Type all responses directly into the table.

· Have a look at the “Skills@Library” website: http://skills.library.leeds.ac.uk and see what they offer. Identify any courses that you feel you would like to attend at “Skills@Library” and then contact them directly.

· During Weeks 7 & 8, complete the second half of the table, reflecting on improvements and areas that still require further development.
Table 1.2: Baseline Skills Audit

· For each skill listed below please rank your ability according to the scale: 4 - excellent; 3 - average; 2 - not very good yet; 1 - have no experience in this skill.

· Add a comment in support of your response.
	Study skill
	Start of semester 1
	End of Week 8

	
	Ability
	Comment
	Ability
	Comment

	Organising effective study time
	
	
	
	

	Sending, receiving and organising

e-mail
	
	
	
	

	Writing essays and reports using a Word processor
	
	
	
	

	Using Excel
	
	
	
	

	Finding books and academic journals in the University Library
	
	
	
	

	Using electronic library resources
	
	
	
	

	Finding appropriate material to resource essays and arguments
	
	
	
	

	Citing sources using the Harvard referencing system
	
	
	
	

	Writing well organised essays that include good arguments and critical analysis
	
	
	
	

	Writing reflective evaluations of your learning/academic activities
	
	
	
	


 1.3   A Different Learning Environment

This module and workbook are designed to help you adjust to the university style of working and the much greater independence that is involved. The learning environment of a university is very different from that of a school. The skills you need for doing well at most A-level subjects are different from those needed to become an excellent geography student and graduate. This module is about tailoring your existing skills so that you will become an independent, free thinking person with excellent research capabilities. The skills developed will be needed throughout your university education and will enable you to: produce essays and reports; prepare presentations; reflect on academic ideas discussed in the academic literature; evaluate your own progress; develop and design projects; collect, collate, and analyse data; and reflect on your own project findings. 

1.3.1   Differences between School and University: Dispelling the Myths

You will be left much more to your own devices and will be expected to find your own reading material and make selections from reading lists. You will have to learn how to read lots of material quickly and make good use of material and ideas to resource essays, reports and projects. You will spend much less time in class; instead, you will spend a considerable amount of time in the library following up ideas discussed in lectures and flagged on reading lists (we still talk about ‘reading for a degree’). You will have to manage and organise your own work schedule. This is particularly important if you find that you have similar deadlines for different pieces of coursework associated with different modules. 

There is a big myth that A-level knowledge will get you through Level 1 – this is just not true. Whilst some of the same topics may be covered, they will be explored in very different ways. Both the level and breadth will vary and will be developed in much more advanced ways. Some topics will be explored from a variety of different perspectives. You will also be expected to gain a deeper understanding of this material, and will arrive at this through your independent reading and thinking. 

The University of Leeds is a larger institution with more variety, more facilities, more fellow-students and larger classes than you will have experienced to date. It is also less intimate, which means that there is more of an onus on you to seek help if you have any problems. There is plenty of help available but you have to ask.

1.3.2   How about Geography?

As you know, Geography spans both the sciences and the social sciences, and deals with a range of different ideas and arguments. There is an emphasis on critical analytical skills and an appreciation of geographical ideas and concepts rather than memorising particular facts. There are some problems and ideas for which there are clear answers and others for which there are no right-or-wrong answers, problems and ideas that are open to debate. Although lecturers may have strong opinions, they will not mark you down for taking a different position, nor will they give you any special credit for agreeing with them. They will be looking for a much broader understanding of the range of issues and ideas, critical reflection on debates in the literature, and also an ability to argue for a particular position in an essay. You will need to be able to support your arguments with examples and appropriate evidence, properly references your sources, and demonstrate that you have engaged with appropriate academic literature. This means that you must undertake considerable amounts of reading each week. You will be given some very long reading lists, although you will not be expected to consult every reference. You will need to be selective in choosing what you follow up and read. At the same time, however, you must make sure that you have enough depth of material to resource essays, projects and exam answers. You will also be expected, on many occasions, to find your own academic literature to supplement that provided by your lecturer or tutor. 

Discussion also plays an important role in the teaching of geography, since it helps you to approach problems from many and varied viewpoints. You will find workshops and group work built into many modules; this will give you plenty of time and opportunity to discuss ideas and material with your colleagues and lecturers.

1.3.3   Comparing Timetables with Other University Subjects

Compare your timetable with a student in English. An English student normally has a maximum 6 contact hours a week. It is obvious to students from English that in the rest of the week they need to read the texts and commentaries. Geography students have a slightly fuller timetable, as we also teach you technical skills (e.g. computing, lab work and statistics). Our laboratory and computer classes have continual assessment elements. BUT we expect you, like students from English, to be reading the appropriate supporting geographical literature in parallel with these classes as well as for lecture-based modules. So always remember that we will expect you to provide evidence of further reading and personal learning beyond the lecture material in your coursework, essays and exam answers.

1.3.4   The Importance of Level 1

Students sometimes mistakenly think that the first year does not matter – this is not true. Whilst we do not use your marks from year 1 to calculate your final degree class, your final degree mark transcript will have all your grades from all your modules from all years of your degree programme printed on it. It is a transcript of all your achievements for all the modules undertaken during your time at the University of Leeds. An employer and anyone interviewing you for a first job will know what you have achieved. We do not count Level 1 when calculating your final degree class because we appreciate that it takes time to settle into this very different work pattern and manage your own study time and needs. Level 1 is all about learning to adapt to studying at university, developing important skills to be an independent learner and performing to the highest academic standards in subsequent years. Don’t forget – a number of modules are pass to progress. 
1.4   Thinking about Study Time

A 20 credit module in this university represents 200 hours of student effort. Therefore, a 10 credit module represents 100 hours of effort. Table 3 summarises the content, nature, contact hours and private study hours for Level 1 single honours geography degrees. Other programmes are summarised in course handbooks, and the structure and content of all programmes are summarised on Campusweb at:

http://webprod1.leeds.ac.uk/banner/programmesearch.asp?Y=200910&T=S&L=UG
Table 3 includes some ‘blanks’ for you to fill in to complete Task 2. The penultimate column shows you that you are expected to spend more than 50% of ‘total hours’ on personal study time. You need to use this time for following up ideas, undertaking reading, completing assessments, and preparing and revising for exams, etc. The breakdown of time you should spend on particular private study tasks is shown in each module description for each module. You also need to assign personal/private study time to complete practical reports and practise your computer skills at your own pace. 

Task 2: Study Time

Fill in the blanks and correct any entries in Table 3 (indicated by yellow highlighting). Do this by making reference to appropriate Week 1 handouts for individual modules.  

· If you do not have handouts for each module, just go to the Student Portal and check out and look at the modules you are registered for, or use the University online programme/module catalogue at: 
http://webprod1.leeds.ac.uk/banner/programmesearch.asp?Y=200910&T=S&L=UG
· If you do use the online module catalogue, make sure you select modules for the 2009/10 academic year.

· In particular, identify the reading and coursework requirements, taking note of particular assessments and tasks that need to be completed for each module.

· Delete/amend any information that is not appropriate to your programme (particularly if you are on the Geography & Transport Planning or Geography-Geology programmes, or are a joint honours student).

