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DISCLAIMER  

This information is issued on the condition that it does not form part of any 
contract between the University of Southampton and any student.  The information 
given has been made as accurate as possible at the time of publication, but the 
University reserves the right to modify or alter, without any prior notice, any of the 
contents advertised.  It should therefore be noted that it may not be possible to 
offer all modules or components of a programme in each academic session. This 
handbook is available in alternative formats on request. 
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Welcome from Associate Dean (Education & the Student Experience) 

 
Dear Students, 
 
Welcome to the University of Southampton and good luck on the year to come.  As an incoming 
student on one of our Master’s programmes, you’ve already demonstrated your ability through your 
undergraduate studies, and we’re glad you’ve decided to continue your education with us at 
Southampton. 
 
Within the Faculty, you may also like to know that there are numerous staff who have chosen the role 
of ensuring the quality and innovativeness of your experience at Southampton.  My role, as Associate 
Dean, is to provide leadership to this group of staff, developing educational strategy and ultimately 
overseeing all matters to do with your education and its assessment and quality. I have a commitment 
to ensuring the best possible student experience and, if all is working well, I will be like the duck on 
the pond - calm on the surface but paddling hard underwater. 
 
In all of our endeavours, we aim to provide a distinctive flavour to our education, both when bringing 
students from all over the world to Southampton, and when taking Southampton to the world.  It is our 
hope and intention that you too will experience our different and cutting edge way of doing things, 
and that you will thrive and succeed in your studies and in all that University can offer you outside of 
your studies.  Most of all, we hope that you will be happy during your time with us. This will shine 
through, and your positivity will be a beacon for friends, for opportunity and for achievements. Our 
staff are ready and willing to help you on that journey and we will be delighted to hear from you.   
 
For now though, welcome to what we hope will be a ‘home from home’, and good luck for your year to 
come. 
 
With best wishes, 
 

 
 
Jim Anderson 
Associate Dean (Education & Student Experience) 
Professor of Mathematics 
J.W.Anderson@soton.ac.uk  

 

mailto:J.W.Anderson@soton.ac.uk
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Welcome from the Director of Programmes 

 
Welcome to the University of Southampton.  I am the Director of Programmes for Social Sciences and 
my responsibilities cover all aspects of postgraduate education and student matters, and primarily 
your experience while you study here.  Whichever degree programme you are studying, you will be 
meeting staff and other students representing a wide spectrum of approaches to social scientific 
research.  A lot of exciting work goes on within Social Sciences and it is our aim to give you the very 
best education experience and to help you feel part of what we do. As a postgraduate, you have made 
a significant step-change in your studies.  Postgraduate work will be more demanding in a number of 
ways; it is more than an additional year of undergraduate study.  We are confident that you will see 
this as an amazing opportunity to deepen your knowledge, to develop critical and evaluative thinking 
and develop your analytical abilities. We are confident that you will become part of a lively 
postgraduate community that interacts both in the classroom and socially.  Indeed, we rely on you to 
keep that community as lively as it is! 
 
A Master’s degree is a taught programme, but you will probably find it to be more collaborative and 
interactive than your previous study.  This will be educational in the broadest sense of the word and 
our ambition is to see each of you graduate with a sense of accomplishment and a feeling that your 
decision to come to Southampton was definitely the right one.  Our postgraduate community includes 
doctoral researchers and you may find yourself drawn towards a PhD.  If so, your MSc is the foundation 
for success at that level.  If your ambitions lie in other directions, the MSc confirms your abilities of 
analysis, judgement, synthesis and communication.  You will be well prepared for success whichever 
path you choose. 
 
This Programme Guide contains a compendium of useful information about studying in Social Sciences 
at the University of Southampton.  You will find a summary and glossary of terms section below to 
assist you in navigating the information. If you lose this Guide, you can access it online.   
 
If anything in the Guide is unclear or if you have any questions that the Guide does not answer, Faculty 
staff are here to help.  Questions about specific module material should be addressed to the module 
lead.  Questions of a general academic nature should be addressed to the Programme Co-
ordinator/Personal Academic Tutor assigned to you.  The postgraduate programme coordinator for  
Gerontology is Athina Vlachantoni. You can view the name of your Personal Academic Tutor on your 
student record which can be accessed via SUSSED.  
 
In addition, staff working in the Faculty Student Administration Office located in Building 58, level 2 
can explain and advise on many matters. In short, there is a wealth of support and you should use all 
that we make available to you.   
 
Should you have a health condition that would benefit from additional support, it is essential that you 
contact the education support services at the earliest opportunity.  This is particularly important if you 
feel that you would need extra assistance during examination periods.   
 
If you need further pastoral support, please call at the Faculty Student Administration Office, where 
you will be able to talk to someone about your needs and be advised of additional sources of support. 
We take student support very seriously, but you must seek that support when you need it. Please do 
so.  However, the key point is that your postgraduate studies should be exciting and transformative.  I 
hope you enjoy your time here and that postgraduate study is everything you thought it would be. 
 

 
 
Dr Emanuela Lotti 
Director of Programmes, Social Sciences 
September 2017 
 

https://www.southampton.ac.uk/studentservices/academic-life/faculty-handbooks.page
https://sussed.soton.ac.uk/
http://www.southampton.ac.uk/edusupport/
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Welcome from the Head of Department & Director of the CRA 

 
Welcome to the Department of Gerontology and the Centre for Research on Ageing (CRA) in the Faculty 
of Social, Human and Mathematical Sciences. We hope your studies with us are enjoyable and 
interesting. 
 
This Handbook will help to ensure that your induction into the Department goes smoothly and 
provides a useful source of information throughout your period of study. The Handbook provides 
information on the programmes, individual course modules, assessment and feedback, learning 
resources, student support, general calendar information and tutor contact details.  Please take the 
time to find your way around this Handbook. The ‘How to …? Guides’ at the end of the Handbook will 
prove invaluable when learning about the different practical tasks and resources involved with your 
study. 
 
Feel free to email us if you have any queries. Happy studying! 
 

 
 
Professor Maria Evandrou 
 
Director of the Centre for Research on Ageing 

http://www.southampton.ac.uk/ageing/about/staff/evandrou.page?
http://www.southampton.ac.uk/ageing/about/staff/evandrou.page?�
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CRA Staff Contact Details and Research Interests 

 
Dr Isabella Aboderin 
Associate Professor of Gerontology 
Email: I.Aboderin@soton.ac.uk 
 
Isabella is also a Senior Research Scientist and Head of APHRC’s program on ageing and development 
in sub-Saharan Africa. Isabella’s research interest centres on the nexus between issues of ageing and 
older persons and core development agendas in Africa, with a focus on age-based inequities in 
wellbeing and service access, older persons’ economic and intergenerational roles and the life course 
of younger generations.  Her research is driven by a conviction that issues of ageing not only affect us 
individually and in families, but are crucial for the future of Africa’s societies. Isabella is also a Senior 
Research Scientist and Head of the Africa Population and Health Research Centre’s program on ageing 
and development in sub-Saharan Africa. 
 
 
Professor Maria Evandrou 
Professor of Gerontology, Director of the CRA and PGR Admissions Tutor 
Tel +44 (0) 2380 594808   Fax +44 (0) 2380 598649 
Email: maria.evandrou@soton.ac.uk   
 
Maria’s research is varied and includes inequalities in later life, equity in health and social care, and 
inequalities amongst black and minority ethnic elders. She also examines the retirement prospects of 
future generations of elders, particularly the building and use of different types of policy tools for 
modelling income, pensions, health, incapacity, demand and supply of formal and informal care 
amongst older people in the future.  
 
 
Dr Gloria Langat 
Lecturer in Gerontology, Examinations Officer, Senior Tutor and Staff-Student Liaison Committee 
Coordinator 
Tel +44 (0) 2380 592571   Fax +44 (0) 2380 598649 
Email: G.C.Langat@soton.ac.uk 
 
Gloria’s research interests encompass demography, population dynamics, and gerontology. Her work 
focuses largely on resource-poor settings. She applies a mixed methods approach to the design and 
analysis of research. Gloria’s broad research topics include: ageing in developing countries; HIV/AIDS; 
migration and health; impact of population dynamics on households and families; and urbanization. 
 
 
Dr Elisabeth Schröder-Butterfill 
Lecturer in Gerontology and Chair of Faculty Ethics Committee 
Tel +44 (0) 2380 596880   Fax +44 (0) 2380 598649  
Email: e.schroeder-butterfill@soton.ac.uk 
Please note I only work Mondays, Thursdays and Fridays. 
 
Elisabeth’s research interests cover ageing, the life course and social networks in developing and 
transitional societies. Her academic background is interdisciplinary, combining demography, 
anthropology and sociology, and her research merges qualitative and quantitative methods, with 
ethnography informing the design and interpretation of survey sources. 
 
 
Dr Athina Vlachantoni 
Associate Professor of Gerontology and Head of Teaching Programmes 
Tel +44 (0) 2380 598940   Fax +44 (0) 2380 598649  
Email: a.vlachantoni@soton.ac.uk 
 
Athina’s research interests combine the areas of ageing, formal and informal systems of support, and 
social policy. Her current research examines the demand for and supply of health and social care in 
the UK; informal care provision and receipt in India and China; life histories as determinants of 
outcomes in later life; and pension protection among ethnic minority groups in Britain. 
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Dr Elizabeth (Libby) Webb 
Lecturer in Gerontology, Library Liaison Tutor, Marketing Coordinator  
Tel + 44 (0) 2380 592452    Fax +44 (0) 2380 598649 
Email: E.A.Webb@soton.ac.uk 
 
Elizabeth has a background in social epidemiology, and her research takes a quantitative approach to 
addressing questions as to how good physical and mental health and independence can be maintained 
in older age. Elizabeth is particularly interested in how aspects of older people’s lives including social 
support, the provision of informal care, housing and use of active transport may influence health and 
well-being. 
 
 
Dr Rosalind Willis 
Associate Professor of Gerontology, PGT Admissions Tutor and MSc Dissertations Tutor 
Tel +44 (0) 2380 595367   Fax +44 (0) 2380 598649  
Email: r.m.willis@soton.ac.uk  
 
Rosalind’s research interests include the mental health of older people, especially dementia, and 
informal care and social support.  Much of her work has an emphasis on ethnic diversity, and she has 
conducted a mixed-methods study of informal support in later life across eight different ethnic 
groups.  Rosalind is also interested in equality of access to health and social care services. 
 
 
Professor Asghar Zaidi 
Professor of International Social Policy 
Tel +44 (0) 2380 593787 Fax +44 (0) 2380 598649 
Email: asghar.zaidi@soton.ac.uk  
 
Asghar’s research focuses on population ageing and its social and economic consequences as well as 
pension policy and its impact on fiscal and social sustainability of welfare states. His work has also 
examined labour market status and well-being of persons with disabilities; poverty and social 
exclusion among older people / people with disabilities; and dynamic microsimulation modelling. 
 
 
 
Teaching Fellow 
 
 
Kathryn Wicks 
Teaching Fellow in Gerontology and Skills Sessions Coordinator 
Tel +44 (0) 2380 592672 Fax +44 (0) 2380 598649 
Email: K.M.Wicks@soton.ac.uk 
 
Kathryn’s main research interests focus on formal and informal sources of care and support for older 
people over the life course in England. Kathryn is also interested in investigating legal issues affecting 
older people, in particular the impact of human rights legislation on the care of older people with 
dementia.    
 

If you wish to make an appointment with a member of staff, please either email or phone them.  

 
 
Centre Research Staff 
 
 
Dr Zhixin Frank Feng 
Research Fellow 
Email: Z.Feng@soton.ac.uk  
 
Frank is currently researching pension provision for minority ethnic groups in Britain, particularly 
focusing on the determinants, prospects and policy implications of current social security in Britain. He 
is applying multilevel models to investigate whether there are ecological effects of the determinants. 
Frank’s previous research used multilevel modelling to study health outcomes for elderly people in 
China.  
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Nele Van Der Wielen 
Research Fellow 
Email: N.Van-Der-Wielen@soton.ac.uk 
 
Nele’s research interests are wide ranging and lie within the fields of demography and population 
ageing. Her main area of research is relating to universal health coverage in the context of population 
ageing. She is currently focusing on social protection programmes for older adults in Nairobi (Kenya).  
 
 
Helen Bowers 
Visiting Research Fellow 
 
Helen’s research interests encompass national policy and older people; strategic and organisation 
development; mental health and well-being in later life; health and social care; volunteering; person-
centred care; strategic facilitation and partnership working. She designs and conducts evaluation 
research, particularly on the quality of life of older people.  
 
 
Professor Peter Coleman 
Emeritus Professor of Psychogerontology 
 
Peter’s research focuses on self and identity in advanced old age, using the Southampton Ageing 
Project. He also examines spiritual beliefs, health and well-being. Peter has also researched dementia 
and well-being, conducting research on the relatedness needs of older people with dementia; he has 
also developed a training programme on dementia care drawing on attachment theory. 
 
 
Lorna Easterbrook 
Visiting Research Fellow 
 
Lorna’s research examines health and social care policy analysis; housing options in later life; social 
service reviews and evaluations; as well as the role of carers, families and social networks in 
supporting older people. Lorna works with local government, charities and voluntary organisations in 
evidence gathering and policy analysis of key issues affecting the quality of life of older people. 
 
 
Professor Jane Falkingham 
Professor of Demography and International Social Policy 
 
Jane’s work covers population ageing, poverty and economic welfare as well as the design of pension 
systems and their impact upon resources in later life. She has researched the impact of economic 
transition on the living standards of older people within the countries of the Former Soviet Union. Jane 
has also studied the welfare of older people in sub-Saharan Africa. 
 
 
Dr Gillian Granville 
Visiting Research Fellow 
 
Gillian’s research focuses on health, health improvement and health inequalities, in mid and later life 
as well as women's health. Gillian designs and conducts qualitative evaluations, carries out action 
research and employs participatory evaluations in communities, focussing on ways to improve the 
quality of life of older people.  
 
 
Dr Philip Kreager 
Lecturer in Human Sciences, Visiting Research Fellow  
 
Philip conducts research on the understanding the ageing process as part of adaptive mechanisms of 
local cultures and social structures. He has undertaken comparative analysis of Asian and European 
family systems, with particular reference to Indonesia. Philip combines qualitative and quantitative 
methodologies applied to networks, socio-economic strata, childlessness, migration and gender. 
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Dr Marco Trentini 
Visiting Research Fellow 
 
Marco’s research focuses on comparative analysis of labour market policies in the UK and Italy. He has 
investigated the employability of older workers as well as social exclusion within the workplace 
amongst older workers. Marco examines retirement patterns and income security in later life and has 
studied pensions policies in the UK and Italy. 
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1. General information  

 
The information contained within your programme handbook is designed to provide key information 
applicable to you and your programme during the 2017/18 academic year.   It is designed to 
complement the University’s Student Portal.  You can access the Portal by logging on to SUSSED, using 
your user name and password, and clicking on the Students tab in the top navigation bar. It is 
important that you make use of these resources as they support the regulations relating to your 
obligations and that of the University while you are a student at the University of Southampton. It also 
provides helpful information on matters such as housing, finance, leisure, healthcare and support 
facilities. 
  