· Copy, edit and paste the final completed table into a Word document and keep it with your module notes for future reference and exam preparation.

Then devise a rough weekly work schedule for each module. What does your schedule look like? You might want to do this my producing a grid that resembles your timetable and assigning study tasks and activities (e.g. reading for different modules) to slots when you don’t have timetabled classes. You’ll also have to assign extra slots in the evening and/or at weekends for some tasks. You might want to then move on and start allocating specific module tasks and assessments to particular days or weeks, and you may want to devise a series of weekly timetables of work. You may also find it useful using a diary (see also below). 
1.4.1   Some Tips on Personal Organisation at University
· Using a diary is essential. It will allow you to keep track of deadlines, tutorials, workshops and meetings.

· You may find it useful to record all deadlines for assessments and exams in your diary, as well as planning the allocation of tasks associated with assessments.

· You need to make a careful note of your practical classes and workshops. Some workshops count towards final module marks – so don’t miss them. Sign up for workshops and practical classes in the basement of the main geography building. Workshop leaders will have copies of these lists and will turn you away if you are in the wrong place at the wrong time. 

· Leeds is a big campus. You will need a timetable and a diary so you know where you are going. It takes time to walk between the lecture theatres, computer clusters and the School of Geography.

· Notify your tutor if you are unable to attend a class or tutorial. 

· Get some ring binders for retaining and organising module handouts and also your own notes. 

· You should spread your reading evenly over the term.
· You are responsible for knowing and keeping track of deadlines and dates for coursework submission. The University enforces strict penalties for late work. These are outlined in the University’s Taught Student Handbook and also your Departmental Handbook – make sure you are familiar with these important documents. 
· Most importantly of all, plan your study time well. If you are taking two or three subjects, try to spend the same amount of time on each one every week. If you start getting behind on one subject, it will be increasingly difficult to catch up later.

Table 1.3: Summary of programme structure, contact hours and private study time
	Module
	Contact hours
	Personal/private study time
	Assessments / Exam

	
	Programme
	Credits
	Semesters
	Lectures 

hrs
	Workshops or other
	Practicals
	Subtotal
	Reading, thinking, course work/writing, revision (% of Module hours)
	

	GEOG1200 Changing Worlds, Changing Places*
	BA& BSc
	20
	1&2
	40
	0
	0
	40hrs
	Total of 160hrs (80%)

[Insert breakdown]
	[Insert breakdown]

	GEOG1210 Environmental Systems and Processes*
	BA& BSc
	20
	1&2
	40
	4hr online tests


	0
	44hrs
	Total of 156hrs (78%)

[Insert breakdown]
	[Insert breakdown]

	GEOG1220 Geography, Environment and Society
	BA& BSc
	20
	1&2
	20
	18hrs Active Learning Group
	0
	38hrs
	Total of 162hrs (81%)

[Insert breakdown]
	[Insert breakdown]

	GEOG1300 Geography Tutorials
	BA&BSc
	10
	1&2
	6
	11hrs Tutorial
	4
	10hrs
	Total of 90hrs (90%)

[Insert breakdown]
	[Insert breakdown]

	GEOG1170 Ideas in Geography
	BA&BSc
	10
	1
	10
	0
	0
	10hrs
	Total of 90hrs (90%)

[Insert breakdown]
	[Insert breakdown]

	GEOG1221 Field Research Leeds
	BA&BSc
	10
	2
	4
	7
	0
	11hrs
	Total of 89hrs (89%)
	[Insert breakdown]

	The following taken by BSc students

	GEOG1230 Analytical Skills in Geography 
	BSc 
	20
	1&2
	19
	7hrs Fieldwork
	31
	57hrs
	Total of 143hrs (72%)

[Insert breakdown]
	[Insert breakdown]

	The following taken by BA students

	GEOG1260 Geography of the UK
	BA
	10
	1
	10
	0
	20
	30hrs
	Total of 70hrs (70%)

[Insert breakdown]
	[Insert breakdown]

	

	GEOG1270 GIS for Human Geography
	BA
	10
	2
	10
	0
	20
	30hrs
	Total of 70hrs (70%)

[Insert breakdown]
	[Insert breakdown]

	Electives (20 credits in total)

	[Insert]
	BA&BSc
	20/10
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert details]
	[Insert breakdown]

	Spare in case taking 

 electives
	
	
	
	
	
	
	
	
	

	Total
	
	120
	
	
	
	
	[Insert]
	Insert Total
	


* If you are taking either of the 10 credit versions of these modules, divide these figures by half. 

1.5   Introduction to the Student Portal and E-mail

The Student Portal provides you with access to many university resources and services. You will use it very frequently throughout your university career.

Task 3: The Student Portal

1.  Work through the appropriate module of the online ISS Student IT Induction, by first selecting the ‘Student Systems’ module and then selecting the ‘The Portal’ section. http://iss.leeds.ac.uk/filestore/training/Student_Ind/main_menu.html
2. Make sure that you can:

· Log into the portal

· View your e-mail – the next task will involve more on e-mailing

· View your modules / timetable

· Logoff from the portal

Now that you’ve had a chance to view the portal, let’s explore further how the e-mail system works.

Task 4: E-mail

1.  Work through the appropriate module of the online ISS Student IT Induction. Again select the “Student Systems” module, and then select the “Using the e-Mail System” section.

2. Make sure that you practice the following:

· Sending e-mails

· Deleting e-mails

· Creating mail folders – think about how you might organise your e-mails so that you store important messages under module names or a system of your choice

· Make sure that you know how to sort messages in your folder(s) by date, name of sender and subject.

· Sending attachments – create a note in a Word document and send it to a friend

· Receiving attachments – make sure you can download and read attachments. 
NB: you can access your e-mail using the Student Portal or the separate Webmail tool (e.g. webmail icon on University desktops or via: http://campus.leeds.ac.uk/webmail.htm).

Remember: It is vital to check your e-mail account regularly as staff may contact you with important information. You might also arrange meetings with fellow students and staff by e-mail. You should check your e-mail at least once a day. Remember that you can access it using any web browser connected to the internet (on or off campus).
You need to organise your mail box by storing messages in different ‘themed’ folders and undertaking regular ‘housekeeping’. You have limited mail space and once your mailbox is full, your messages will bounce back to the sender and not be delivered to you. Further IT support is available at: http://www.leeds.ac.uk/iss/documentation/
1.6   Windows and File Management

In this section we will take a brief look at the Windows operating system and how to manage your files. 

Task 5: Exploring Windows and File Management

1.  Work through the appropriate module of the online ISS Student IT Induction by first selecting the ‘Getting Started’ module, and then selecting the ‘Basic Use of IT’ section.

2. Create one folder (also called a directory) for each of your modules (e.g. GEOG1210 EnviSysts, GEOG1300 GeogTuts, etc.). Then save coursework in the future to the appropriate module folder. 

3. Open Word, write some brief text and save the file to the GEOG1300 folder that you created. Check to see that it’s there. Rename the file. Copy or move it to another course folder. Delete the file.

Top IT Tip!
Note: You can access your University files on the M: drive from anywhere (in the world) and at anytime by typing the following into a web browser connected to the internet: ftp.home.leeds.ac.uk. You will then be prompted for your ISS username and password. You can also use Desktop Anywhere (available via the Portal), to access your M: drive files plus the N: drive & other ISS applications. 
1.7   Word Processing

Task 6: Practicing Word Processing
· Work through the appropriate sections of the online Student IT Induction that relate to Word. This is available at: http://iss.leeds.ac.uk/filestore/training/Student_Ind/helper_menu.html 
· You need to be able to do each of the things listed in the grid below in Word – so make sure you practice them! You can work on a copy of some text you are preparing for an essay or some other piece of work (make sure you have a backup copy). Tick off each of the word processing functions as you practice them. 

· Use the Word Help facility if you get stuck, before asking for help.

	Tick off once practiced
	Word processing function

	
	Edit your title by enlarging the font to size 14, change font from Times Roman to Arial, and then centre it.

	
	Try an alternative method for formatting text for headings by applying a pre-defined style. Change the format of your first sub-heading into Heading 2. Create a series of headings and then generate an automatic Table of Contents.

	
	Save your file to your file store and/or memory stick or disk. 

	
	Insert a duplicate word and then delete it.

	
	Use the copy, paste and cut features. Practice moving words and paragraphs around until you are comfortable with the technique.

	
	Try using the text formatting facilities to set some text in bold font and also italics.

	
	Try using the left, right and full justification text alignment features. 

	
	Change the line spacing of the second paragraph from single spacing to 1.5 lines.

	
	Insert a numbered list of points and then change to a bullet point list.

	
	Use the spell checker and grammar checker.

	
	Try out the thesaurus to replace a word with an alternative one.

	
	Use the search and replace facility to quickly find text and replace it.

	
	Add text to the footers and/or headers, e.g. your name, the filename and path. 

	
	Insert page numbers on all but the first page.

	
	Change the size of the margins and layout to landscape.

	
	Put a border with shading around a piece of text. Add some box shading to this bordered text.

	
	Insert a table.

	
	Use the sort command (see Table Menu) to order the reference list alphabetically.

	
	Insert a picture from the web into a document (see notes below with some advice on images).

	
	Open the ‘Drawing’ toolbar. Look under the View drop down menu and then under Toolbars. The Drawing bar should be ticked. Try drawing some basic shapes and add lines with arrowheads.


1.7.1   Copying and Inserting Images

Using Internet Explorer, find a webpage with a picture. Place your cursor on the picture and right-click with your mouse. Use the Save Picture As feature to save the image to a folder where you store your work for GEOG1300. Change the file name, but not the extension (which will typically be .gif or .jpg).  Now return to your document that is open in Word and use the Insert menu to insert the image from a file. You will need to navigate to the appropriate folder and file before finally inserting it. You can then try moving it around and re-sizing it. 

1.8   Using Excel

Task 7: Excel
· Work through and familiarise yourself with the appropriate sections of the online Student IT Induction that relate to Excel. This online tutorial is available at: http://iss.leeds.ac.uk/filestore/training/Student_Ind/helper_menu.html 

· You need to familarise yourself with all the following topics/sections: 1) Basic Excel Concepts; 2) Creating Simple Formulae; 3) Formatting Data; 4) Moving and Copying Data; 5) Page Setup and Printing; 6) Using AutoFill; 7) Using the Insert Function; 8) Advanced Formulae; 9) Advanced Number Formatting; 10) Large Spreadsheets; 11) Sorting and Filtering; 12) Using Charts; 13) Working with Multiple Worksheets.

Week Two – Using the Library at Leeds

You need to familiarise yourself quickly with a wide range of library resources and services. You should complete Task 8 (see below) so that you can access library books and resources quickly.  During the Week 0 lecture, Sara Thornes (Geography Subject Librarian) showed extracts of the Library’s Online Video. You can revisit the library video at any time if you need to further familiarise yourself with important aspects of the Library service. The video is divided into 8 sections and can be viewed at: 

http://www.leeds.ac.uk/library-old-site/using/video/AMP/presentation.html
You will need to use your own head phones (e.g. from an iPod or MP3 player) if watching it in the Library or an ISS Computer Cluster. You should plug these into the speaker socket on the front or back of the PC. 

The following library web pages will be invaluable to you during your first year of study:

	Library homepage:
	http://library.leeds.ac.uk/

	Library support for Geography (your subject page):
	http://library.leeds.ac.uk/geography/
Have a look at the information in the main sections:

Getting Started: includes information on using the Library, and  help for new students

Find Information: includes help with searching for journal articles, key databases for human and physical geography and a access to reading lists for your modules.

Write, Cite and Disseminate: includes help with referencing, advice on avoiding plagiarism and where to get more academic skills help.

	Information on using the Library; & quick questions:
	http://library.leeds.ac.uk/info/200203/using_the_library
http://library.leeds.ac.uk/info/200203/using_the_library/248/using_the_library



The ‘Computing & Libraries’ tab in the Student Portal also provides useful information and links to the Geography subject page.

Task 8 provides a walking tour and guide to the University of Leeds Library and should be completed by the end of Week 2. There will be a lecture on library resources in Week 2 and you have five linked online tutorials to complete in Task 9. 

Task 8: Library tour
· Complete the walking tour outlined in Section 7.1 by the end of Week 2.

· This provides an alternative introduction to the library and supplements the Library’s Online Video (mentioned above). It will help you consolidate your knowledge of the Library.

2.1   Library Tour
1. This is a starter tour with some questions to help you spot useful geography resources. There are many branches and floors of the University Library, and the geography books are spread all around. You need to walk around and find all the sections. This tour is probably best done in a pair or group. Head first for the Edward Boyle Library (EBL); the entrance is on Level 9. You will need your Student ID/Library Card to get into the library. Start by having a look at the floor sign opposite the entrance and pick up any useful leaflets. 

· How many floors does the Edward Boyle library occupy?

· Which level is the main geography collection on?  

2. Now start the tour properly by going downstairs to level 8 and finding the main geography collection. This is where the full collection of geography books and journals are housed. Books stored here are available for long loan (2 weeks for undergraduates). Short loan books are stored in the ‘7 day loan collection’ on Levels 8 and 9 (see below), which houses the most popular texts. When you are visiting the library you may need to visit more than one floor. Have a look at a few academic journals/periodicals and find some of the ones flagged on your reading lists. Make sure you have a look at both the ‘Current Periodicals’ and also back copies (some journals go back to the 1920s). Note down answers to the following questions:

· What does the Journal of Regional Science discuss? 

· What is Area?

· Which journals look useful for climate and weather?

· What topics and issues are being discussed in the most recent issues of the human and physical geography journals?

· Now have a good look along the geography books. What sort of geography is generally found catalogued under K?

3. Go to the end of the geography section just before the Current Periodicals. There are larger books which need taller shelves and are indicated as Large on the library catalogue, e.g. Large Geography N-16 CAT, and are shelved in the same order as the main collection.

4. Before leaving Level 8 notice the study desks, computer terminals and photocopiers – you will find these on every level. On the rest of your travels, keep an eye out for the computing clusters which provide desktops where you can work at during library hours. The library provides excellent facilities for working between classes and making effective use of private study time.

5. Head up to the Geography Reference section towards the top of the building (Level 12). The great thing about the Reference section is that the books cannot be taken out, so you should always be able to find any main texts there. 