FSHMS  
The FSHMS Hub is an information resource for undergraduate and postgraduate taught students in the 
Faculty of Social, Human and Mathematical Sciences.  This is designed to be a one-stop shop to direct 
you to everything you need to navigate your academic journey with us.  Containing How To Guides, 
links to services across the University, copies of all the forms you might need, contact details for 
academic staff members and your Student Offices, and much, much more, this should be your first 
port of call for any information you need as a student in the Faculty. 

 
Resource Weblink 

Academic integrity http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html  

Blackboard http://blackboard.soton.ac.uk/  

Faculty website http://www.southampton.ac.uk/about/departments/faculties/faculty-social-human-sciences.page   

Faculty staff 
information 

Social Sciences 

Library http://www.soton.ac.uk/library/  

Programme and 
module 
descriptions 

Descriptions relating to your programme can be found via the programme pages on the web, and on 
Blackboard (see above).   
 
Your programme structure (ie which modules make up your programme) is available in your 
programme specification and via the online programme catalogue, which is accessible via Banner Self 
Service. 
 
To find links to broad generic descriptions of the programmes and modules, follow links to your 
programme starting from 
http://www.southampton.ac.uk/socsci/   

Programme 
regulations 

The Regulations and Definitions Applying to Progression for all Credit-Bearing Programmes should be 
read in conjunction with your own programme regulations which detail any supplementary regulations 
specific to your programme of study. 

Educational 
support services  

Enabling Services provides a wide variety of support for students who have disabilities, mental health 
problems or specific learning difficulties.  Its expert team can provide advice and support relating to 
your studies throughout your time here.    

Academic skills 
hub 

http://library.soton.ac.uk/sash 

 

 
1.1 Your student office 
 
You should visit the Student Office for all general queries relating to the administration of your 
programme (this may include coursework submissions and collection of feedback, module registration 
changes, special considerations requests, sickness self-certification forms, suspension and withdrawal 
requests).   
 
Office Hours:   Monday to Friday 
    9.00am to 5.00pm 
       
 
Location and contact details: Maths and Social Sciences programmes and modules 
     Building 58, room 2127  
             gerontology.studentoffice@soton.ac.uk 

http://www.sussed.soton.ac.uk/
https://blackboard.soton.ac.uk/webapps/blackboard/execute/announcement?method=search&context=course&course_id=_172894_1&handle=cp_announcements&mode=cpview
http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html
http://blackboard.soton.ac.uk/
http://www.southampton.ac.uk/about/departments/faculties/faculty-social-human-sciences.page
http://www.southampton.ac.uk/socsci/about/staff.page
http://www.soton.ac.uk/library/
https://studentrecords.soton.ac.uk/BNNRPROD/twbkwbis.P_WWWLogin
https://studentrecords.soton.ac.uk/BNNRPROD/twbkwbis.P_WWWLogin
http://www.southampton.ac.uk/socsci/
http://www.calendar.soton.ac.uk/sectionIV/credit-bearing-progs.html
http://www.calendar.soton.ac.uk/sectionXIII/sectXIII-index.html
http://www.southampton.ac.uk/edusupport/index.page
http://library.soton.ac.uk/sash
mailto:gerontology.studentoffice@soton.ac.uk
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1.2 How we keep in touch with you 

 
Email 
We will use your University email account to contact you when necessary.  We will not use any other 
email accounts or social networking sites.  It is your responsibility to check your University email 
account regularly and you must not let your inbox exceed your storage limit.  Notification that you are 
due to exceed your storage limit will be sent to your University email account and you should take 
immediate action as you will be unable to receive further emails once your storage limit has been 
exceeded.   
 
 
Written Correspondence 
Formal correspondence regarding your programme of study (e.g. suspension, transfer or withdrawal 
from programme, academic performance (including progression/referral information), issues of 
academic integrity, student complaints and student appeals) will be sent to your term-time (TT) or 
permanent (PM) address listed as active on your student record.  You are responsible for advising the 
University if you change your permanent or term-time address.  The University will not be held 
accountable if you do not receive important information because you failed to update your student 
record. 
 
Use of social networking sites 
We understand that students are increasingly using social networking sites to interact with members 
of their student community.  You should note that any behaviour that affects other members of the 
University community or members of the general public in ways which might damage the standing and 
reputation of the University may be subject to disciplinary action within the scope of the University's 
Regulations. 

1.3 Confirmation of your student enrolment status 

 
The Faculty Student Office can provide you with a certificate to confirm your status as a student (e.g. 
for bank account opening purposes). Please ensure that you give at least 48 hours’ notice of your 
requirements (longer at peak times such as at enrolment or during the examination periods).  Your 
award certificate will be produced using the legal name data you have provided within your student 
record.  Please make any necessary amendments to your record immediately a change occurs to 
ensure that your certificate contains accurate information.   
 
In accordance with policy, a scale of fees exists for the provision of certificates, transcripts and award 
certificates. Please see point 11 ‘Transcripts, Certificates and Award Letters’ within the fees section of 
the University Calendar for a list. 
 
Your award certificate will be produced using the legal name data you have provided within your 
student record.  Please make any necessary amendments to your record immediately a change occurs 
to ensure that your certificate contains accurate information. Change are made via Banner Self Service.   

1.4 Transcripts of marks and confirmation of award 

 
The University’s Examination & Award Office can provide you with an official transcript of marks. All 
continuing students at the University of Southampton (i.e. those who are actively studying but are not 
yet in their final year) are entitled to one free transcript per year. Additional copies can be obtained for 
a fee. Please see the website for more information: 
http://www.southampton.ac.uk/studentadmin/awards 
 
When you successfully complete your programme you will receive a formal award certificate. Your 
award certificate will be produced using the legal name data you have provided within your student 
record.  Please check that your student record contains the correct information. If you need to change 
your name you will need to provide evidence of your name to the Student Office who will be able to 
update your record. 

1.5 Fees: when and how you should pay  

 
Details of arrangements for the payment of fees can be found on the University web site at:  

http://www.calendar.soton.ac.uk/sectionIV/discipline.html
http://www.calendar.soton.ac.uk/sectionIV/discipline.html
http://www.calendar.soton.ac.uk/sectionIV/fees.html
http://www.calendar.soton.ac.uk/sectionIV/fees.html
https://studentrecords.soton.ac.uk/BNNRPROD/twbkwbis.P_WWWLogin
http://www.southampton.ac.uk/studentadmin/awards
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http://www.southampton.ac.uk/postgraduate/feesandfunding/  
 
 
1.6 Use of iSolutions facilities 
 
iSolutions provides support on a wide range of computing, communications and technical issues to 
students and staff. Full information, including regulations about iSolutions, can be found 
online (http://www.soton.ac.uk/isolutions/). Please contact iSolutions with any technical problems: 
Phone +44(0)23 8059 5656, or email ServiceLine@soton.ac.uk)  
 
As a student of the University you are entitled to use iSolutions facilities and you are bound by the 
regulations for their use. When using email, you are advised to treat correspondence with the same 
care as you would when using paper.  

2. Supporting you through your studies 

 
2.1 The role of your Personal Academic Tutor 
 
The University operates a tutor system to help support and advise students in their academic study. A 
dedicated member of the Centre for Research on Ageing will be assigned to act as your Personal 
Academic Tutor. Your Personal Academic Tutor may or may not be one of the teaching staff you see in 
the course of your studies, but their role in this context is to provide advice and support to you 
throughout your study, and to help review your academic progress. You can expect to have contact 
with your Personal Academic Tutor at key points through your University career and; if you need to, 
you can contact them more frequently. Correspondence with your Personal Academic Tutor will 
normally take place through Skype, email or telephone.  
 
Your tutor will not necessarily be involved in lectures or seminars that you will attend but s/he will 
have an oversight of your programme of study. You should consult your tutor for advice and 
information on all matters connected both with your programme of study (e.g. module selection, study 
methods) and with University life generally. Whilst you are likely to retain the same tutor throughout 
your programme of study, you will be advised should a change be made to your tutoring 
arrangements. 
   
Sometimes, your Personal Academic Tutor may refer you to other areas for support. They could refer 
you to individual support services, your student office for information, to the Distance Learning Tutor 
(Dr Rosalind Willis), or the Senior Tutor (Dr Gloria Langat). You are encouraged to get in touch with 
your personal academic tutor who may deal with your concern or refer you to the most appropriate 
specialist tutor. However, if your personal academic tutor is away or you would prefer an alternative, 
you should get in touch with the Distance Learning Tutor (DL). The DL Tutor can offer you support with 
distance learning specific questions, and if she is not available, you can contact the Senior Tutor of the 
Academic Unit. The Distance Learning Tutor; Dr Rosalind Willis, will have a more specialised 
understanding of supporting distance students, and may support you if you have a particular problem. 
You can also contact her if you wish to change your allocated Personal Academic Tutor.  
 
The University expects that you will engage with your Personal Academic Tutor, attend the scheduled 
meetings, respond to messages from your Personal Academic Tutor, and notify your Personal 
Academic Tutor (or Distance Learning Tutor, if you prefer) if you are experiencing problems which are 
affecting your performance, attendance or progress in your studies. In particular, you should contact 
your Personal Academic Tutor if you feel your performance in any forthcoming examinations will be 
affected by ill health or other special considerations: It is vital that you do not wait until after 
assignment results have been announced to raise any difficulties you are experiencing.  
 
You should also check with your Personal Academic Tutor if you plan to cite him/her as a referee for 
job applications. However, it is important to ask your tutor's permission before giving his/her name as 
a referee. You may find it helpful, therefore, to provide your potential referee with some detailed 
information about yourself in the form of a CV or a personal information sheet.  
 
Personal Academic Tutors can provide advice on assignment plans, your dissertation ideas, and help 
you learn from feedback on assignments. 
(See also the document on the USB drive included in your Starter Pack giving details about the different 
roles and responsibilities of different members of staff.) 
 

http://www.southampton.ac.uk/postgraduate/feesandfunding/
http://www.soton.ac.uk/isolutions/
mailto:ServiceLine@soton.ac.uk
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2.2 What to do if you are ill 

 
It is important that your doctor (as well as your Personal Academic Tutor) is immediately informed of 
any illness that is likely to affect your studies.  You may wish to ask your GP for written confirmation of 
your health difficulties if you feel that these may be affecting your academic performance, which you 
may then wish to pass on to your Personal Academic Tutor.  More information can be found in the 
General Regulations – Attendance and Completion of Programme Requirements. 

2.3 External factors affecting your studies 

 
We expect you to take responsibility for your studies to ensure that your full academic potential can be 
realised.  However, sometimes difficulties can arise that can affect you. 
 
If you have grounds for believing that your studies have been affected by external factors you must 
bring this to the attention of your academic tutor or to the Student Office immediately.  Whilst we 
recognise that students can sometimes be reluctant to discuss cultural, sensitive or personal issues, it 
is essential that you bring problems affecting you to our attention immediately so that we can 
determine how best to help you. 
 

2.4  Special considerations 

 
If you believe that illness or other circumstances have adversely affected your academic performance, 
this is known as Special Considerations.  If you wish for these circumstances to be considered by the 
Faculty you must complete a Special Considerations form.  It is important that you submit this to 
your Student Office in a timely manner (normally not more than five working days after any 
assessment or deadline that may have been affected by the circumstances). All claims must be 
substantiated by written documentary evidence, eg a medical certificate or GP/consultant letter, self-
certification or a statement from your Personal Academic Tutor.  The purpose of asking for supporting 
documentation is for you to be able to corroborate the facts of your submission. 
 
All claims will be reviewed by the Special Considerations Board which meets regularly throughout the 
year. You will be notified of the outcome of your claim once the Board of Examiners has considered 
the recommendation of the Special Considerations Board. Full details of the University’s policy on 
Special Considerations can be found here.  
 

2.5  Fitness to study 

 
The Fitness to Study policy applies to enable the University to respond appropriately to situations 
where visible signs of illness, mental health difficulties, psychological, personality or emotional 
disorders may have a profoundly disturbing impact on the functioning of an individual student and/or 
the wellbeing of others around them.  The University has a positive attitude towards those with 
impairments and is committed to maintaining students’ wellbeing.  The policy identifies the procedure 
and support available to both students and staff when a student becomes unwell and/or presents a 
risk to self and/or others.   

2.6 Suspending your studies 

 
Should you feel that you need to take some time out from your studies, known as suspending your 
studies, you should first discuss this with your personal academic tutor.  A Suspension Request form 
should be obtained, completed and returned to the Student Office. Please note that, if you wish, you 
can suspend your studies in order to undertake an internship or period of industrial training outside of 
normal vacation time.  
 

2.7 Withdrawing from your studies 

 
If you no longer wish to continue with your studies, a Withdrawal Notification form should be obtained, 
completed and returned to the Student Office. Further information can be found in the General 
Regulations – Transfer, Suspension, Withdrawal and Termination.  
 
The Students’ Union Advice Centre has developed a Guide for students. 

http://www.calendar.soton.ac.uk/sectionIV/attendance.html
http://www.calendar.soton.ac.uk/sectionIV/special-considerations.html
http://www.calendar.soton.ac.uk/sectionIV/fitness-study.html
http://www.calendar.soton.ac.uk/sectionIV/interruption.html
http://www.calendar.soton.ac.uk/sectionIV/interruption.html
http://www.calendar.soton.ac.uk/sectionIV/interruption.html
http://www.calendar.soton.ac.uk/sectionIV/interruption.html
https://www.susu.org/downloads/pdf-booklets/advice/suspending-transferring.pdf
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3. Your Safety 

 
 
 
 
 
 
Ensuring student health and safety is a major goal of the University, and this applies to your visit to 
Southampton University during the Residential Course. As a new student you will have received 
information on Personal Safety and H&S/Fire Safety as part of your ‘Southampton Welcome’. Both new 
and existing students should also take a look at the following links for further information:  
 
https://www.susu.org/support 
 
http://www.southampton.ac.uk/hr/services/health-and-safety/index.page 
 
The University statement of Health and Safety Policy Statement and Management System, which 
defines commitment, governance, responsibilities and management of health and safety is available 
here: 
http://www.southampton.ac.uk/hr/services/health-and-safety/index.page 
 
The Faculty’s Health and Safety Local Arrangements document is available at:  
 
https://groupsite.soton.ac.uk/Administration/FSHS-Health-and-
Safety/Documents/Forms/AllItems.aspx.  
 

3.1 Local arrangements 

Key local Health and Safety arrangements are as follows. If you have questions relating to any of the 
following information please contact a member of the Faculty Health and Safety team, details of which 
you will find at the end of this section. 
 

3.2 Action in the event of a fire 

 
If you notice or suspect that there is a fire you should immediately raise the alarm by 
operating the nearest fire alarm call point (one will be located on the wall as you leave the 
building). The fire alarm is a continuously ringing bell. 
 

 
On hearing the alarm you should immediately stop what you are doing and make 
your way out of the building by following the green emergency exit signs to the 
nearest exit, shutting doors behind you as you leave. Do not stop or return to 
collect personal belongings. Do not use lifts unless you have a Personal Emergency 
Evacuation Plan (PEEP). 

 
On leaving the building make your way to the assembly point. Ensure any car parks or 
roads are kept clear for emergency vehicles. Do not re-enter a building until you are told 
it is safe to do so by the Fire & Rescue Service, the senior Fire Warden or Security staff.  
 
Fire extinguishers are provided in buildings but should only be used by those trained in 

their use and only if it is safe to do so. 
 