· Looking at the books what sort of geography is generally found catalogued under P? 

· What are the subjects shelved before/after geography on this floor? 

6. Finish off in the Edward Boyle Library by returning to Level 9 (the floor on which you entered the library) and have a good look at the ‘Geography 7 Day Loans Collection’. Here you will find multiple copies of the geography books that are borrowed frequently and are normally on a lecturer’s reading list.

· How many library books can you have out at one time? (Hint: search Library web pages carefully).

· Pick up a book that you need for one of your modules and get it checked out.
· You can check out items on the self-issue machines or at the counter with the help of library staff.

7. Finally in the EBL, spot the ‘High Demand Collection’ area next to the exit. This collection holds materials (books, journal articles, videos and DVDs) that geography staff members have placed on restricted access. You can have them for 3 days or 4 hours at a time. You need to check these out within the High Demand area before you leave.

8. Now head up the road to the Brotherton Library. You enter on is the third floor of this library. Pick up a map to get a clearer idea of the floor layout. Have a look out for the issues desk and also familiarise yourself with the self-issue book scanner if you have not done so already in the EBL. 

9. Walk across the main floor and take the link to the West Building. See if you can find the daily newspapers and also ‘Official Publications’. 

10. Now go down one floor to BLW2 (short for Brotherton Library West Building 2nd floor). Here you will find a range of social science resources that will be relevant to human geography (current Journals/Periodicals are on the floor above – BLW3). Look at some of the books on the Sociology, Politics and Economics shelves that might be useful for human geography.

2.2   Developing Library Skills 

Developing bibliographic skills properly is an essential pre-requisite for studying at University. There are five online tutorials that are linked to Week 2’s lecture on library skills (Task 9). These tutorials cover a number of important skills including: 

· searching for information (two tutorials) 

· the Web of Science - to search databases for academic journal information 

· how to reference using the Harvard system

· plagiarism and copyright. 

( Task 9: Online Library Tutorials and Assessed MCQs
· You MUST complete all of the five following online library tutorials:

#1 Understanding your reading list: http://library.leeds.ac.uk/downloads/tutorials/readinglists/index.html 
#2 Web Searching Tutorial: http://library.leeds.ac.uk/documents/tutorials/web_search/web_searchindex.html
#3 Web of Science: http://library.leeds.ac.uk/documents/tutorials/web_of_science/web_of_science_index.html
#4 References and citations: http://library.leeds.ac.uk/downloads/tutorials/harvard-referencing/index.html 
#5 Plagiarism and Copyright (For Students): http://www.leeds.ac.uk/library/ilt/plagiarism.htm
     Links to these tutorials are also provided in the VLE.
     You may find that you need to switch off the ‘pop-up blocker’ in your web browser to use                   tutorials (#5).
· Complete the online MCQ test once you have worked through all 5 tutorials listed above. The MCQs are located in the VLE (see Skills Portfolio Workbook and All-Class Lectures).

· Remember that the MCQs test must be completed by the date of your portfolio submission (Friday 20th November 2009 - end of Week 8). However, they WILL NOT be made available until Tuesday 13 Oct, Week 3. This will give you to first work through online tutorials, repeating them more once if necessary. Don’t forget to make notes.
Having learnt how to search and find bibliographic resources in Task 9, you will shortly undertake a literature search in Task 12. You will submit the results of your search as part of your skills portfolio.  

2.3   Other Library Tutorials and Training Resources

There are lots of other library tutorials and resources you can look into either now or at any time during your studies at Leeds, these can be found in the Getting started section of the Geography subject page (under ‘Develop your skills’).  
Geography subject page
 http://library.leeds.ac.uk/geography/
	Online tutorials:
	http://skills.library.leeds.ac.uk/online_tutorials.php 

	
	


Make sure that you have a quick look at what is on offer for future reference. Follow up anything that you think will be useful to you. For example, you might want to look at the ‘Catalogue Tutorial’ if you are still unclear about the University Library Catalogue.
Week Three – Reading Skills

This topic is covered in the Week 3 lecture. During this session you are introduced to approaches and best practice in reading journal papers and other academic material. 
	( Task 10: Reading into a reference list
from GEOG1200 Changing Worlds, Changing Places/ 1290 Global Perspectives
Ackleson, J. 2005. Constructing security on the U.S.–Mexico border. Political Geography 24:2, 165-184. 
Andreas, P. 2005. U.S.-Mexico Border Control in a Changing Economic and Security Context. US-Mexico Policy Bulletin, Issue 1. Available online at: 

   http://wilsoncenter.org/topics/pubs/Mexico.PolicyBulletin.Jan.05.pdf

Falah, G. 2005. The geopolitics of ‘enclavisation’ and the demise of a two-state solution to the Israeli–Palestinian conflict. Third World Quarterly 26:8, 1341-72.

Flint, C., and P. Taylor. 2007. Political Geography: World-Economy, Nation-State, and Locality. 5th ed. Harlow: Pearson/Prentice Hall.

Gellner, E. 1983. Nations and Nationalism. Oxford: Blackwell. 

Paasi, A. 2003. Territory. In J. Agnew, K. Mitchell, and G. Toal (eds). A Companion to Political Geography. Oxford: Blackwell, pp. 109-122.

Said, E. 2000. Palestinians under siege. London Review of Books 14 December, pp. 9-14. 

Storey, D. 2001. Territory: The Claiming of Space. New York: Prentice Hall.

from GEOG 1210 Environmental Systems and Processes/ 1100 Ecology and the Changing Climate
Anderson, D.E., Goudie, A.S., and Parker, A.G. (2007) Global environments through the Quaternary: exploring environmental change. Oxford University Press, Oxford.  

Bowman, S. (1990) Radiocarbon dating. British Museum, London.

O’Connell, J.F, Hawkes, K., Blurton Jones, N.G. (1999) Grandmothering and the evolution of Homo erectus. Journal of Human Evolution, 36: 461–85. 

Brown, P., Sutikna, T., Morwood, M.J., Soejono, R.P., Jatmiko, Wayhu Saptomo, E. and Awe Due, R. (2004) A new small-bodied hominin from the Late Pleistocene of Flores, Indonesia. Nature, 431: 1055–61. 

Lewin, R. (2005) Human evolution: an illustrated introduction (fifth edition). Blackwell, Oxford. 

Mithen, S.J. (2007) Did farming arise from a mis-application of social intelligence? Philosophical transactions of the Royal Society of London. B, Biological sciences, 362: 705–18. 

Stringer, C. and Andrew, P. (2005) The complete world of human evolution. Thames and Hudson, London.

Creating reference lists will be covered in more detail next week, but note now that although both these references lists are organised according to the Harvard style, there are some minor (but acceptable) stylistic differences. 
Look closely at one of these two lists (taken from reading for GEOG1200/1290 and GEOG1210/1100), and answer the following in your skills portfolio. For each work listed, state the nature of the work, making clear the type of publication and the intended readership, e.g. edited textbook, academic journal, magazine for general readership. 