Evacuation alarms are tested weekly. The times of these tests are detailed near main entrances to 
buildings. When tests take place the bell will ring for no more than a few seconds.  
 
If you have a permanent or temporary mobility impairment that affects your ability to use stairs to exit 
a building then you should have been notified to Health and Safety personnel in order for a PEEP to be 
developed. If this has not been done please contact the Health and Safety team using the details 
overleaf.  
 

As a Distance Learning student, the below information is normally 
not applicable. However, this information will be both relevant and 
important if you choose to visit the University.  
 

https://www.susu.org/support
http://www.southampton.ac.uk/hr/services/health-and-safety/index.page
http://www.southampton.ac.uk/hr/services/health-and-safety/index.page
https://groupsite.soton.ac.uk/Administration/FSHS-Health-and-Safety/Documents/Forms/AllItems.aspx
https://groupsite.soton.ac.uk/Administration/FSHS-Health-and-Safety/Documents/Forms/AllItems.aspx
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3.3 Assembly points 

 

 
Building 
 

 
Assembly point 

B32 (Education) Visitor car park at North end of B32 (Burgess Road end). 

B34 (Education) Area around flag pole in front of University library. 

B39 (S3RI) Car park in front of B54  

B44 (Geography / Psychology) Grassed area in front of University Health Service Building (North end 
of Physics building). 

B44a (Psychology) Car park in front of B44 (Shackleton) 

44 Chamberlain Rd (Psychology) Car park in front of B44 (Shackleton) 

B54 (Mathematics) and B56 Grassed area adjacent to Turner Sims Concert Hall 

B58 (Social Science) Grassed area in front of University Health Service Building (North end 
of Physics building). 

Other buildings Check the emergency information that should be displayed on a 
noticeboard in teaching rooms. 

 

3.4 First Aid  

In the event of an accident causing injury, the nearest first-aider should be 
contacted. Their details are displayed on signs in corridors. Alternatively, contact 
security on 3311 using an internal phone and they will assist. Following 
treatment, the incident must be reported to your line manager/supervisor and the 
Faculty Health and Safety team. 
 

3.5 Incident Reporting 

 
If you are involved in an accident or incident, spot a hazardous situation or are 
concerned that you are being asked to do something without the necessary 
information, instruction or training that would ensure your safety, please report 
this to your supervisor and the Faculty Health and Safety team. The circumstances 
can then be investigated and measures put in place to minimise future risk. 
 

Incidents can be reported online at: https://www.southampton.ac.uk/healthandsafety/incident-
report.page? 
 
 

3.6  Induction and Training 

 
As a new student you should have the following expectations with regard to Health and Safety (H&S): 

 
• To be made aware of local emergency arrangements and H&S contacts on 

your first day. 
• To receive a local induction before using any laboratory or workshop area. 

This will identify hazards and make you aware of particular procedures in 
place to help ensure your safety. 

• That risk assessments and other written arrangements that maintain good H&S in all your 
activities will be brought to your attention by your supervisor. 

 

3.7  Building Access 

 
Most University buildings are open to all from 08.00-18.00 Mon-Friday excluding University and public 
holidays. All undergraduate students must leave buildings by 18.00. Access by ID card may be 
available to postgraduate students from 06.00-23.00 depending on student status. Buildings are to be 

https://www.southampton.ac.uk/healthandsafety/incident-report.page
https://www.southampton.ac.uk/healthandsafety/incident-report.page
http://www.google.co.uk/imgres?q=Report+and+clipboard&um=1&hl=en&sa=N&rls=com.microsoft:en-gb:IE-SearchBox&biw=1225&bih=550&tbm=isch&tbnid=FJMEkNc16PAuxM:&imgrefurl=http://www.photo-dictionary.com/phrase/2337/clipboard.html&imgurl=http://www.photo-dictionary.com/photofiles/list/2337/3053clipboard.jpg&w=700&h=466&ei=sRg_UJOcBoPT0QWFiIHIBA&zoom=1&iact=hc&vpx=79&vpy=145&dur=1385&hovh=183&hovw=275&tx=138&ty=126&sig=101703457440412855498&page=1&tbnh=119&tbnw=157&start=0&ndsp=25&ved=1t:429,r:0,s:0,i:73�
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clear by 23.00 and remain so until 06.00 (Closure Period) unless you have particular need which must 
be approved by your Head of Academic Unit. 
 

3.8  Out-of-Hours Policy 

 
The Out-of-Hours Policy covers the Closure Period from 23.00 through to 06.00 the following day and 
applies to every day of the year, including weekends and Public Holidays.  
You must have received approval to work during weekends and the closure period from your Head of 
Academic Unit and this must be documented using Out of Hours Form 1.5 available from the link 
https://www.southampton.ac.uk/estates/what-we-do/security.page   
 

3.9  Further information 

 
More detailed information, forms and links to other sources of advice are available on the FSHMS H&S 
site. 
 

3.10  Contact Information 

 
Your primary contact should be your personal academic tutor. However, the following contacts may be 
used if necessary: 
 

Faculty Health and Safety Team (Social, Human and Mathematical Sciences) 

Pete Dargie Faculty Health and 
Safety Officer 

44/3011 023 8059 
4513 

P.G.Dargie@soton.ac.uk 

Peter Morgan Health and Safety 
Officer – Geography 
and Environment 

44/1017 023 8059 
4673 

P.R.Morgan@soton.ac.uk 

Safety and Occupational Health 

Safety and 
Occupational Health 
(SOH) 

Please contact SOH if 
local contacts are not 
available 

26 University 
Road 

023 8059 
3277 

soh@soton.ac.uk 
 

Security – Central Control Room (CCR) 

CCR 023 8059 3311 
(Emergency) 

023 8059 2811 (Enquiries) unicc@soton.ac.uk 

                                                 

4. Your Academic Programme 

4.1 The academic year and the programme structure 

 
The structure and modular content provided within the programme specification is specific to your 
own programme.  You can view your programme specification via SUSSED. 
 
The taught components of the programme are delivered in modular form and typically run over two 
semesters.  The teaching weeks are followed by a two to three week examination period.  The 
semesters overlap the traditional three term structure which still determines the pattern of vacations at 
Christmas and Easter.     
 
For any given programme a module is either core, compulsory, or an option. Definitions of these and 
of the rules surrounding compensation are provided in the General Regulations – Regulations and 
Definitions Applying to Progression for all Credit-Bearing Programmes and are reproduced below. 
 
Core Module: A Core Module is a module which must be taken and Passed by all students on a 
particular programme. Core Modules may not be Passed by Compensation. Where programme 

https://www.southampton.ac.uk/estates/what-we-do/security.page
https://groupsite.soton.ac.uk/Administration/FSHS-Health-and-Safety/Pages/Home.aspx
https://groupsite.soton.ac.uk/Administration/FSHS-Health-and-Safety/Pages/Home.aspx
mailto:P.G.Dargie@soton.ac.uk
mailto:P.R.Morgan@soton.ac.uk
mailto:soh@soton.ac.uk
mailto:unicc@soton.ac.uk
https://intranet.soton.ac.uk/sites/kisinfo/SitePages/Home.aspx
http://www.calendar.soton.ac.uk/sectionIV/credit-bearing-progs.html
http://www.calendar.soton.ac.uk/sectionIV/credit-bearing-progs.html
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regulations specify, a student may be required to select a Module from within a group of Modules, 
which, once selected, becomes Core. 
 
Compulsory Module: A Compulsory Module is a Module which must be taken by all students on a 
particular programme. Compulsory Modules may be Passed by Compensation. 
 
Option Module: An Option Module is a Module selected from a group of available Modules which does 
not become Core or Compulsory on selection. Option Modules may be Passed by Compensation. 
 
Compensation: Pass by Compensation is the award of credit for a Failed Module on the basis that 
overall performance elsewhere in the Part is sufficient to merit the passing of that Part and the 
learning outcomes of the programme as a whole will be met. 
 
Non-Compensatable Fail: A Non-Compensatable Fail is a Failed Module which cannot be Passed by 
Compensation. A Failed Module is Non-Compensatable if the mark achieved for the Module is lower 
than the Qualifying Mark, or if the Failed Module is a Core Module for the programme. 
 
Pass Mark: The Pass Mark is the minimum mark that must be achieved in order to pass. It may be 
applied to a Module to an Average Mark or to a Final Average Mark.  
 
The University standard Module Pass Mark for Standalone Masters students taking modules at all levels 
is 50 (Regulations for Progression, Determination and Classification of Results: Standalone Masters 
Programmes (section 3). 
 
Qualifying Mark: The Qualifying Mark is the minimum mark that must be achieved in a Module in 
order for a Pass by Compensation to be awarded. 
 
Unless stated in the programme regulations (and subject to paragraph 3.2 of the Regulations for 
Progression, Determination and Classification of Results: Standalone Masters Programmes), the 
University standard Qualifying Mark for Standalone Masters programmes is 35. 
 
Your student record should automatically record core and compulsory modules and these must be 
completed in accordance with the requirements for progression applicable to your programme.  Most 
programmes will have a number of optional modules. If applicable you will need to select a certain 
number of optional modules to complete your portfolio of modules and fulfil the credit points as 
required for the programme.  
 
Your Personal Academic Tutor or the Distance Learning Tutor will be able to provide you with guidance 
on this. 

4.2 Registering for your option modules 

 
When choosing your options, you are strongly advised to ensure that you have a similar total number 
of modules in Semester 1 and Semester 2, to maintain a balanced work load throughout the year. Once 
you have registered your options, it is possible for you make changes but there are restrictions.   The 
substitution of modules is not allowed (i.e. you cannot take an extra module in semester 2 to replace a 
semester 1 module in which you failed to perform well). 
 
You may request a change to your option module choice up to the end of week 2 in each semester. 
You should consult the Distance Learning Tutor and complete a Change of Module form to specify 
your request (forms can be obtained from the Student Office).  If your option module choices clash in 
your timetable, then you will need to amend your option choice accordingly by contacting the Student 
Office immediately.   
 
You should regularly check your online student record for details of your registered modules.  This is 
particularly important after you have made any changes and will help to maintain the accuracy of your 
student record.  It will also save time and confusion during the examination period.  

4.3 Attendance  

 
The University’s Attendance Regulations detail the University’s general expectations placed upon you 
as a student.   
 

http://www.calendar.soton.ac.uk/sectionIV/progression-regs-standalonemasters.html
http://www.calendar.soton.ac.uk/sectionIV/progression-regs-standalonemasters.html
http://www.calendar.soton.ac.uk/sectionIV/progression-regs-standalonemasters.html
http://www.calendar.soton.ac.uk/sectionIV/progression-regs-standalonemasters.html
http://www.calendar.soton.ac.uk/sectionIV/attendance.html
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4.4 Additional Costs 

 
You may incur additional costs as a result of your programme, for example for materials, field trips or 
books.  General programme costs are located in the programme specification.  Option modules that 
are available to select may also include information on module specific costs. 
 
5. Faculty Teaching and Learning Skills 
 

5.1 Time management 

 
It is your responsibility to manage your time in order to ensure that you keep up to date with the 
material presented and with the requirements of the programme.  Deadlines for work submission 
should be adhered to; otherwise marks will be deducted via the imposition of a late submission 
penalty.  However, the framework of when lectures and classes occur and deadlines for submission of 
work will be made available to you well in advance, but if you are unclear about any aspect of your 
module you should talk this through with your personal academic tutor, module co-ordinator or 
programme director.  This knowledge will allow you to plan your life based on how you know you work 
best.  Effective use of your time will allow you to perform well on your course and to enjoy student life.  
One of the work-place skills you should aim to acquire at University is the ability to manage multiple 
priorities.  If you have problems in this area please discuss them with your personal academic tutor. 
 
Please see the Calendar with key deadlines which was included in your Starter Pack. 

5.2 Lectures 

 
Each lecturer will present material using an audio-recording and a handout. Transcribing lectured 
material into a form that you find most useful is an important part of the learning process.  You should 
ensure that you understand the material and, if you have difficulty in understanding or applying the 
knowledge, use recommended textbooks or the assistance of teaching staff during Skype tutorials to 
gain understanding.  It is your responsibility to develop your ability in a given subject.  How well you 
have acquired that ability and the associated knowledge is gauged by the coursework assessment 
process.  Lectures are provided for your benefit and you should take full advantage by ensuring you 
listen to all of the lectures in a given course module via Blackboard.  
 

5.3 Tutorials/supervisions 

 
Group tutorials/supervisions are timetabled for some modules (e.g. GERO6014). These sessions are 
intended for you to develop your problem solving skills as well as for you to discuss further with an 
experienced member of staff any particular lecture material you are finding difficult to understand.  It 
is essential that you come well prepared for these sessions. These sessions are one of the most 
effective ways of reinforcing the lecture material. 
 

5.4 Self learning 

 
Independent study or self-directed learning involves using libraries, data retrieval systems, internet, 
etc., or in a group working on coursework, reading the lecture material or reading around the subject.  
This should also develop your investigative and problem solving skills in furthering understanding of 
the subject, creating links with other modules - past and present - and providing a broadening of your 
educational experiences and knowledge base. 
 
Self-learning is your personal responsibility and your commitment to the programme.  It requires 
discipline, motivation and focussing on achieving individually set targets.  It enables you to reach your 
full potential academically, develops your personal skills and helps establish a successful professional 
career. 
 

5.5 Key skills 

 
Key skills are those skills which can be applied to other disciplines and fields of work. Employers are 
increasingly seeking to employ individuals with well-developed key skills. More information can be 
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found on the Academic Skills pages of the Library website. A conscious effort is made by the Faculty to 
ensure that every module allows and encourages development of key skills. Further details can be 
found within individual module specifications. 
 
The Gerontology Employability Tutor will also be able to provide advice on furthering your key skills 
and improving your employability. 
 

5.6 Faculty Policy on referencing 

 
Gerontology students are expected to use Harvard style referencing. Further information regarding 
how to reference properly and its importance can be found under point 13.3 of this handbook.  
 

5.7 Academic integrity: the University Policy 

 
The University expects that all students will familiarise themselves with the Regulations Governing 
Academic Integrity.  Where professional, statutory and regulatory body requirements apply and for 
programmes that lead to professional registration, additional reporting requirements may be in place.  
 
The Students’ Union Advice Centre has developed a Guide for students. 
 
Procedures will be invoked to investigate suspected breaches of academic integrity when concerns are 
raised during the marking process or in connection with suspected cheating in examinations.  We are 
aware that students may have experienced differing standards at other institutions (including those 
overseas) but it is essential that you take steps to ensure your full understanding of the standards 
expected at Southampton as significant penalties can be imposed if these are breached.  These 
penalties will always affect the mark you receive for the piece of work in question, and the most 
serious cases could lead to a reduction in degree classification or even termination of programme.  
There is likely also to be an impact on any future reference we provide. 
 
It is often helpful to discuss ideas and approaches to your work with your peers, and this is a good 
way to help you think through your own views.  However work submitted for assessment should 
always be entirely your own, except where clearly specified otherwise in the instructions for the 
assignment.  In some instances working in groups will be required, and there may be occasions when 
work is submitted from the whole group rather than individuals.  In these instances the instructions 
will make it clear how individual contributions to the joint work should be identified and will be 
assessed.  If you are in any doubt, check with the person setting the assignment.  If you have worked 
with others you should make sure that you acknowledge this in any declaration you make.   
 
If you wish to improve your study skills, always seek advice sooner rather than later.  Your personal 
academic tutor or module convenor will be able to help you identify sources of assistance.  It is an 
important element of independent learning, and a normal part of academic development, to recognise 
when you need to seek advice, and to learn to benefit from it.  This would not necessarily mean that 
you are ‘struggling’ with your work – you may feel you need additional advice to reach your personal 
potential.  
 
If in doubt about what is required in any particular assignment, what referencing styles are appropriate 
etc, always ask.  Your tutor or module co-ordinator will be able to point you in the direction of 
appropriate sources of advice and information.   
 
You are responsible for your own work and conduct, and for ensuring that you neither fall accidentally 
into poor academic practice in your written work nor engage in practices which breach academic 
integrity.  Such practices are unacceptable, whether they have been followed deliberately or through a 
lack of understanding.  As well as damaging your own development, failure to work with academic 
integrity is unfair to other students who complete work honestly and fairly.  It can also potentially 
damage the relationship between staff and students which is at the heart of the University community, 
and relationships with external partners.  Ultimately, your results will not be a true reflection of your 
performance, which may potentially damage the academic standing of the University’s awards. 
 
Furthermore, should you have reason to believe that a fellow student is not working with academic 
integrity, you should speak in confidence to the module convenor.  Your identity will not be revealed 
as part of any investigation; however no further action would be taken unless additional evidence is 
identified by the marker or module convenor. 
 

http://library.soton.ac.uk/sash
http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html
http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html
https://www.susu.org/help-and-support/advice-centre/2015/academic-integrity
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5.8 Research Ethics 

 
The University of Southampton is committed to carrying out its research, teaching, enterprise and 
other activities within a comprehensive ethical framework 
(http://www.southampton.ac.uk/ris/policies/ethics.html).  
 
Principles of ethical research include the expectation that studies are undertaken with integrity, quality 
and transparency. Participants in research must be fully informed about the research and participate 
voluntarily. They need to know what will happen with the information they provide, and that they can 
withdraw from the study subsequently (wherever possible). Risks from participation in research must 
be explained and minimised. Participants’ anonymity and/or confidentiality should be protected, for 
example by removing information that could be used to identify them and by storing confidential 
information securely.  
 
All research on human participants, their tissue or data requires ethical approval via the University’s 
Ethics and Research Governance Online (ERGO) system (www.ergo.soton.ac.uk). This includes, but is 
not limited to, studies of the following kind: 
 

• analysis of existing secondary data at an individual level, even where such data have been 
anonymised and/or the datasets exist in the public domain; 

• collection of data using questionnaires and online surveys; 
• collection of data using interviews, observations, focus group discussions or similar qualitative 

approaches; and 
• experiments involving human participants. 

 
Research on animals is governed by separate procedures. 
 
The University believes that ethical issues should be interpreted broadly and that ethics approval 
might also be needed for research where other factors could be present including: 
 

• a risk of damage to the environment; 
• political or social sensitivity; and 
• impact on culture and cultural heritage. 

 
If you are in doubt about whether the research for your dissertation requires ethical approval, please 
contact Dr Elisabeth Schröder-Butterfill (emsb@soton.ac.uk). 
 
To obtain ethical approval for your research, please apply via the ERGO system 
(www.ergo.soton.ac.uk). Detailed guidance on how to apply and what documents to upload can be 
found on the Researcher Portal (https://intranet.soton.ac.uk/sites/researcherportal/ ) and in the 
Downloads section on the ERGO page. (Note: During the 2017-2018 academic year, ERGO will be 
updated to ERGO-II. This means that the interface and some of the details of the application procedure 
will change. Updated guidance will be made available once ERGO-II is in use.) 
 
Please note that the University does not permit mass emailing for the recruitment of research 
participants.  
 
Your supervisor will need to approve your ethics application before it is reviewed by the Faculty Ethics 
Committee. There are no submission deadlines; instead applications are reviewed on a rolling basis. 
You can expect a decision within 10 working days. Please allow extra time in case you are asked for 
revisions. You must not begin your research before you have obtained approval via ERGO! 
Retrospective approval is never granted.  
 
Failure to obtain ethics approval or to comply with the University’s Ethics Policy will be investigated 
under the University’s regulations governing Academic Integrity 
(http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html).    
 

6. Assessment and Examinations 

6.1 Coursework assessment and submission 

 
All modules include coursework assignments as part of the assessment.  Coursework can often occupy 
a large amount of time and balancing your time across your full programme of study is important.  

http://www.southampton.ac.uk/ris/policies/ethics.html
http://www.ergo.soton.ac.uk/
mailto:emsb@soton.ac.uk
http://www.ergo.soton.ac.uk/
https://intranet.soton.ac.uk/sites/researcherportal/Lists/Services1/testing.aspx?ID=608
http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-regs.html
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When coursework is set a due date and time for submission will be specified. If you are unsure about 
the date or time required for any submission, it is your responsibility to contact the module co-
ordinator to obtain clarity. 
 
Students should aim to complete assignments on a wide variety of topics, and avoid re-using similar 
topics in several modules/assignments. Having said that, topics may be re-used a limited number of 
times, if the focus of the assignment question is very different, or if a different range of academic 
literature is drawn on. In such cases, students should seek the permission of the lead module 
convenor before starting their work on their assignment. Please be aware that the Turnitin submission 
system will pick up text that has been replicated across assignments, and this will be treated as self-
plagiarism. 
 
All coursework should be submitted in PDF format through Turnitin via Blackboard and emailed to 
ageing@soton.ac.uk in Microsoft Word format before 3.00 pm (UK time) on the given published hand 
in date.  
 
Please consult the ‘How to …? Guide’ on submitting coursework through Turnitin on Blackboard. 
 

6.2 Overlength work 

 
Although the types, lengths and styles of assessed written work vary considerable between disciplinary 
contexts, the production of written work to a specified length is an important transferable skill that 
you are expected to develop during your studies.  The ability to produce concise, clear writing to a 
determined length is fundamental both to academic work and to professional working life.  In 
response to student demand for greater clarity, a Faculty policy has been developed (available on the 
FSHMS Hub) to provide a consistent approach towards overlength work across the Faculty.  Where 
relevant and appropriate, written assessments may specify a word limit either as a single figure or as 
the upper limit of a range.  Your work will be overlength if you go even one word over the stipulated 
length or upper limit.  Please note that the word limit includes tables and figures in the body of your 
assignments unless stated otherwise in the module outline. There are no complicated penalties to 
apply.  Instead, overlength work will be addressed through marking solely that proportion of work 
that falls within the word limit.   
 
Your individual module leads will provide further details via their Blackboard sites.  This approach to 
overlength work does not apply if a piece of work has no word limit, however, you should attend to 
any length guidance given by your module leads. 
 

6.3 Penalties for late coursework submission 

 
When coursework is set a due date for submission will be specified and there will be associated 
penalties for handing in work late.  
 
The University has a uniform policy for the late submission penalty for a piece of assessed work worth 
10% or more of the final module mark.  
 
Work submitted up to 5 working days after the deadline should be marked as usual, including 
moderation or second marking, and feedback prepared and given to the student. The final agreed 
mark is then reduced by the factors in the following table. 
 
 
 
 
 
 
 
 
 
*University working days excluding weekends, University closure days and public holidays. 
 

6.4 Coursework extensions 

 

University Working Days late  Mark  
1  (final agreed mark) * 0.9  
2  (final agreed mark) * 0.8  
3  (final agreed mark) * 0.7  
4  (final agreed mark) * 0.6  
5  (final agreed mark) * 0.5  
More than 5  Zero  

mailto:ageing@soton.ac.uk
https://blackboard.soton.ac.uk/webapps/blackboard/execute/announcement?method=search&context=course_entry&course_id=_172894_1&handle=announcements_entry&mode=view
http://www.southampton.ac.uk/assets/imported/transforms/content-block/UsefulDownloads_Download/15359ED8942444C3A172DE55B7F4D75A/Late%20Submission.pdf
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If you know there will be a valid reason why you cannot submit the work at the given date you must 
contact the Student Office as soon as possible via email to ageing@soton.ac.uk.  You should complete 
a Special Considerations form, which should provide adequate detail of the reasons why you are 
seeking an extension.  Your completed form should be submitted to the Student Office who will 
arrange for your request to be reviewed.  The Student Office will contact you via your University email 
account to let you know once approval has been made.  It is your responsibility to request an 
extension in a timely manner. 

6.5 Coursework feedback 

 
Full details of the University’s assessment framework are available in the University’s Quality 
Handbook which can be accessed from SUSSED. 
 
Feedback comes in many forms and you must learn to recognise the merits of all of these. The Student 
Feedback policy provides an overview of formal feedback. Formal feedback is well documented and the 
following paragraphs identify ones that you are officially entitled to. Informal feedback is just as 
important and comes in the form of individual chats with your tutor, module coordinators or 
dissertation supervisors. Also tests and quizzes on Blackboard, which are available for several 
modules, can provide valuable feedback on how you are progressing. 
 
Feedback will be provided by the module convenors. 
 
All coursework will be marked and returned to you, accompanied by feedback which will relate to the 
standard of your work and the reasons for the mark/grade given.  You should note that all marks are 
considered provisional until they have been reviewed and confirmed by the Board of Examiners.   This 
feedback will typically be returned within four working weeks following your submission. Large 
assignments (e.g. your dissertation/project work) may take slightly longer to be returned. Bear in mind 
that if you hand in work late, your feedback may be delayed.  
 
You are always free to ask the lecturer personally how you are progressing. 
 
The feedback you receive will be: 
 
• timely - allowing you to learn from your work  
• related to the learning outcomes for that piece of work 
• constructive and honest – allowing you to take the comments on board, learn from your mistakes 

and understand why you did well. 
 
For the feedback to be effective, it is important that you work with the feedback given and identify how 
you can improve your work in the future. Should you need further information about your work, get in 
touch with whoever marked the coursework.  
 
Feedback may be made available online. You will be contacted when feedback is ready.  For some 
kinds of assignment, other arrangements will be made and the module lead will explain those to you. 
 

6.6 Release of results 

 
Students will be given, as a matter of course, the marks they obtain in each individual module of 
study after they have been ratified by the Board of Examiners. More information can be found in 
the Release of Marks procedure. 
 
These marks will be made available by your Student Office according to the procedures of the 
Faculty. In certain cases, especially for semester 1 exams, such marks at the time of release may 
be provisional only and subject to change by a subsequent Board of Examiners. It will be made 
clear when marks are provisional. 
 
You should note that the official transcript of your marks would normally show the latest mark 
obtained in each subject with a note, where appropriate, that it was obtained at repeat or referral 
attempt. 
 

6.7 Gerontology Prizes 2017-2018  

 

http://www.southampton.ac.uk/assets/imported/transforms/content-block/UsefulDownloads_Download/90E1C3AEEB8A412F921D9F47D696840E/Assessment%20Feedback%20to%20Students%20Policy.pdf
http://www.southampton.ac.uk/assets/imported/transforms/content-block/UsefulDownloads_Download/90E1C3AEEB8A412F921D9F47D696840E/Assessment%20Feedback%20to%20Students%20Policy.pdf
https://www.southampton.ac.uk/assets/imported/transforms/content-block/UsefulDownloads_Download/0FBB5FA8305D42B89F3B7D14DC839BB7/Release%20of%20Marks.pdf
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The MSc Gerontology Best Performance Prize is awarded to the PGT student with the best overall 
performance in the taught element of the part-time or full-time MSc Gerontology or MSc Gerontology 
(Research). The £100 prize will be presented during the graduation reception in the year following 
completion of the MSc programme.  
 
The MSc Gerontology Dissertation Prize is awarded for the best dissertation submitted by a PGT 
student on the part-time or full-time MSc Gerontology or MSc Gerontology (Research) programme. The 
£100 prize will be presented during the graduation reception in the year following completion of the 
MSc programme. 
 
The MSc Gerontology (DL) Prize is awarded to the PGT student with the best overall performance in 
the taught element of the part-time or full-time MSc Gerontology (Distance Learning) programme. The 
£100 prize will be announced during the graduation reception in the year following completion of the 
MSc programme. Prize award will be sent to recipient following announcement at reception.   
 
The MSc Gerontology (DL) Dissertation Prize is awarded for the best dissertation submitted by a 
PGT student on the part-time or full-time MSc Gerontology (Distance Learning) programme. The £100 
prize will be presented during the graduation reception in the year following completion of the MSc 
programme. 
 
Two £150 Hazel Muras-Osborn Prizes for the MSc Gerontology, MSc Gerontology (Research) or MSc 
Gerontology (DL) Dissertation. These prizes will be awarded to the students with the most 
methodologically innovative and potentially impactful research, following the marking of their 
dissertations. Special consideration will be made to recognise students who demonstrate an 
interdisciplinary approach and to projects which have a strong link to professional practice. These new 
prizes will provide motivation to our final year MSc students and will reward those whose research has 
the possibility for real-world application. 
 
The Dean’s annual recognition for excellent academic achievement in the Faculty of Social, 
Human and Mathematical Sciences.  Formal recognition from the Dean, on behalf of the Faculty, 
which may be included in your CV or equivalent as recognition of outstanding achievement while 
studying in the Faculty. 
 

1. Dean’s List Award for exceptional performance by achieving a Part Average Mark of 70% or 
over; 

2. Dean’s List Award for exceptional performance by achieving a Dissertation Mark of 70% or 
over. 

 

6.8 Final assessment 

 
At the end of your programme, your overall performance will be assessed.  If you satisfy the academic 
standards necessary, the examination board will recommend you for award.   
 

7.  Student feedback: getting your voice heard 

7.1 Student representation 

 
Through the Students’ Union you will be invited to elect your Faculty representatives (Faculty Officers, 
Academic Presidents, Academic Vice-Presidents and Course Representatives) who co-ordinate the 
student voice on Faculty committees to enable your voice to be heard.  More information on the 
Students’ Union officers and their roles is available on the Students’ Union representation webpages.   
 
Staff-Student liaison committees have representatives from across each programme. These committees 
have the role of monitoring the organisation and management of the student programmes, to note any 
difficulties that students may be encountering, and to take advice about ways of improving the 
programmes.  

7.2 Module Survey 

 
The Faculty formally seeks feedback on every module every time it is delivered in line with University 
Policy.  This is normally done through an anonymised electronic system. 
 

http://www.susu.org/education/
https://www.susu.org/education/2016/index.html
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In addition, all programmes should seek informal feedback from you part-way through your module.  
Your module leads will confirm to you the processes and opportunities to provide feedback. 
 
We encourage you to take every opportunity to express your opinions/comments/and suggestions as 
this is very valuable to the Programme Team and the Faculty in our drive towards continual 
enhancement of education. 

7.3 Module reports 

 
Your feedback to module surveys will be reflected upon by the module leader and will be included in 
the module report.  Module reports are available via Sussed under the “programme specific 
information” tab. 