( Task 11: Reading an Academic Journal Paper

Read one of the journal papers in the reference list in Task 10, taking notes, and address the questions below:
Provide a brief typed summary/resumé of your notes and include this in your skills portfolio. This resumé should be a maximum of 600 words and should show how the author(s): 

-- establish the aims/themes of the piece


-- review the extant literature


-- explain their approach to the research


-- set out the argument and sustain it to its conclusion


-- establish a clear and effective conclusion.
Week Four – Citing and Referencing

4.1   Reference Lists
A reference list contains full information on every source quoted in a particular piece of writing, be it a student essay, academic paper or report. References – both citations in a text and a list of the references at the end – must be included in all academic writing. As a university student you are expected and required to give appropriate acknowledgement to other peoples’ work and ideas (see Task 9, Tutorial #4). You must also include references  for all diagrams and tables you use. Failure to include references will result in a considerable loss of marks. The School of Geography requires its students to use the Harvard Referencing System (as do most academic journals). Reference lists are placed at the end of the essay in alphabetical order. They must be comprehensive so that the reader can easily find the work without confusion. You will have already worked through the online tutorials on plagiarism and how to reference in Task 9, Tutorials #4 & #5 - so refer back to this if you need to. 

You should quickly get into the habit of keeping a complete record of your sources with full bibliographic details when reading and making notes (see also Task 11). This will make referencing essays and reports simple. It is a real nuisance to have to go back to the library to re-locate a reference because you did not quote it fully in the first place. So always put the full reference in your notes. For further information about references see also Kneale 2003).
( Task 12: Creating a Reference List

· Using what you learnt from the library tutorials, do a literature search on a geographical topic of your choosing. Select something that interests you or use one of your tutorial essays as an example topic.

· You should clearly indicate in your skills portfolio submission the topic that you have chosen followed by a reference list of at least 8 items in alphabetical order and using Harvard referencing. Your references should cover a range of different sources (e.g. books, journal articles, internet sources, etc.)

	( Task 13: Citations and Reference Lists 

Producing a full and accurate reference list is an important part of essay writing and other academic work. It a token of honesty and professionalism to yourself, your reader (i.e., in this case, your tutor) and the writers whose works you have read. 
Copy and paste the following text into your skills portfolio workbook. Spot the mistakes and inconsistencies, and produce citations and a reference list using the Harvard style in a correct and consistent way. Mark with a pencil or by highlighting the places where you have made corrections. A corrected version will be made available on the VLE after the submission deadline.
Refresh your memory by looking at a few articles in some academic journals to see examples of reference lists. Look at some passages of text to see how these sources are flagged. The referencing of web sites will be tackled next semester.

The following two paragraphs with their associated references are a slightly amended version of part of the final draft of a recent paper published in the academic journal Urban Studies:
from: Waley, P. 2007. Tokyo-as-world-city: reassessing the role of capital and the state in urban restructuring. Urban Studies 44:8, 1465-90.

At the heart of discussion of urban change in the last few decades lies the proposition that we have moved from a managerial to an entrepreneurial urban regime and from urban government to urban governance. (David Harvey ‘89) While this analysis has become central, it has been taken in various directions with a number of different emphases. For example, Hall and Hubbard (The entrepreneurial city 1996, page 155) have argued that, ‘It is difficult to assess whether the shift to entrepreneurial modes of governance is supplanting or merely supplementing traditional “managerial” approaches’. Differing inflections exist on the nature of urban governance, but most writers agree that public-private partnerships (with the weight between the component parts differing) operate at the core of urban restructuring and undertake urban regeneration projects (Hall, 1996; MacLeod et al. 2003; Peck & Tickell 1996; Ward 2003). However, a number of qualifications are apparent. Hall and Hubbard (1996, 157) write that, ‘The power often attributed to the private sector in urban coalitions is frequently more apparent than real’, while both Harvey (1989) and McLeod and Ward have argued that the difficulties in forming coalitions of business leaders allows for the emergence of charismatic leaders from the world of business. 


Central to the entrepreneurial-turn literature (Ward 2003 and Wu 2003) is the sense of a reduced role for the state, both national and local. Over the last three decades, there has been a ‘slow erosion of key institutions enshrined in the welfare state and a major crisis in the legitimacy of modernist-inspired urban planning’. (MacLeod, page 1655). Again, this pivotal insight has been subjected to a wide range of qualifications, but most of them tend towards a revision of this argument along two lines. The first, outlined by Jessop (1998, p. 90), sees a ‘complex rearticulation of different spatial scales’, with no privileging of any one spatial scale (N. Brenner and N. Theodore). The second envisages the state as reasserting its authority, still pulling the strings. In the British context, this is understood, not surprisingly perhaps, as being ‘much less about rolling back the frontiers of the state than a restructuring of the local state apparatus in the interests of the central state’ (Hall and Hubbard 1996, 157). Indeed, Peck and Tickell (2002) interpret this reassertion of the state’s authority as reflecting a chronology in the development of neo-liberalism, from roll-back to roll-out.

N. Brenner and N. Theodore. 2002. Cities and the geographies of ‘actually existing neoliberalism’. Antipode  34:3, 350-379. 

Peck, J., and Tickell, A.. (2002). Neoliberalizing Space. Antipode Vol. 34, No. 3, pp. 380-404.

T. Hall,and P. Hubbard (1996) “The entrepreneurial city: new urban politics, new urban geographies?” Progress in Human Geography 20:2, 153-134.

Harvey, D. 1989. From managerialism to entrepreneurialism: the transformation in urban governance in late capitalism. Geografiska Annaler Series B, 71:1, 1-15.

MacLeod, G., and Ward. 2002. Spaces of utopia and dystopia: landscaping the contemporary city. Geografiska Annaler Series B 84:3, 153-170.

McLeod, G., M. Raco and K. Ward, et al. 2003. Negotiating the contemporary city: introduction. Urban Studies 40:9: 1655-71.

Tickell, A., and J. Peck. 1996. The return of the Manchester men: men’s words and men’s deeds in the reworking of the local state. Transactions of the Institute of British Geographers 21--4, 595-616. 

Ward, Kevin. (2003). Entrepreneurial urbanism, State restructuring and civilizing ‘New’ East Manchester. Area 35:2, 116-27.

Wu, F. 2003. The (post-) socialist entrepreneurial city as a state project: Shanghai’s reglobalisation in question. Urban Studies 40:9, 1673-98.

Jessop, B. 1998. The narrative of enterprise and the enterprise of narrative: place marketing and the entrepreneurial city, chapter in Tim Hall and Phil Hubbard, Eds) The Entrpreneurial City: Geographies of Politics, Regime and Representation, Wiley, Chichester, pages 77-102. 

Refer back to Task 9, Tutorial #4 if you remain confused or unclear about how to reference sources using the Harvard style.




4.2   Some Definitions
Bibliography: this normally means a list of works on any particular subject, but is sometimes (confusingly) used in the more specific sense of a reference list. 
Citation: a specific type of reference – appearing in brackets in a text – to a source from which material or ideas have been drawn.

Reference: in this context, the marking-out or noting-down of a different work from which material or ideas have been drawn. 

Reference List: the list at the end of a work of all citations in a text. 

Source: the original work to which reference is being made.

Week Five – Writing Skills 

Communicating your understanding, composing an argument and structuring your essays is covered in the lecture in Week 5. You may also find it useful to refer to Kneale (2003) and Northedge (1990). 

( Task 14: Evaluating an Essay

The essay provided below in Section 5.1 is not a particularly good answer and shows much room for improvement! It is somewhat dated now and has been adapted from an essay discussed in Northedge (1990). 

· Read carefully through the text and think about whether it is good or bad essay.

· Attempt to mark it using a standard School of Geography mark sheet (you can collect one from reception). 

· Refer to marking criteria for essays that are provided on page 50 of the School of Geography Undergraduate Student Handbook.

· Then type up some constructive comments about how the student should improve it (no more than 200 words).

Here is a list of things to think about when reading the essay:

· What is the central question here and has it been answered?

· Are aims and objectives clearly specified and is it clear whether they have been met?

· Have supporting evidence and examples been included?

· How effective is the argument contained in this essay?

· Is there good structure, organisation and signposting of material?

· How good is the referencing and the quality of resources used?

· Are the presentation, style and grammar good?

· Does it have a convincing conclusion that reflects on the aims and objectives?

· You may also find useful to refer to Table 6.1.

5.1   Example Essay: A Very Bad Example?

Spend, Spend, Spend 

A.N.Other   

A new upmarket shopping centre has just opened in London’s King's Road. It is done out in angular, 'raw tech', neo constructivist style by Crighton Design, with a giant 'drawbridge' spanning the central space. It is the latest, and as befits Chelsea, the most sophisticated, of a clutch of new or refurbished shopping centres which opened across the country in October and November. Liverpoool, Barth, Nottingham, Rotherhithe and Guilford, five distinctive new centres for five widely divergent markets. Over thirty more are in the pipeline for the next two years. 
Though varied in size and stale, nearly all centres offer the same basic features. Most importantly, their are spectacularly engineered glass atria or glazed barrel vaults to flood the shops and walkways with natural light. Plants and trees by the forest-full are being used too and many of the shopping centres are finished in polished steal with mirrored walls and marble or terrazzo flooring. For winter andnight-time use, they bristle with the latest high tech lighting. Massive heating and air-conditioning systems provide perfect environmental control. Those on several floors generally have opened sided escalators, or glass sided wall rising lifts to give customers a short scenic ride. Many have incorporated centrally located food courts, offering a range of eating experiences' where customers can sit and eat. More importantly, it is a vantage-point from which they can be seen, an essential element of the unashamedly voyeuristic shopping centre culture. 

All this investments reflects one central fact, that the retail sector of the British economy is its most dynamic component and it has been growing at an enormous rate during the eighties and nineties (as stated in my course textbook). Retail space alone increased by 50 percent between 1980 and 1987 and investment in new palatial shopping centres, including companies such as Next, Tie Rack and Body Shop, has been upward ever since.

Then there are the numerous refurbishments and rebuilds underway, both of existing 'slab like' sixties and seventies city centre malls, as well as the ageing departmental dinosaurs of the business. We have already seen Debenhams and BHS completely remodelled at the hands of Ralph Halpern and Terence Conran respectively. Now more famous traditional department stores are getting in on the act. Barkers of Kensington for example, has been completely overhauled and Whitelys in Queensway has been born afresh.

But we are not just talking numbers here. The eighties and nineties have also seen enormous growth in sophistication in both marketing techniques and retail design. One recent estimate of the value of burgeoning British design buisiness posited a figure of £1.7 billion, the largest part of which was graphics and interior design.The growth is undoubtedly retail related. Design giants like Fitch and Co, McColl, Michael Peters and Conran design now have staffs of hundreds and turnovers of millions. They have been mainly responsible for the rapid and restless turnover of new images and interior styles which the retail business now demands.

At the same time as the increase in the floor retail area, spending has followed suit in retail sales in the years 1980-1987. As well as spending money, the British are spending much more time shopping. Retail growth has restructured leisure patterns. Shopping centres in particular have become new sites of pleasure. Warm, clean colourful and fashionable they offer a range of satisfactions for adults and children alike. The cold windy and dangerous football ground can hardly compete. Shopping trips are now likely to fill a whole Saturday rather than half a day, as was customary 10 too 15 years ago. According to recent surveys, the British now regard shopping as their favourite leisure activity after holidays and television. What was once seen as a domestic chore. is now a pleasure.

This leisure element has been reflected in several ways. Firstly, in the growth of themed interior designs, such as those at the country's largest centre, the metro on Tyneside, which has a section done out as an ersatz Roman Forum, complete with statuary pediments, columns, mosaic floors and period murals. Trading on the British penchant for the package holiday, a fake 'Mediterranean village' is to follow soon (it is a pity about the Newcastle weather). Then there is the increasing tendency to combine retail with sports and cultural venues (such as the Coppergate in York next to the Jorvik Viking Museum). If that does not work there is the integration of leisure features proper within retail schemes, from street theatre a la Covent Garden, through to restaurants and cinema complexes or even small covered pleasure parks as with Metro Centre's Metroland feature.

The 'retailisation' of Britain, the evident desire of the British to 'spend spend spend' presents several problems. Socialist theory, fixated as it has been on production as the progressive moment in the capitalist cycle, finds shopping difficult to handle (my course text book). For 150 years it has been a case of production = good, consumption = bad. According to the theory, commodities produced under alienated capitalist labour conditions cannot possibly offer satisfaction, only further misery.

To understand the cultural social and pyschological shifts that are taking place, it is not sufficient simply to denounce the retail boom as a cultural deviation or an economic time-bomb; nor to trot out some broad all-embracing truism about post-industrial culture. It is far more important to draw up a balance-sheet of both positive and negative features of the boom and to come to grips with the underlying processes, the shifting web of desires and needs that make people look 'to the retail experience' as a major site of gratification.

First we have to dispense with the theoretical cornerstone of most left analysis of popular consumption, particularly that of a post- Frankfurt variety. This is the notion of 'manipulation'. Using this model, marketing and retail designs are seen as one giant conspiratorial con trick on the part of capital, to sell more commodities and keep the system ticking over. The desire to consume is seen as an erroneous need offering delusory pleasures and satisfactions. This is shopping as a form of a disease, with shoppers reduced to mere helpless victims. It's an argument which shows a sinister contempt for the way most people live.

A more coherent line of attack on the retail boom (though he stresses his position is not anti-shopping per se) is that mounted by Ken Warpole, co-author of Trade Winds (South East Economic Development strategy document). In a Guardian article last year (Warpole 1988) he constructed a new demonology: both city centre and out of town retail schemes are, he argued, destroying our urban fabric, intensifying antagonisms between the haves and the have nots and catalysing crime. In short, retail developments of all kinds 'pose tremendous danger to the quality of civic life.' 

There are several problems with Walpole's analysis. Many of his remarks on city centre schemes seemed curiously out of date and referred back to the old monolithic malls of earlier decades. The 'death of the high street' due to out of town schemes, has been predicted endlessly for the past decade or more, yet most continue to survive. Liverpool city centre for example, with its two shopping centres and pedestrianised streets, is a vast improvement of the traffic ridden hell of ten years ago. One has to ask serious questions about the rather romantic evocation of 'civic life' pre-retail boom. In many cities it is something that has not had any significant existence since the early fifties.