8. Careers and Employability 

 
The Careers and Employability Service provides support to students at all levels of study and has a 
range of opportunities on offer.  Research* shows that graduates with no previous work experience are 
unlikely to be successful during the selection process and over 30% of positions will be filled by 
graduates who have already worked for that organisation.  The Service provides drop-in advice, 1:1 
guidance, workshops, skills sessions, Careers Fairs and employer led events to support your career 
planning as well as the following opportunities: 
 
*High Fliers 2016 
 
In Social Sciences, we strongly encourage you to think about and work towards career opportunities 
that are best suited to you.  Our postgraduate programmes will enable you to develop and enhance 
transferable skills that are highly valued by employers such as critical thinking, research, report 
writing, problem solving and teamwork.  We work closely with the Careers and Employability Service 
(www.southampton.ac.uk/careers/) in order to provide tailor made employability workshops for our 
postgraduate students to prepare you for your future career and to give you information about further 
postgraduate study and funding opportunities.  These workshops may include external speakers 
and networking opportunities.  
 
In Social Sciences we recognise the importance of career planning and a member of academic staff has 
the role of the Social Sciences Employability Co-ordinator.  The Employability Co-ordinator will email 
you with career planning opportunities, careers talks and events, placement and volunteering 
opportunities.   If you have ideas for particular employability events the Employability Co-ordinator 
would be happy to discuss these with you.   In addition, each Department has an Employability Co-
ordinator (a member of academic staff) who will contact you about relevant events and workshops, 
training and job opportunities.We also recognise the value of placement experience both to enhance 
your skills and to give you an idea of what it is like to work in a particular sector or specific 
organisation.  The University offers paid placement opportunities with a range of national and 
international employers to postgraduates on taught programmes through its Excel Southampton 
Placement programme (http://www.southampton.ac.uk/careers/placements/).   
There are a wide range of events, workshops, talks and careers fairs that are organised by the Careers 
and Employability Service (see 
https://www.southampton.ac.uk/careers/postgraduates/index.page?#marketing_your_masters) and an 
excellent careers resource centre in Building 37 and online that are all intended to assist you in your 
career planning.  This includes advice about writing your CV and application forms as well as interview 
skills and assessment centre workshops. Appointments with a Careers Adviser are also available.  For 
more information see the Careers website http://www.southampton.ac.uk/careers/ 
 
For Distance Learning students, many written resources and recorded sessions are available on the 
Careers and Employability Service website. Webinars are available as part of the Events Calendar, which 
enable Distance Learners to join training sessions without travelling to Southampton. Please see 
http://www.southampton.ac.uk/careers/students/events/online.html 
The dedicated Social Sciences contact in the Careers and Employability Service is Andy Port 
A.R.Port@soton.ac.uk. Gerontology and the Careers and Employability Service have made a special 
arrangement for Distance Learning students to have the opportunity for a 1-2-1 session by Skype with 
Andy Port. The aims of these sessions can be to discuss career ideas, gain advice on an application 
form or curriculum vitae, etc. Please note that Andy’s time is limited, so there may be a waiting time 
before he can meet with you. 
 

http://www.southampton.ac.uk/careers/index.page
http://www.southampton.ac.uk/careers/
http://www.southampton.ac.uk/careers/placements/
https://www.southampton.ac.uk/careers/postgraduates/index.page?#marketing_your_mastershttps://www.southampton.ac.uk/careers/postgraduates/index.page?%23marketing_your_masters
http://www.southampton.ac.uk/careers/
http://www.southampton.ac.uk/careers/students/events/online.html
mailto:A.R.Port@soton.ac.uk
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8.1 Excel Southampton Internships 

 
The Excel Southampton Internship Programme offers 4-12 weeks paid internships which enhance your 
CV, expand your network and open graduate recruitment opportunities. 
 

8.2 Business Innovation Programme 

 
The Business Innovation Programme provides an opportunity to develop your business acumen, team 
working and problem-solving skills by working on an 8 week project put forward by local businesses 
or not-for-profit organisations.   

8.4 Volunteering Bank 

 
Volunteering is a great way to help you gain many of the skills employers are looking for, build your 
network and develop yourself in new ways. Opportunities vary in duration and the type of role 
advertised. 
 
8.5 Employability events within the Faculty 
 
The Careers and Employability Service work closely with departments and Faculties to provide targeted 
careers support within and alongside your curriculum.  Activities and opportunities may appear within 
the timetable, or be advertised within your Faculty.  Examples include lectures and workshops, online 
learning options, and events featuring alumni/employers.  There are often opportunities to connect 
with organisations that offer themed events focused on employability.  Some companies offer projects 
linked to dissertations or specific research. 

9. For students considering a PhD/MPhil 

 
If you are interested in pursuing a PhD, there are some funding opportunities that you may be eligible 
for.  These include the Southampton ESRC Doctoral Training Centre 
(https://www.soton.ac.uk/research/dtc/esrcdtc.html) as well as other University and Social Sciences 
scholarships.  For updates on the most recent funding opportunities for both UK/EU and International 
students, check online at: 
https://www.soton.ac.uk/postgraduate/feesandfunding/index.html.  
 
The deadlines are usually between February and the end of April and normally require that a potential 
supervisor has been identified and the submission of a research proposal.  Some guidance on writing a 
proposal can be found here: 
http://www.southampton.ac.uk/ageing/postgraduate/research_degrees/apply.page 
The current postgraduate students and their research topics can be found here: 
http://www.southampton.ac.uk/ageing/postgraduate/research_students.page . If you would like to 
discuss the possibility of undertaking a PhD/MPhil, please speak to your personal academic tutor or 
contact Prof Maria Evandrou (maria.evandrou@soton.ac.uk) who is the PGR Admissions Tutor. 
 

10.  Regulatory Issues  

 
We hope that you will be satisfied with your experience during your time as a student at the University 
of Southampton but we do recognise that, on occasion, things can go wrong. If you have a concern 
about any aspect of your experience at the University we encourage you to raise it as soon as the 
concern arises. It is always better to let us know that you feel there is a problem as soon as possible so 
that the matter may be resolved quickly. You may alternatively wish to consult with your student 
academic president if it is an issue in common with other students.  Please be reassured that you will 
not suffer any disadvantage or recrimination as a result of raising a genuine concern, complaint or 
appeal. 
 

10.1  Academic appeals 

 
Provided you have grounds, you may appeal against any academic decision made by the University.  
There are some exceptions and you should note you cannot appeal against a decision that has been 
made in the proper exercise of academic judgment.  The Regulations Governing Academic Appeals by 

http://www.southampton.ac.uk/careers/students/work-experience/excel.page?http://www.southampton.ac.uk/careers/students/work-experience/excel.page?
http://www.southampton.ac.uk/careers/students/work-experience/business-innovation-programme.page?
http://www.southampton.ac.uk/careers/students/work-experience/volunteering.page
https://www.soton.ac.uk/research/dtc/esrcdtc.html
https://www.soton.ac.uk/postgraduate/feesandfunding/index.html
http://www.southampton.ac.uk/ageing/postgraduate/research_degrees/apply.page
http://www.southampton.ac.uk/ageing/postgraduate/research_students.page
mailto:maria.evandrou@soton.ac.uk
http://www.calendar.soton.ac.uk/sectionIV/student-appeals.html


29 

 

Students outlines the regulations and procedure that should be followed should you wish to make an 
academic appeal.  
 
The Students’ Union Advice Centre has developed a Guide for students. 
 

10.2  Student complaints 

 
The Regulations Governing Student Complaints sets out the process that should be followed should 
you wish to raise a complaint about a matter relating to either the facilities and services provided by 
the University, its academic programmes, and the conduct of University staff, and which has materially 
affected you. 
 

10.3 Dignity at work and study 

 
The University's Dignity at Work and Study Policy applies to the conduct of staff and students, in the 
context of their University work of study, or which otherwise affects the working, learning or social 
environment of the University.  Fair criticism of staff or student performance or conduct will not be 
considered to be bullying or harassment provided that those involved are treated with dignity, 
courtesy and respect.  Any allegation of harassment, bullying or victimisation will be treated seriously, 
regardless of the seniority of those involved, and anyone found to have behaved unacceptably may be 
the subject of disciplinary action up to and including dismissal or expulsion. 
 

10.4 Student Discipline 

 
As members of the University community, all students are expected to conduct themselves with due 
regard for its good name and reputation and are required to comply with the University's Regulations 
at all times.  Any allegation of misconduct will be considered within the Student Discipline Regulations, 
in accordance with the evidence and circumstances presented. Information for students on discipline is 
available from the Student Services website. 

11. Academic and Non-Academic Support  

11.1 Support for Student Learning  

 
There is support for student learning in the Centre for Research on Ageing, in Social Sciences as well 
as in central University facilities.  
 
Please refer to the separate documents ‘Key Contacts – Roles and Responsibilities’ and ‘Student 
Support’ which were included on the USB drive in your Starter Pack for further details about the 
different sources of support. 
 
In the Centre for Research on Ageing you will have access to: 
 

• The Distance Learning tutor who can provide advice on the programme modules and other 
University issues; 

• A Personal Academic Tutor who can provide advice on the programme modules and other 
University issues, and with whom you can discuss academic progress and personal problems 
relevant to your academic work; 

• An MSc Dissertation supervisor who will provide advice and support during your independent 
research; 

• A programme handbook; 

• Student e-mail; 

• Induction, module briefings and MSc Dissertation workshops. 

Support for student learning is also provided at University level through: 

• Access to library facilities, including on-line access to key journals, books and ageing 
databases such as AgeInfo; 

http://www.calendar.soton.ac.uk/sectionIV/student-appeals.html
https://www.susu.org/help-and-support/advice-centre/2015/academic-appeals
http://www.calendar.soton.ac.uk/sectionIV/student-complaints.html
http://www.southampton.ac.uk/diversity/policies/dignity_at_work.page
http://www.calendar.soton.ac.uk/sectionIV/discipline.html
http://www.southampton.ac.uk/studentservices/need-help/student-discipline/student-information.page
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• Access to facilities, training and advice provided by the Information Systems Services and the 
Assistive Technology Service within the library; 

• Specialist support services for students with dyslexia and other specific learning needs, 
accessible via email; 

• Support for students with disabilities, health conditions and mental health difficulties, 
accessible via email; 

• Counselling and Careers Advisory Services, accessible via email; 

• Assistance with written English for non-native speakers through the Centre for Language 
Study, accessible via email; 

• An Advice and Information Centre within the Students’ Union, accessible via email. 

11.2 University Student Services 

 
Apart from academic support provided by personal and dissertation tutors, students can also access a 
range of services offered by the University to receive help with specific needs. A brief overview of the 
support the individual services offer along with contact details is given below. 

11.3 Centre for Language Study 

 
Online study skills support is available for international students on distance learning courses. This is 
provided by the Centre for Language Study and includes access to a comprehensive online toolkit in 
Study Skills and English for Academic Purposes. If necessary, students may also request an online 
tutorial slot to discuss, for example, an aspect of their academic writing; this will normally be delivered 
at an agreed time through the synchronous virtual classroom facility in their Blackboard course. 
http://www.southampton.ac.uk/ml/cls/index.page 

11.4 Support Services  

 
(see also separate document included on the USB drive in your Starter Pack) 
 
Support Services enable students to access any emotional and personal support they may require 
whilst studying at University.  We provide confidential and professional support across a range of 
personal and academic issues.  Staff, students and family or friends can contact the services to register 
concerns or ask for advice at any time. 
 
Counselling - provides university staff and students with confidential professional support across a 
range of academic and personal issues. The service is useful for people who wish to look at a wide 
range of personal, relationship or academic issues.  These may include experience of loss or change, 
anxiety and depression.  The team is happy to help identify alternative resources if they are not able to 
provide the most appropriate support.  Students or Staff should self-refer to the service themselves if 
they wish to access the support, however if staff members are concerned about someone else the 
service can be contacted for advice and referral. 
Tel: +44 (0) 23 8059 3719 
Email: counser@soton.ac.uk 
http://www.southampton.ac.uk/edusupport/counselling/index.html 
 
First Support - Team dedicated to being first point of contact and supporting students during times of 
crisis.  Working with students to identify what support is needed, appropriately referring to correct 
service (liaising where necessary) and assisting students until ongoing support is in place. 
 
The team works with students who may be experiencing the following types of difficulty:- 
 

• Mental health crisis 
• Domestic abuse 
• Relationship crisis  
• Accommodation crisis 
• Academic crisis (exam stress, missing deadlines) 
• Substance abuse 
• Death of family member/friend 
• Serious illness 

http://www.southampton.ac.uk/ml/cls/index.page
http://www.southampton.ac.uk/edusupport/counselling/index.html
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• Impact of someone else’s difficulty on own health and /or study 
• Violent sexual assault or attack 
• Honour based violence 
• Bullying/harassment 
• Transitional/cultural crisis 

Staff, students or family and friends can refer to the service by contacting via email or phone.  Contact 
will be made directly with the student who is causing concern by the team when required.  Students 
will be assessed for risk and then signposted and referred to appropriate internal and external services 
for ongoing support.  The team can be reached out of hours in times of extreme crisis, contact the 
University of Southampton’s security service using the number below. 

Tel:     +44 (0) 23 8059 7488 
Email:    firstsupport@soton.ac.uk 
Out of Office Hours:  +44 (0)23 8059 2811 
 
http://www.southampton.ac.uk/edusupport/firstsupport/ 
 
The Enabling Services provide information, advice and support for students with a wide range of 
disabilities, health conditions, mental health difficulties and temporary injuries. 
Tel: +44 (0)23 8059 7726 
Email: enable@soton.ac.uk 
http://www.southampton.ac.uk/edusupport/disability_support/index.page? 
 

11.5 Dyslexia Services 

 
Dyslexia Services is part of Education Support at the University of Southampton. It provides a range of 
services for students and departments and all tutors have specialist qualifications in dyslexia.  
Tel: +44 (0)23 8059 7726 
Email: enable@soton.ac.uk  
http://www.southampton.ac.uk/edusupport/study_support/index.page? 

11.6 Wessex Needs Assessment Centre (WNAC) 

 
The WNAC provides specialist assessments for students with disabilities and specific learning 
difficulties (dyslexia), many of whom are eligible for the Disabled Students' Allowances (DSA). After an 
initial assessment you will have access to ongoing support, advice and guidance. WNAC offers 
assessment and training to all UK students in receipt of DSAs. 
Tel: +44 (0)23 8059 7233 
Email: wnac@soton.ac.uk 
http://www.southampton.ac.uk/edusupport/wnac/  

11.8 Students’ Union  

 
The Students’ Union (or ‘SUSU’ as it is often referred to) is a democratic, student led organisation, run 
by students for students. The Students’ Union is independent from the University and aims to provide 
services, help and support to promote the interests of students. Despite not being a student studying 
in Southampton, the Students’ Union and its facilities are available to you and all distance learning 
students, as all students of the University of Southampton, including those studying at a distance, are 
automatically members of the Students’ Union.   
 