At one level it is possible to see many shopping centres reclaim some of the functions of medieval market places, or town squares and boulevards in southern Mediterranean cultures. In other words spaces not simply to buy and sell, but promenade, meet, sit and enter other forms of social exchange.

Certainly observation of the way the people use shopping centres would seem to confirm such a role. This may not be there intended function, but in Britain's climate, their covered, weather proof environment makes them eminently more suitable candidates for such an official, informal role than open streets. The gradual tendency for longer shopping hours and Sunday trading can only deepen this trend.

Off course it should be mentioned that the retail boom has relied overwhelmingly on low-paid female labour often working long and anti-social hours. But it is unfortunate that the short-sightedness of both the Labour Party and the unions has resulted in a strategy to restrict opening hours and oppose Sunday trading. 

In fact, the experience of retail developments over the past decade has done much to improve the quality of the public environment. Out of town developments have forced councils and retailers to improve the facilities and condition of run down city centre high streets. Many new city centre and edge of town schemes are both architecturally sensitive to the existing urban fabric and possess environmentally pleasing interiors.

Perhaps one of the major attractions of the 'retail experience' is not so much the art of the purchase itself but the validation that modern retail institutions offer the customer, at least in environmental terms. For an urban populace brought up in mediocre housing located in dreary, poorly designed cities and towns, the quality of the environment, the use of 'luxurious' materials, the originality of design and the sense of space offered by today's shopping centres - and many of the shops within them - is a source of both excitement and gratification. Architectural excellence and attention to design are attractions that in general have not been offered to most people either by home, school, hospital or any other civic institution.

There are, perhaps other factors helping to create Britain's retail culture. One was the experience of seventies inflation, which finally broke most peoples conservative conviction that saving was better than spending. Then along came the easy availability of credit. The final link was broken between money and commodities on the one hand and wages and work on the other.

At the same time high unemployment in the early eighties shifted the stakes. Consumption became a defiant form of celebration, positive evidence that you were still part of the dominant culture, that you had not been marginalized. What mattered was not what you bought, only that you bought. Buying power itself became the real buzz.

None of this is to deny the real problems with the 'retail revolution' as it has currently developed. I agree with Warpole that, particularly as we reach 'saturation point' in retail developments, solutions must lie more in consultative planning and careful social audit of the total effects of the new schemes together with an uplift in the status of retail work itself.

Perhaps, long before then, the Chancellor's nemesis will have transformed the scene utterly. Even before the last trade figures were announced, forecasts pointed to a retail growth of only 1-1.5% in the coming year. After the Christmas spree, higher interest rates could reduce retail spending still further and many commentators see this decades retail boom turning rapidly to a slump. It may have been fun while it lasted, but the 'shopping junkies' amongst us could soon have to face a rather painful withdrawal.

5.2   The road map -- What it is and why you should include one in your essays
You should include in your essay a ‘road map’. The road map takes the form of a few sentences near the start of the essay that serve as a guide to the ground that you are going to cover. These sentences serve two important purposes. They act as a guide to the reader so that s/he knows what points you will be covering and in what order. Secondly, and just as importantly, they act as a pointer to you, the writer, so that you know whether you are covering the ground you intend and whether your essay is robustly structured. In other words, the road map is an abbreviated and written-out version of the outline that you will have jotted down before beginning to write. 

You might want to prepare this road map in note form while drafting your introductory paragraphs and then return to it when you have finished writing your essay to make sure that it still reflects the structure -- and that the structure of your essay reflects the road map. 

Try not to make the road map too pedestrian, even if it is likely to follow a fairly predictable pattern. Below is a slightly adapted version of text from the second paragraph of a recently completed book chapter. Note that this road map appears in the introductory section of the chapter but not in the first paragraph itself.
From: Waley, P. forthcoming, 2010. Urban Landscapes. In V. Lyons Bestor and T. Bestor, eds. Routledge Handbook on Japanese Culture and Society. London: Routledge.
After an initial discussion of both historical and contemporary interactions with the landscape, the chapter is grouped into three sections, examining urban governance, the urban terrain and urban life-spaces. Each section introduces a series of preoccupations within the literature, and each represents a different scale of engagement between urban actors and the urban landscape. At issue in the first is the scripting of Japan’s premier city, Tokyo, vis-à-vis other leading world cities. The central question here revolves around the composition and nature of the forces that drive urban restructuring and the extent to which these may or may not differ from other leading cities around the world. The second section reviews the twin processes of extensification (sprawl) and intensification (high-rise construction) that have transformed the urban terrain in Japan over the last 30 and more years. In the third section, the discussion moves in closer to the spaces of everyday life in Japan’s largest cities. It follows the literature in examining the nature of community and the extent of difference in Japanese cities. The chapter tends towards the rather bleak conclusion that the success of the institutions of Japanese economic development, both public and private, in working Japan’s urban landscape has been such as to thoroughly standardise it. 

It is worth mentioning here the importance of using 20 to 25 minutes at the end of the essay writing time to reread your work and correct spelling, insert missing words, check grammar, tidy up diagrams and insert references. 
Week Six – Reflective Learning

6.1   Reflective Learning
Being able to articulate your strengths and weaknesses in an appropriately reflective manner is a very important skill that will serve you well in your working life. Reflecting on your skills and learning is an important part of this module. Personal development and reflection will allow you to:

· review progress against the intended learning outcomes of your programme and component modules (refer to your module descriptions)

· allow you to plan your learning
· recognise your own strengths and weaknesses
· identify other opportunities for learning and personal development (outside the geography curriculum)
· be better prepared to seek employment
· be better prepared for the demands of continuing professional, vocational and personal development.
Your personal tutors will provide academic and pastoral support and help you take increasing responsibility for your own personal and academic development (see Section 6.1.1). ‘Personal Development Planning’ (PDP) provides one medium for developing your capacity to understand what/how you are learning so that you can review, plan and take responsibility for your future learning. This process will also help you identify particular areas in which you need to develop your skills. 

Task 15: Identifying Strengths, Weaknesses and Development Needs

· Identify and reflect on your strengths - including things that you might include in your curriculum vitae (CV). Write down some notes in a Word file, notebook or diary.

· Identify and reflect on your weaknesses and personal development needs. Write down some notes.

· The following key questions are examples of the sorts of things you should be thinking about here:
-Do I know how to use the University Library and where to find all the books and 

resources I need?

-Do I now understand the Web of Science?
-Can I now find my own high quality materials & resources for my essay/coursework?
-Am I now confident with using the Harvard referencing system? Do I now know the 

difference between journal articles, books and book chapters?

-Do I know how to make/write coherent arguments? Have I improved my critical 

analysis skills over the semester?

-Am I reading enough and quickly enough? 

-Do I understand what plagiarism is and how to avoid doing it?

-Do I think I have understood the first Environmental Systems Processes lectures?

-Do I think I have understood the first Changing Worlds lectures?

· Have a look at the Skills@library  website to see what extra help they can provide with developing your skills: http://skills.library.leeds.ac.uk/index.php
· Think about which thoughts and observations you want to share and discuss with your personal tutor (see also Task 16); and which ones you are going to use when preparing/updating your CV.