Many of the facilities provided by SUSU are also available online, and so there is plenty of reason to 
utilise the services we offer. 
We can offer: 
 

- Help and advice through our Advice and Information Centre (SUAIC), via email, phone or 
simply use their advice booklets. (https://www.susu.org/help-and-support/advice-
centre/2015/index.html or call 023 8059 2085)  

- A way to discuss any issues you face or need help with in the forums (see 
http://forum.susu.org where there will be a dedicated area for distance learning students) 

- Or simply a way to keep in touch with fellow students in the forums  
 
There are plenty of reasons to get involved and stay in touch with the Students’ Union, and if 
you have any problems or need any help, we are here for you.  

http://www.southampton.ac.uk/edusupport/firstsupport/
http://www.southampton.ac.uk/edusupport/disability_support/index.page
mailto:enable@soton.ac.uk
http://www.southampton.ac.uk/edusupport/study_support/index.page
mailto:wnac@soton.ac.uk
http://www.southampton.ac.uk/edusupport/wnac/
https://www.susu.org/help-and-support/advice-centre/2015/index.html
https://www.susu.org/help-and-support/advice-centre/2015/index.html
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Contact details: 
Web:  www.susu.org 
Email:  education@susu.org 
Phone:  +44(0) 23 8059 5220 (Vice President Education and Representation) 
 

12. Aims of the Gerontology (DL) and Global Ageing and Policy (DL) Programmes 

 
The aims of the programmes are to provide you with: 

• Critical appreciation of the key theoretical perspectives within Gerontology and their 
application in the analysis of specific issues concerning ageing and the life course. 

• Knowledge and understanding of contemporary debates within Gerontology concerning the 
lives of older people, their families and society, in both developed and developing countries. 
The Global Ageing and Policy (DL) programme aims, in addition, to offer specialised learning 
of ageing and its policy implications in less developed regions of the world. 

• The ability to evaluate policies and initiatives concerning population ageing, welfare provision 
and the lives of older people, their families and carers. 

• Knowledge of qualitative and quantitative research methods and the ability to apply them 
appropriately to investigate key research questions. 

• Preparation for a career in the field of Gerontology and applied health and social sciences. 

• The ability to design and conduct independent research within Gerontology, using appropriate 
research methods. (This aim is not fully developed in the PG Diploma Gerontology, the PG 
Certificate Gerontology, the PG Diploma Global Ageing and Policy (DL) or PG Certificate Global 
Ageing and Policy (DL)). 

In addition, the Global Ageing and Policy (DL) programme aims to provide you with: 

• Critical skills in the evaluation of policies and programmes in ageing societies. 

 

Learning Outcomes 

Having successfully completed these programmes you will be able to demonstrate knowledge and 
understanding of: 

• Key theoretical and conceptual approaches to the study of ageing and the life course from a 
multi-disciplinary perspective; 

• Key debates within Gerontology; 

• The determinants of demographic change and the consequences of population ageing; 

• Key changes in the life course over the last 100 years and their implications; 

• Health and social care policies and initiatives which impact upon the lives of older people and 
their families/carers; 

• Principles of research design and strategy and the appropriate choice of research method; 

• An individual research topic in the field of Gerontology. (This skill is not developed fully for PG 
Cert or PG Dip students). 

13.  Essays 
 

Throughout the programme, you will be asked to complete essays.  These will typically be pieces of 
assessed coursework.  In this sub-section you will find some advice about how to write good essays.  
You are strongly advised to return to this information throughout your studies in order to remind 
yourself about what examiners are looking for.   

13.1 Guidance on writing essays 
 

An essay is a well-informed, critical discussion of a particular topic, often with a specific question or 
set of questions in mind. Before embarking on the reading for your essay, make sure you have the 
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exact essay title or question in mind, so that your research is focused. Sometimes only parts of an 
article, book or report that you consult are relevant to your essay topic, so it’s good to be selective in 
your reading and note-taking.  

Don’t forget to draw on lecture and seminar notes and readings, where appropriate, for a steer on 
where to locate suitable readings and research evidence. When reading for your essay, remember to 
make notes (including of facts and figures) since it’s impossible to try and construct an essay entirely 
from memory!  Try and paraphrase in your notes, in preparation for developing your own voice in your 
essays; where you are keeping a verbatim record of your reading, note this down, together with page 
numbers so that you can easily reference back to the source. 

There are three key ingredients to a good essay. These are: a good introduction; a well-argued main 
part; and a conclusion which really draws conclusions. 

In your introduction you should at the very least do the following: 

• Present succinctly and clearly what the topic you are discussing is, and what specific 
question(s) you are addressing. For example, if your essay is about support that older people 
provide to their grandchildren, you could devote a short paragraph to the topic of 
intergenerational family support in general (support that older people receive, support they 
give, different kinds of support). However, you then have to focus in on the specific topic and 
questions you wish to address. “In this essay I will examine a particular type of 
intergenerational support, namely support provided by older people to their grandchildren. 
This topic raises important empirical and theoretical questions: How common is such 
support, what forms does it take, and in what contexts does it arise? How is it negotiated? Is 
it based on notions of obligation or of reciprocity?  What implications does it have for the 
welfare of children and of grandparents?”  

• A good introduction provides a brief preview of the main evidence you will draw on (“I shall 
be comparing qualitative and quantitative evidence on grandparental support from the USA, 
UK and Indonesia to show the importance of cultural context…”), and the main conclusions 
you will arrive at (“The essay will conclude that where grandparental support has to replace 
parental support for children, for example due to a crisis in the middle generation, 
grandparents perceive their role as a burdensome responsibility. By contrast, providing 
additional support to grandchildren, alongside their parents, is experienced as satisfying. 
Contrary to expectations, the evidence does not show that provision of grandparental 
support is associated with expectations of reciprocal support by grandchildren.”) 

• The introduction is also a good place for definitions of unfamiliar terms or concepts, and 
where there are different possible definitions; it allows you to state clearly how you are going 
to use a particular term or concept. Use the introduction also to state what you will not 
cover. (“Some authors include small-scale gifts and support from grandparents, such as 
occasional baby-sitting, birthday and Christmas gifts, in their discussion of grandparental 
support. However, here I am only  

In your main part you are presenting the evidence and argument for your position. 

• A common weakness in essays is that there is too much description and not enough critical 
analysis. In most of your essays during the programme of the MSc you will primarily be 
drawing on secondary evidence, i.e. published articles, reports, policy papers, existing 
demographic or other data. (In your dissertation you may collect some data of your own.) 
The temptation is simply to summarise what different articles etc. say. (“Smith (2000) finds 
that grandparents in the USA provide on average 3.4 hours of support per week. Albert 
(2005) states that in the UK, the figure is around 4.5 hours.”) The result is a list of points or 
a list of article summaries. This is not only boring to read, it also doesn’t provide the person 
marking your essay with any evidence that you have understood the topic and answered the 
question(s). Instead of a survey which summarises literature, an essay is supposed to be a 
critical analysis of literature in response to a question or ‘academic puzzle’. 

• Critical analysis means that you make explicit connections between different arguments or 
pieces of evidence; you contrast different points of view and weigh up their relative merit; 
you draw attention to weaknesses in argument, method or evidence; you take position and 
state which argument or evidence you find most convincing (and why), or you come up with 
a different position altogether.  

• Before writing your essay (or dissertation) think carefully about the structure of its main part. 
It is never a good idea to structure around what you have read (a paragraph on Smith, then a 
paragraph on Wilkinson…). Instead, think about different themes that are relevant to the 
topic. To stay with the ‘grandparental support’ example, possible themes might be: types of 
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support provided; contexts under which such support arises; motivations for grandparental 
support; implications for children; implications for grandparents. You would then draw 
together the evidence, argumentation and theory (where appropriate) from different 
readings, organised around these themes. Each section would weigh up, compare, contrast, 
criticise etc. the evidence from different sources on a particular theme. 

• Another important thing in the main part of the essay is to be selective in what you report 
on. Very often your essay topic is in the form of a question, and if it is not, you are still 
expected to formulate specific questions to pursue. It is therefore crucial to present only that 
evidence and argumentation which is relevant to the question. You will always be working 
under time pressure and within strict word-limit constraints. Trying to cover everything will 
not be possible! 

• Always remember to include concrete examples in support of your points. This allows you to 
present relevant qualitative and quantitative evidence (including, where appropriate, in the 
form of percentages, tables or graphs) and makes the essay much more lively. 

• Finally, don’t forget to be scrupulous about acknowledging your sources. You must make 
clear where any evidence or argumentation or theory you include is from, and present a 
complete bibliography of sources used at the end of your essay. (See below, under 
Plagiarism and Referencing.) 

A good conclusion is the lynch-pin of a good essay.  

• The purpose of a conclusion is to summarise very briefly the main arguments of the essay, 
and to present a concluding verdict. Writing good conclusions is a matter of practice, and it 
takes time. Often in academic writing the temptation is to spend a lot of time polishing the 
main part, and not allow enough time for the introduction and conclusion. “In conclusion, 
grandparental support is very important, but it differs in the USA, UK and Indonesia” is not 
really adequate! Also avoid vacuous conclusions (“This is a very complex topic with many 
sides to it, and further research will be needed…”). The following advice should help you 
gain confidence in writing conclusions: 

• The conclusion should always provide the harmonious counterpart to the introduction. Just 
as the introduction states clearly what the essay is going to do (which questions it will 
address, which evidence it will bring to bear), the conclusion re-caps what the essay has 
done. Always come back to the questions raised in the introduction (it’s fine to repeat them!) 
and state briefly how you have answered them. Do not shy away from repetition: it is good if 
the conclusion contains a brief summary of the main findings. (“The main questions this 
essay addressed concerned the contexts in which grandparents provide support, the 
motivations for such support, and the implications for the welfare of grandchildren and 
grandparents. The evidence from the UK and the USA showed that … By contrast, the 
evidence from Indonesia pointed to slightly different motivations, namely …. Across all 
contexts it was striking that far-reaching support, especially where it had to replace support 
from parents, caused a decline in welfare. The reasons for this were shown to be … “) 

• You are encouraged to present your own position in the conclusion. In the main part you 
summarised and evaluated different types of argumentation and evidence. Now say which 
argument and evidence you find most convincing. (“As we have seen, Smith has argued 
that… By contrast, Wilkinson pointed out that… In my view, neither positions adequately 
consider … I would therefore conclude that …”) You can arbitrate between different 
positions; you can state for which cases you find A applicable, and for which situations B; 
you can state why the weight of evidence supports A, rather than B; you can suggest 
modifications to existing theories or arguments; you can highlight gaps left in our 
understanding which require further investigation. Be bold! 

• Finally: never introduce new material in the conclusion. 

 

Good essay-writing is a skill which you acquire with practice. Don’t be disheartened if early attempts 
fall short of the ideals. Even very experienced academics write several drafts, which they revise and 
sometimes abandon altogether, before they succeed in producing an acceptable version. Don’t expect 
your first draft to be perfect, but instead allow enough time to revise and rewrite. Revisit the advice 
here over the programme of your studies and before you embark on your dissertation, and take on 
board your tutors’ feedback on essays. That way you will soon find yourself writing well-structured, 
well-argued and well-rounded essays!  

The following web-site includes links to a wealth of advice on writing your assignments or giving 
presentations:  
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http://library.soton.ac.uk/sash 

13.2 How to present your essay 
 

Aside from having a good introduction, main part and conclusion, essays should be written in a clear, 
concise style and should be free of spelling and grammatical mistakes. Always proof-read your essay 
before handing it in, and if you are unsure about formulation, ask a friend to check your essay for 
linguistic errors.  

If you are including tables or graphs in your essay, which is often appropriate and useful for 
summarising data, make sure they are clearly labelled with a number and title, so that they can be 
understood without reading the text in which they are embedded. Always quote the source of the data 
(or the table / figure if you are reproducing an existing table or figure) below the table or graph. 

When typing your essays please use 1.5 line-spacing, and allow a larger margin on the right. (For 
example, 1.5 cm left margin and 2.5 cm right margin.) Make use of section headings to organise your 
essay as appropriate, but avoid having too many short paragraphs and sections. 

Use gender-neutral language and avoid formulations that are likely to cause offence. In March 1989 
the Senate and Council of the University of Southampton endorsed the use of gender-neutral language 
in all University documentation. The Equal Opportunities Committee made this recommendation in the 
belief that language not only describes the world, but also helps to construct our understanding of it. 
Please make every effort to use gender-neutral language in your own work. Some examples of gender-
neutral language are given below:  

• people in general (for ‘man in the street’)  

• layperson (for ‘layman’)  

• artificial, synthetic or manufactured (for ‘man-made’)  

• chair or chairperson (for ‘chairman’) 

When talking about older people, avoid generalising formulations, like ‘the elderly’. Terms like ‘older 
people’, ‘older women’, ‘persons of advanced age’ are more appropriate.  

Guidelines on the use of anti-sexist, anti-racist, and non-disablist language and other useful resources 
can also be found on the British Sociological Association website: https://www.britsoc.co.uk/equality-
diversity/   

 

13.3 Referencing 
 

The main purpose of a bibliography is to enable readers of your work to trace the materials you have 
used and read further if they wish to. You’re advised to keep a note of bibliographic details of all 
material you read as you go along (for example, by using EndNote or EndNote Web software), as it’s 
cumbersome to have to find that information later on. 

The bibliographical referencing system you’re advised to use in your essays and dissertation is the 
Harvard citation system. According to this system references are placed in the text, rather than in a 
footnote or using numbers. You place an author's name in the text itself, and then put all references 
mentioned in the work in a bibliography at the end. (Using referencing software like EndNote makes 
this very easy because it automatically produces a bibliography for you based on your in-text 
references.) Here we show an example of Harvard referencing style. The most important thing to 
remember when using a referencing style is to be consistent, so if you prefer to use another type of 
Harvard referencing (e.g. the one recommended by the University of Southampton library) then please 
do so but remember to be consistent throughout the essay. 

We recommend you use the online resource Cite Them Right (internet) which is available through the 
Library’s WebCat facility.   Please refer to the How to,,.? Guide on accessing Cite Them Right online.  

The following passage indicates the different ways in which references can be made in the text using 
this method.  

As Hugo (1994a) has pointed out, in a country like Indonesia expenditures on the young far 
exceed expenditures on the old, so that old and young dependency ‘burdens’ are not 
commensurate. While the interpretation of dependency ratios is contentious, other demographic 
trends are less ambiguous (Ananta and Arifin 2003; Jones 1997; Kreager et al. 2005). 

http://library.soton.ac.uk/sash
https://www.britsoc.co.uk/equality-diversity/
https://www.britsoc.co.uk/equality-diversity/
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If an author has published more than one cited document in the same years, use a, b, c etc. after the 
year to distinguish these. Where several authors have the same surname, use initials in the in-text 
referencing to make the reference unambiguous. Works written by two authors should mention both 
authors’ names, for example Applebaum and Schneider (2007), whilst works written by three or more 
authors are referenced as follows: Davidson et al. (2003). Note that in such cases you would still put 
all authors’ names in the bibliography at the end of the document. 

Occasionally you might wish to reference an idea or quote quoted in another text, but which you 
haven’t read in the original. As in cases of direct referencing, you should make your source clear by 
writing: “Population aging will be one of the most important social phenomena of the next half 
century. It is important because changes in the aggregate age structure are mirrored within nearly all 
social institutions, from firms to families.” (Preston and Martin 1994: 3, quoted in Marshall 1997: 345).  
You would then list the second source, the one which you have read, in full in your bibliography. 

13.4 The bibliography 
 

At the end of each essay or your dissertation, you have to provide a bibliography listing the details of 
all material cited in your essay or dissertation. Just as you must not omit any sources used and cited in 
your essay/dissertation, you should also not include material which you haven’t read. References 
should be listed alphabetically; where there are several works by the same author, list them 
chronologically and then by letter (2001a, 2001b) if there are more than one in a single year.  

There are precise rules about how different kinds of works should be cited, the following gives an 
overview of the order in which this information is presented, and some examples using Harvard 
referencing style.  