· You might also want to have a quick look at the University’s Career service website and materials on CVs: http://careerweb.leeds.ac.uk/students/gettingajob06/cvs/index.asp  
As a student at the University of Leeds you are expected to take responsibility for your own academic and personal development, reflecting on your learning and skills development. You will have plenty of opportunities to discuss your personal development with your tutor over the course of the year; and you are required to review and summarise your personal development reflections using a pro-forma on three occasions during year one. You should hand the completed typed pro-forma to your tutor before your one-to-one meetings towards the end of Semester 1, after the release of January exam results, and at the end of Semester 2 (see Task 16). Thinking about your personal development on a regular basis will help you: identify achievements and skills; acknowledge developmental needs; help inform future career decisions; and also help you prepare CVs and job applications. 
6.1.1   Academic and Pastoral Tutoring 

Your tutor will: i) help you identify the best source of support and advice if you have any problems; ii) support you in reviewing your learning and in taking responsibility for your own learning; and iii) monitor and advise you about your academic progress. Further information about the University of Leeds University Model for Personal Tutoring can be found at: http://leedsforlife.leeds.ac.uk/model.html
Task 16: Preparing for Individual One-to-one Meetings with your Personal Tutor (typically in Weeks 11, 18 and 24)
· Summarise your notes and reflections from Task 15 using the summary pro-forma contained in the Appendix. 

· You should also refer to/make use of your responses to Tasks 1 and 17 when completing the pro forma for one-to-one meetings.

· Make sure you complete this ahead of your one-to-one meeting and hand the sheet to your tutor at the start of the meeting

· Your tutor will discuss the completed pro forma with you and then arrange for it to be placed on your personal file. The forms will be used to help write any future references that you request for any temporary or permanent jobs.
6.1.2   Writing-up Self-reflection
This may be new to you. It might not be very clear to you what this involves and what you should include when reflecting on your learning and writing it up. Planning from self-reflection can feel a bit like making New Year’s resolutions but can be very useful in helping you succeed. Acting on a short and manageable action plan is the key thing. Putting time and space into your weekly time schedule for developing and reviewing action plans will pay dividends and help you succeed.
Table 6.1: Essay Assessment Checklist

This checklist is to be used in preparing essays. Your tutor may ask you to bring this checklist to a tutorial or to attach it to an essay when you hand it in. Tick all the statements you agree with (Note you may tick more than one box in each section). This checklist is designed to help you balance the structure, content and style of essay. Your tutor or lecturer will give you a separate marksheet that will grade the academic quality and merit of your work.

Name ……………………………………….   Tutor …………….……………  Date………….……

Overall [  ] Happy with it [  ] Not happy [  ] Too short [  ] Too long [  ] Right length 

[  ] There is plenty of evidence of good argument and critical analysis [  ] Too hurriedly written 

[  ] Reading was mainly from class notes [  ] Reading was mainly from class notes and reading list 

[  ] Demonstrates reading beyond the set reading list [  ] Presentation is of a high standard 

[  ] Spell checked [  ] Grammar checked 

Self-assessment process [  ] I asked a friend to read and comment [  ] My friend thought the arguments were made clearly [  ] I finished the first draft in time to critically read it and then updated it [  ] This is a first draft, with no updating [  ] I feel the arguments are made clearly
Title [  ] Missing [  ] Correct [  ] Correctly reflects the essay contents [  ] Vaguely related to essay content [  ] Set by tutor [  ] Created by myself 

Abstract [  ] Gives a clear summary including results [  ] Too short [  ] Too long [  ] Omits critical items aims/hypothesis/results/ outcome [  ] Includes material that should be in text only [  ] Not needed  

Introduction [  ] Missing [  ] Too short less than 300 words [  ] Too long over 1000 words 

[  ] Rambles around some ideas [  ] Clear signposting of rest of essay made 

[  ] Clear aims and/or statement about argument to be made.

Organisation [  ] Material is well organised [  ] Clear signposting of essay contents and structure 

[  ] No signposts to essay [  ] Links between paragraphs are all signposted 

[  ] I have used sub-headings [  ] Subheadings have helped organisation and presentation 

[  ] I didn’t need to use sub-heading 

Core Sections [  ] The arguments are clearly made [  ] Each paragraph has a different function/argument – i.e. no repetition [  ] The arguments are all supported by examples 

[  ] There is a good balance of arguments [  ] The information comes from a range of sources 

[  ] All sources are acknowledged with references quoted in the reference list 

Discussion and Conclusions [  ] Missing [  ] Too short [  ] Too long [  ] Omits the outcome 

[  ] Mentions problems with theory/ideas/debates [  ] Picks up points from the main arguments in the essay’s core [  ] Picks up points made in the introduction [  ] The conclusion is not justified by the core content [  ] Includes material that would have been better in the core parts of the essay 

[  ] Contains novel and interesting ideas and opinions [  ] The conclusions follow from the arguments 

References [  ] Missing [  ] Not complete [  ] Some references are not quoted in full 

[  ] Perfectly complete and comprehensive [  ] Internet references incomplete [  ] Not alphabetical 

Figures/Tables/Data [  ] There were no geographical data or figures to support this essay  

[  ] Neat and professional diagrams [  ] All diagrams include Figure Headings that are all cross referenced in the text [  ] All tables and graphs have units and titles on their axes [  ] Where figures or data come from the literature, the sources are cited in the figure headings and quoted in the reference list

Your assessment: 

Tutor’s assessment:
6.2   End of Portfolio Reflection

( Task 17: End of Portfolio Reflection (to be completed once all other tasks are finished)

· Write a brief 300 word reflection on your experience of the development of your communication, scholarship, IT and reflection skills over the past 8 weeks. 

· In doing this refer back to your answer for Task 1 (thinking about how things have changed from Week 0) and Task 15 (Identifying Strengths, Weaknesses and Development Needs).

· In preparing your assessment you may find it useful to think about changes in: confidence, technical competence and understanding. You might also want to refer to specific examples included in your Skills Portfolio.

· Also identify areas that still require attention and further development.

· Remember to return to the University’s Skills@Library website and see whether they have any resources or courses that could meet your needs. Their website is: http://skills.library.leeds.ac.uk/
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Appendix: Pro-forma to use for Task 16
GEOG1300 GEOGRAPHY TUTORIALS
One-to-One Meeting with Tutor: Student’s Summary of Progress/Development

Meeting #1 – End of Sem 1; Meeting #2 – February (after Sem 1 exams); Meeting #3 – End of Academic Year (Sem 2)  

[Delete as applicable]
To be completed by student

	Name:


	Programme of Study:



	Date:


	Tutor:




· This should be handed to your tutor at the start of your individual meetings. It will then be used as the focus of your one-to-one discussions.

· This form will be used primarily to provide staff with additional information when writing references (for temporary and permanent future jobs) so please give us as much information as possible.

· Type, edit & expand the following boxes as required.

	Key academic achievements so far this semester &/or year
	

	Skills developed / personal progress
	

	Skills requiring further development
	

	Aims & objectives for this/next semester

&/or level 2

(specify whether semester, or level 2)
	

	Career aspirations
	

	Extra-curricular activities
	

	Personal Problems

or other issues you feel you need to discuss that have affected academic progress
	


Student’sSignature…………………………………………….…………… Date…………………………. 
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� Students on programmes not parented by the School of Geography will have been provided with alternative departmental handbooks.
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