 

Books 

Author’s name(s) and initials (or full name) 
Year (in brackets) 
Title of book, underlined or in italics 
Edition (if not first) 
Place of Publication 
Publisher 

Journal articles 

Author’s name(s) and initials (or full name) 
Year (in brackets) 
Title of article in ‘quotation marks’ 
Title of journal, underlined or in italics 
Volume number and part no [e.g. 12(3)] 
Page numbers 
 
 

Book chapters 

Chapter author’s name(s) (or full name) 
Year (in brackets) 
Title of chapter, followed by In 
Editor’s name(s) and initials 
Title of book, underlined or in italics 
Place of Publication 
Publisher 
Page numbers 

 

Newspaper articles 

Author’s name(s) and initials (or newspaper title) 
Year (in brackets) 
Title of article in ‘quotation marks’ 
Title of newspaper, underlined or in italics 
Date and Month 
Page numbers 
 

Websites 

Author’s name(s) and initials (or full name) 
Year (in brackets) (if available) 
Title of website, underlined or in italics [online] 
Available from: URL [Date accessed] 

Working Paper / Discussion Paper 

Author’s name(s) and initials (or full name) 
Year (in brackets)  
Title of paper, underlined or in italics 
Paper type (e.g. Working Paper) 
Publishing organisation 
Paper number 

 

Published conference papers 

Author’s name(s) and initials (or full name) 
Year (in brackets) 
Title of paper in ‘quotation marks’ In 
Name and initials of editor 
Title of conference, underlined or in italics 
Date and place of conference 

Unpublished conference papers 

Author’s name(s) and initials (or full name) 
Year (in brackets) 
Title of paper in ‘quotation marks’  
Paper presented at Title of conference, underlined 
or in italics 
Date and place of conference 
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Place of Publication 
Publisher 
Page numbers 

 

 

Theses 

Author’s name(s) and initials (or full name) 
Year completed (in brackets)  
Title of thesis, underlined or in italics 
Type of thesis (e.g. PhD Thesis) 
Name of division and institution where awarded 

 

Videos, Films or Broadcasts 

Title, underlined or in italics 
Year (brackets) 
Type (e.g. Film) 
Name of author, director, broadcaster 
Production place, organisation, channel  
Date of transmission [where appropriate] 

 
 
This is the style recommended in the online resource ‘Cite Them Right’: 

Endnote style: Harvard HWU Cite Them Right 

Billoski, T. V. (1992) Introduction to Paleontology. 6th edn. New York: Institutional Press. 

 

Morehouse, S. I. and Tung, R. S. (1993) 'Statistical evidence for early extinction of reptiles due to the 
K/T event', Journal of Paleontology, 17(2), pp. 198-209. 

 

Schwartz, M. T. and Billoski, T. V. (1990) 'Greenhouse hypothesis: effect on dinosaur extiinction', in 
Jones, B. T. and Lovecraft, N. V. (eds.) Extinction.  New York: Barnes and Ellis,  pp. 175-189. 

 

 

This is an adaptation of Harvard style recommended by the University of Southampton: 

Endnote style: Harvard_SotonUNI2015 

Billoski, T.V. (1992) Introduction to Paleontology, 6th ed. New York: Institutional Press. 

 

Morehouse, S.I. and Tung, R.S. (1993) Statistical evidence for early extinction of reptiles due to the K/T 
event. Journal of Paleontology, 17 (2), 198-209. 

 

Schwartz, M.T. and Billoski, T.V. (1990) Greenhouse hypothesis: effect on dinosaur extinction IN: 
Jones, B.T. and Lovecraft, N.V. (eds.) Extinction. New York: Barnes and Ellis, 175-189. 

 

This is the standard Harvard style: 

Endnote style: Harvard 

BILLOSKI, T. V. 1992. Introduction to Paleontology, New York, Institutional Press. 

 

MOREHOUSE, S. I. & TUNG, R. S. 1993. Statistical evidence for early extinction of reptiles due to the 
K/T event. Journal of Paleontology, 17, 198-209. 

 

SCHWARTZ, M. T. & BILLOSKI, T. V. 1990. Greenhouse hypothesis: effect on dinosaur extinction. In: 
JONES, B. T. & LOVECRAFT, N. V. (eds.) Extinction. New York: Barnes and Ellis. 

 

At the Centre for Research on Ageing we recommend you follow the style given in the ‘Cite Them 
Right’ online resource which is available via the Library database WebCat (first example above). Please 
see the How to…? Guide which will help you to learn how to use Cite Them Right. However, the exact 
form of Harvard style you use is up to you. The most important thing to remember is to be consistent 
and make sure all referencing in your assignments follows the same style. 
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14.  Marking Criteria 

14.1 Marking criteria for essays  

 
The following table is indicative of award marks and the corresponding quality of coursework 
submitted for the PG Certificate / PG Diploma / MSc Gerontology (Distance Learning) and MSc Global 
Ageing and Policy (Distance Learning). The assignment grades are weighted according to the weight of 
each assignment in the module, and contribute to the total average across the programme.  

 
Grade  Numerical  

mark  
 

Comments  

High Distinction  80% and over  An essay which is original, well-argued, analytical, critical, 
comprehensive, and reaches independent conclusions. Draws 
on a range of appropriate empirical evidence, interpreted 
correctly.  

Distinction  70-79% An essay which is well-argued, analytical, critical, and 
comprehensive, and which reaches independent conclusions, 
but which lacks the originality associated with the first type of 
answer. Draws on a range of appropriate empirical evidence, 
interpreted correctly. 

Merit 
 

60-69%  An essay which is well-argued, analytical, with some criticism, 
and reasonably comprehensive in its coverage. Draws on a 
limited range of appropriate empirical evidence, interpreted 
correctly. 

Pass 
 

50-59% Either: an essay which conveys a reasonable amount of 
information, but little argument, criticism, or analysis; or an 
essay which contains an identifiable line of argument with 
little supporting evidence. 

Fail 0-49% An essay showing limited knowledge of the subject area, lack 
of relevant literature, evidence and criticism, poorly 
structured and argued, and/or does not address the essay 
question adequately. 

 

14.2 Marking criteria for presentations  

 
The following table is indicative of award marks and the corresponding quality of coursework 
submitted for the PG Certificate / PG Diploma / MSc Gerontology (Distance Learning) and MSc Global 
Ageing and Policy (Distance Learning). The assignment grades are weighted according to the weight of 
each assignment in the module, and contribute to the total weighted average across the programme.  

 

Grade  Numerical  
mark  
 

Comments  

High Distinction  80% and over  A presentation which is original, well-argued, analytical, 
critical, comprehensive, and reaches independent 
conclusions. Draws on a range of appropriate empirical 
evidence, interpreted correctly. 
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Distinction  70-79% A presentation which is well-argued, analytical, critical, and 
comprehensive, and which reaches independent conclusions, 
but which lacks the originality associated with the first type of 
answer. Draws on a range of appropriate empirical evidence, 
interpreted correctly. 

Merit 
 

60-69%  A presentation which is well-argued, analytical, with some 
criticism, and reasonably comprehensive in its coverage. 
Draws on a limited range of appropriate empirical evidence, 
interpreted correctly. 

Pass 
 

50-59% Either: A presentation which conveys a reasonable amount of 
information, but little argument, criticism, or analysis; or a 
presentation which contains an identifiable line of argument 
with little supporting evidence.  

Fail 0-49% A presentation showing limited knowledge of the subject 
area, lack of relevant literature, evidence and criticism, poorly 
structured and argued, and/or does not address the 
presentation question adequately. 

 

Data Protection Act and record keeping  

The University’s Data Protection Policy can be read by accessing this URL: 
https://www.southampton.ac.uk/about/governance/policies/privacy-policy.page#downloads 
 

15.   Dissertations 
 

The following are guidelines for the supervision and preparation of dissertations for the award of the 
Master’s degree in Gerontology in the Faculty of Social, Human and Mathematical Sciences. These 
instructions are in accordance with the University’s general regulations for the Master of Science in the 
Social Sciences as published in the University Calendar.  

You will receive further information about preparing and submitting your MSc Dissertation in the 
course of the academic year, in the form of an MSc Dissertation Handbook and online MSc Dissertation 
workshops. 

15.1   What is an MSc Dissertation? 
 

An MSc Dissertation is a substantial academic report on a piece of independent research, which makes 
an original contribution to the body of knowledge. Writing an MSc Dissertation will allow you to 
undertake independent research guided by your dissertation supervisor on a topic of your interest and 
choosing. Unlike the essays you have prepared as assignments for other modules, the dissertation will 
permit you to go into much more depth on a particular research topic. You will also gain experience of 
managing a piece of research from beginning to end: conceptualising a problem, formulating research 
questions, designing a methodology, reviewing existing literature, collecting and analysing data or 
other evidence, writing up your findings, drawing conclusions, and compiling a bibliography.  

 

 

 

 

 

 

 Typically, an MSc Dissertation takes one of the following forms: 
 

 A report on research you have undertaken by collecting and analysing your own primary data. 

 A report on secondary analysis you have undertaken on an existing qualitative or quantitative data 
set. 

 A cri tical literature review. 

 A cri tical evaluation of a particular policy or intervention. 

https://www.southampton.ac.uk/about/governance/policies/privacy-policy.page#downloads
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A student who has qualified for the award of the Diploma at an appropriate level may, with the 
approval of the Faculty of Social, Human and Mathematical Sciences Board, be permitted to undertake 
research and submit a dissertation for the award of the MSc in Gerontology / Global Ageing and Policy 
(DL).  

15.2   Dissertation workshops 
 

You will have acquired generic skills for researching and writing a dissertation during the GERO6014 
(Quantitative Research Methods) and/or GERO6015 (Qualitative Research Methods) programme 
modules. 

These skills include formulating research questions, doing literature searches, choosing research 
methods, identifying data sources, and handling the ethical and safety issues involved in research. In 
addition, there will be online Dissertation Workshops, in which practical, methodological, intellectual 
and ethical issues specifically surrounding research on or with older people will be discussed.  

15.3   Deciding on a topic 
 

You are encouraged to start thinking about your MSc dissertation topic as early as possible during the 
MSc programme and to discuss your plans with your Personal Academic Tutor. In particular, any 
dissertation plans involving the collection of primary data, e.g. through interviews, questionnaires, 
focus group discussions, will require careful planning and ethical approval[1]. This takes time! 
Similarly, obtaining existing data and the rights to use them can be time-consuming. 

Your dissertation topic should be agreed with your Personal Academic Tutor and the MSc Dissertations 
Tutor during Semester 2, arrangements for which will be finalised nearer to the time.  

15.4   Dissertation supervision 
 

Frequency of meetings:  Students can expect a minimum of four supervisions, usually beginning after 
the taught component of the programme has been completed. 
 
Record-keeping: sStudents should ensure that a record is kept of dates of meetings, the content of 
those meetings, and of guidance given to the student in a brief ‘Supervision Record’.  The 
Dissertations Tutor will provide you with a template for a Supervision Record. 
 
Comments from supervisors on drafts: Supervisors will provide comments on the structure and 
scientific content of your writing, but will not be expected to read a document containing the entire 
dissertation. Students are expected to ensure the clarity of their written work. 
 
MSc Dissertation Supervisors will be allocated in Semester 2, and efforts will be made to match your 
interests with the expertise of CRA staff. Your MSc Dissertation Supervisor will provide feedback and 
advice on your choice of topic, methodology, relevant literature and the availability of data. She or he 
will also advise on safety and ethical issues. Once your research has started, you will be provided with 
general support and direction with your research and writing. 
 
Supervision: the allocation of supervisors is a matter for the division. Students should NOT approach 
individual members of staff with requests for supervision; such requests should be directed to 
divisional PGT Co-ordinators.  However, students should note that it may not be possible to 
accommodate requests for a change of supervisor. 
 

You should note that advice on dissertations given during the supervisory process cannot be 
taken to guarantee a particular outcome for the piece of work, as this is determined by a 
separate and independent examination process. 
 

                                       
[1] Please see the section on Ethical Review above 
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15.5   Risk Assessment for Dissertations  
 

All students undertaking dissertations must complete a risk assessment form. This can be found on 
ERGO (for details see section 5.9) or be obtained from your Dissertation Supervisor.  

A copy of the form should be retained for inclusion in the final dissertation. Students who change their 
original research plans will have to complete a new risk assessment form.  

If your work involves fieldwork of any kind, you must not proceed with this until this form has been 
reviewed by your dissertation supervisor and permission has been granted. You must discuss with 
your supervisor the safety implications of your proposed research or fieldwork and the strategies to 
eradicate or minimise risk. Fieldwork is regarded as any activity undertaken for the purpose of your 
research which involves the collection of information, including from others, whether by means of 
survey, observation, interview or other means such as internet or e-mail contact. It also encompasses 
visits to sites outside the University for the collection of material relating to your dissertation, for 
example, consultation of documentary sources.  

If you are planning to travel away from your home town to collect material in countries other than the 
UK, even if you normally live in that country, you must check the Foreign & Commonwealth Office’s 
(FCO) website. If the travel is to an area that the FCO advise against travelling to, then you must fill in 
a Risk Assessment Form for International Travel. That form will need to be referred to the Vice 
Chancellor of the University for approval. 

15.6   Rules and regulations  
 

Length 

The length of your dissertation should be no more than 15,000 words (excluding 300-word abstract, 
acknowledgements, academic integrity declaration, title page, contents pages, footnotes, reference 
list, and appendices). Please note that tables and figures in the body of the dissertation are included in 
the word limit, as are quotations from qualitative data. Words beyond the maximum limit will not be 
marked. 
 

Academic Integrity 

You must make sure that you understand the University policy regarding academic integrity. Please 
make sure that you are familiar this policy which can be found at: 

http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-statement.html (This link goes to a 
14/15 website) 

You will be asked to include a disclaimer to indicate that the dissertation is your own work.  

15.7   Submission of Dissertations 
 

The period of time allocated to the Dissertation is approximately three months for full-time students. 
Part-time students are allowed six months to complete the dissertation. 

Dissertations must be submitted in the following way: 

a) one electronic copy  submitted on Blackboard via Turnitin (Module GERO6016) by 3pm UK 
time on the day of the deadline; and 

b) a second electronic copy must be emailed to ageing@soton.ac.uk by 3pm UK time on the day of 
the deadline 

 

15.8   Marking criteria for MSc Dissertations  
 

The following table is indicative of award marks and the corresponding quality of MSc Dissertations 
submitted for the / MSc Gerontology (Distance Learning) and MSc Global Ageing and Policy (Distance 
Learning). The assignment grades are weighted according to the weight of each assignment in the 
module, and contribute to the total average across the programme.  

Grade  Numerical  
mark  
 

Comments  

http://www.calendar.soton.ac.uk/sectionIV/academic-integrity-statement.html
mailto:ageing@soton.ac.uk
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High 
Distinction 

80% and over A Dissertation which meets the criteria in ‘Distinction’, and which is 
also of exceptional quality or originality.  

Distinction  70-79% A Dissertation which meets the criteria in ‘Merit’, and which also shows 
an advanced level of critical engagement, synthesis of literature, 
methodological complexity, analytical depth, and insightful 
recommendations for future research and policy/practice. 

Merit 
 

60-69%  A Dissertation which has a clear structure, including a contents page, 
abstract, introduction, literature review, methodology, results, 
discussion/conclusion and bibliography; is clear in style and free from 
excessive grammatical, spelling and typographical errors, and is 
presented in the prescribed format, appropriately referenced and to the 
prescribed length. 

It will show the ability to analyse, interpret, conceptualise and critically 
evaluate relevant literature and evidence; the ability to identify clear 
research questions, and draw out the implications of the work for 
future research or policy/ practice where appropriate. 

A dissertation that is primarily ‘literature-based’ will, in addition show 
the ability to synthesise and present theories, ideas and research 
findings in a well-structured manner, answering the research questions 
appropriately. 

A dissertation incorporating research by its author will, in addition 
show the ability to use appropriate qualitative and/or quantitative 
research methodologies; show the ability to plan, execute and report an 
independent piece of research with reference to existing literature; and 
answer the research questions appropriately. 

Pass 50-59% A dissertation that meets some, but not all of the criteria listed under 
‘Merit’.  

Fail 0-49% A dissertation with poor structure, lack of appropriate literature, lack of 
critical engagement, inappropriate methodology for the research 
questions, incorrect interpretation of results, conclusions that do not 
follow from the results presented, and/or does not answer the research 
questions adequately. 

 

15.9            Further information about your Dissertation 
 

You will receive further information during the online MSc Dissertation Workshops. In addition, you will 
be given an MSc Dissertation handbook containing more detailed information. If you have any 
questions about the MSc Dissertation, please contact your Personal Academic Tutor or the MSc 
Dissertations Tutor. 
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15.10          Example of a Dissertation title page 

 
University of Southampton, 2018 
 
 
 
 
FACULTY OF SOCIAL, HUMAN AND MATHEMATICAL SCIENCES 
 
 
CENTRE FOR RESEARCH ON AGEING 
 
 
 
 
 
Title 
 
 
 
Author 
 
 
 
 
 
 
 
 
 
A Dissertation submitted in partial 
fulfilment of the requirements for 
MSc (Social Sciences) in Gerontology (Distance Learning) by 
instructional programme. 
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16. Departments and Centres in the Academic Unit of Social Sciences 

 
Position Name Email 

Head of Academic Unit Prof. Derek McGhee D.P.McGhee@soton.ac.uk  

Director of Research and 
Enterprise 
 

Prof. Ros Edwards R.S.Edwards@soton.ac.uk  

Director of Programmes 

 

Dr Emanuela Lotti 

 

E.Lotti@soton.ac.uk  

 

Divisions Head of Department Email 

Economics Dr Jan Podivinsky J.M.Podivinsky@soton.ac.uk 

Ageing/ Gerontology Prof. Maria Evandrou Maria.evandrou@soton.ac.uk 

Politics and International Relations   Prof. Chris Armstrong C.Armstrong@soton.ac.uk 

Social Statistics/Population 
Sciences & Demography 

Prof. Nikos Tzavidis N.Tzavidis@soton.ac.uk  

Sociology and Social Policy Prof Jenny Fleming J.Fleming@soton.ac.uk 

   

Centre for Research on Ageing (CRA) 

Director: Prof Maria Evandrou 
Tel +44 (0)23 8059 4808 
Fax +44 (0)23 8059 8649 
Email: maria.evandrou@soton.ac.uk 
Web: www.southampton.ac.uk/ageing 
 
The Centre for Research on Ageing is an international and multi-disciplinary research centre examining 
key issues in ageing and the life course and which will inform policy at the national and local level. 
Through high quality research and postgraduate training, the Centre strives to contribute to a better 
understanding of the experience of ageing amongst different groups and societies. In addition to 
research, the Centre contributes to capacity building of future academics and professionals by 
teaching postgraduate programmes in Gerontology. 
 
 

ESRC Centre for Population Change (ESRC CPC) 

Director: Prof. Jane Falkingham 
Tel +44 (0)23 8059 3192 
Fax +44 (0)23 8059 3846 
Email: j.c.falkingham@soton.ac.uk 
Web: www.cpc.ac.uk  
The Faculty of Social and Human Sciences is home to the ESRC Research Centre for Population Change 
(CPC), (co-directed by Prof. Jane Falkingham, Prof. Maria Evandrou, Dr Elspeth Graham) in partnership 
with a consortium of Scottish universities centred on St Andrews University, as well as the Office for 
National Statistics. The Centre aims to improve our understanding of the key drivers and implications 
of population change within the UK. Over its lifetime the Centre will undertake a number of research 
projects exploring the issues surrounding changes in fertility, household change and living 
arrangements across the life course and national and trans-national migration. A key hallmark of the 
Centre’s research will be a focus on the dynamic interconnections between these processes and the 
implications for policy and the community in the context of an ageing society. 
 
 

Centre for Global Health, Population, Poverty and Policy (GHP3) 

Co-Directors: Prof. N. Madise; Prof. J. Falkingham; Prof. S. Padmadas; Prof. Z Matthews 
Tel  +44 (0)23 8059 8588 
Email: ghp3@soton.ac.uk 

mailto:maria.evandrou@soton.ac.uk
http://www.southampton.ac.uk/ageing
http://www.cpc.ac.uk/
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http://www.southampton.ac.uk/ghp3/ 
 
The Centre for Global Health, Population, Poverty & Policy (GHP3) brings together social scientists from 
across a range of disciplines, including demography, economics, geography, international relations, 
politics, sociology, social policy and social statistics, to carry out research investigating the 
interrelationships between health, population and poverty at both the societal and individual level. 
At the heart of the Centre's mission is undertaking research to further progress towards the 
achievement of the health related Millennium Development Goals (MDGs); alleviating poverty, 
improving infant and child mortality, reducing maternal mortality, and reducing the spread and 
economic and social impact of HIV/AIDS. A hallmark of the Centre's research is the combination of 
statistical analysis of large quantitative datasets, such as the Demographic & Health Surveys or Living 
Standard Measurement Surveys, with rigorous policy analysis. 
GHP3 carries forward the work of the major DFID-funded Opportunities and Choices research 
programme in reproductive health that ended in 2005 and the Centre for AIDS Research, which it has 
subsumed. 

National Centre for Research Methods (NCRM) 

Director: Prof. Patrick Sturgis 
Tel +44 (0)23 8059 4082 
Fax +44 (0)23 8059 3846 
Email: p.sturgis@soton.ac.uk  
Web: www.ncrm.ac.uk/index.php 
 
The Centre provides a focal point for research, training and capacity- building activities, aimed at 
promoting a step change in the quality and range of methodological skills and techniques used by the 
UK social science community. The NCRM consists of a co-ordinating Hub at the University of 
Southampton, together with, since April 2005, a series of Nodes around the UK. 
The key objectives of the Centre are: 

• to advance methodological understanding and practice  
• to enhance the UK international profile in methodological excellence and to ensure that the UK 

is at the forefront of international developments in social research methodology  
• to play a strategic role in the promotion of high quality research methodology that involves 

inter-agency initiatives, including but not limited to those funded by the ESRC  
• to co-ordinate and to add value to the existing investments of the ESRC that are concerned to 

enhance the methodological sophistication and techniques and skills of current and future 
generations of social researchers  

Southampton Statistical Sciences Research Institute (S3RI) 

Director: Prof. Steven Gilmour 
Web: http://www.s3ri.soton.ac.uk/  
 
The mission of the Institute is to develop statistical research, including core statistical methodology 
and research motivated by applied problems, to disseminate developments to a wide range of users of 
statistics in the sciences and government and to raise the national and international profile of 
statistical research at Southampton through co-ordination and support of research activities. 

Centre for Citizenship, Globalisation and Governance (C2G2) 

Director: Prof. Gerry Stoker 
Email: G.Stoker@soton.ac.uk 
Web: http://www.southampton.ac.uk/C2G2/ 

The terrain of citizenship is changing in response to global forces and bringing in its wake new 
governance demands. Migration, human rights, issues of global warming, pandemics of ill-health and a 
looming crisis in energy provision are challenges that cannot be contained or addressed within 
national boundaries alone. Merging insights from political science and international relations and 
drawing on participants throughout the Faculty of Social and Human Sciences and the wider University 
C2G2 focuses on the central political questions of today’s world about power, cooperation, security, 
inequality and democracy. 

Work Futures Research Centre (WFRC) 

Contact: Prof. Susan Halford 
Tel: (023) 8059 2572 
Email: Susan.Halford@soton.ac.uk 

http://www.southampton.ac.uk/ghp3/
http://www.southampton.ac.uk/socsci/ghp3/expertise/index.html
http://www.southampton.ac.uk/socsci/ghp3/expertise/index.html
http://www.southampton.ac.uk/socsci/ghp3/projects/index.html
http://www.socstats.soton.ac.uk/choices/
http://www.aids.soton.ac.uk/
http://www.s3ri.soton.ac.uk/
mailto:ccd@soton.ac.uk
http://www.southampton.ac.uk/C2G2/
mailto:Susan.Halford@soton.ac.uk
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Web: http://www.southampton.ac.uk/wfrc/  
 
The Work Futures Resource Centre (WFRC) offers a platform for combining expertise to build 
multidisciplinary research towards understanding the implications for work, employers, social groups 
and individuals at the local, regional, national and international levels. 
 

Administrative Data Research Centre for England 

Web: 
http://www.southampton.ac.uk/s3ri/research/groups/administrative_data_research_centre_for_englan
d.page 
 
The Administrative Data Research Centre for England (ADRC) will enable information routinely 
collected by government departments and other agencies, such as tax, education and health data, to 
be shared with researchers. The centre, funded by the Economic and Social Research Council (ESRC), 
will be for approved academic projects and use anonymised data, accessed in a secure environment.

http://www.southampton.ac.uk/wfrc/
http://www.southampton.ac.uk/s3ri/research/groups/administrative_data_research_centre_for_england.page
http://www.southampton.ac.uk/s3ri/research/groups/administrative_data_research_centre_for_england.page
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‘How to …?’ Guides 
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How to set-up your new computing/IT account 

The Subscribe Self-service website allows you to create your new computing/IT account which provides 
you with an email account and will enable access to many of the services and computing facilities 
provided by the University of Southampton. You can subscribe online from any computer and you will 
be asked to provide your student number (an 8 digit number located on the Offer Letter/email sent to 
you), your surname and date of birth. Later during this process you will be asked to select a password 
to use so that you can access your email and other University services. 

Step-by-step guide 

In the steps that follow, it is essential to type your personal details as they appear in the information in 
your introductory pack. If you make a mistake, simply use the BACKSPACE key to correct the error. 
Most screens require you to press a Next button to proceed to the next screen. 

• Go to http://www.subscribe.iss.soton.ac.uk  
• Under “New staff and students”, click on the “Create your computing account” link (circled 

in the image below).  

 

• Enter your University ID number, surname and day and month of birth and click on Next. 
Please note that you should enter four digits in total for your date of birth, e.g. 22 for ‘Day’ 
and ‘09’ for ‘Month’ if your day and month of birth are 22nd September. If you receive an error 
message, check and correct your entry if necessary. 

 
 

 
• On the next screen, you will be asked to Accept the conditions displayed. Please read them 

carefully. 

http://www.subscribe.iss.soton.ac.uk/
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• Once you have accepted the conditions, you will be prompted to set up security questions and 
answers. Please note that you may change the questions if you wish. Keep the answers as 
specific and memorable to you as possible.  

• Tick the boxes to show whether you want to be included in the external online directory. Click 
on Next. 

• You will then be assigned a username. Important note: Make sure you write the username 
down as you will need it later and it will not be displayed again. 

• Choose and type in a password, and then type it again to confirm it. This is a safeguard to 
ensure you did not make an error when typing the password. Important note: Make sure it is 
a password you will remember. Click on Next. 

• As long as no mistakes are found, you will see the confirmation screen with a green bar. If you 
see an orange bar, then it means that your account is in the process of being created but you 
may need to wait about 15 minutes in order to access some services, for example, to enrol 
online. Your account will become fully active within 30 minutes.   

• If you do not see the confirmation screen, please contact iSolutions/ServiceLine (the IT support 
service at the University) via email: serviceline@soton.ac.uk or telephone: +44 (0) 2380 
595656.  

• Once you have set up your University IT/computing account, it is very important that you 
check your University email account regularly, at least daily. The University and the Centre for 
Research on Ageing will communicate important information to you via your email address, for 
example, information about your course, your assignments and feedback on your 
assignments. Please read the How to Guide on Checking Emails for further tips. 

 

Additional help 

There is a link below to a short video which shows you how to set up your University IT/computing 
account: http://www.welcome.southampton.ac.uk/  

mailto:serviceline@soton.ac.uk
http://www.welcome.southampton.ac.uk/
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How to enrol online 

 
If you have already created your University of Southampton computing account and have your 
username and password, but have not yet enrolled, you should enrol now. You can enrol via the 
student enrolment website Subscribe Self-service. The link to the website is: 
https://subscribe.soton.ac.uk/checkepw  
 
Enter your University of Southampton username and password and click on Submit: 
 

 
 
You are now in the Student Record System Self Service. When the coloured area on the screen is green, 
you can click on ‘Continue’ to the Student Enrolment system. (Please note that if the coloured area on 
the screen is amber, you can still click on ‘Continue’, but you may need to enter your username and 
password. If the coloured area is red, then you will need to contact iSolutions/ServiceLine, which is the 
University’s IT Help facility) via: Email: serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 
 

 

 
The enrolment process should take you about 15 minutes (please note that if you have only just set up 
your University email account, you may need to wait between 15-30 minutes before the system will 
allow you to enrol).  
You will need to have the following information with you: 

• Your student ID number (an eight digit number located on the Offer Letter/email sent to you) 

https://subscribe.soton.ac.uk/checkepw
mailto:serviceline@soton.ac.uk
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• Your current permanent address 
• Your term-time address 
• Your term-time telephone number 
• Your mobile telephone number (if you have a mobile telephone) 
• Your emergency contact details  
• The name and address of your doctor 
• Information on Sponsors (if your tuition fees are not being paid by you or your family) 
• Some questions set by the UK Government for statistical purposes. 

Please do not worry if you do not have all these details yet – you will have the opportunity to add 
information at a later date. 

Please note that the information in this How to…? guide was correct at the time of printing. From time 
to time, updated versions of software are installed by the University which could mean that some of 
the screens may appear differently to those shown here.  
 
If you have any questions about enrolment, or experience any problems, for example if you are unable 
to enrol online, please contact enrol@southampton.ac.uk  
 
If you experience technical problems, please contact iSolutions/Serviceline (the University IT Support 
service) on: Email: serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 
 
For further guidance on how to enrol, please click on the link: 
http://www.welcome.southampton.ac.uk/ 
 
 
 

mailto:enrol@southampton.ac.uk
mailto:serviceline@soton.ac.uk
http://www.welcome.southampton.ac.uk/
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How to check and reply to emails using Office 365 

Your University email is provided through Microsoft Office 365. This guide helps you learn how to 
check and reply emails using Office 365 via SUSSED. Important “clicks” are circled in the screenshots. 
 

• You can access your email from the SUSSED 
web portal. You can login to the SUSSED portal 
from anywhere in the world and see exactly the 
same resources, including any bookmarks that 
you have set up. 

• It is recommended that you access the service 
via the Sussed Portal 
(http://sussed.soton.ac.uk.). Select the 
‘Students’ tab and then click the ‘Email’ icon to 
open your email account. 

 

 
How to send an email? 
 
• To send an email, click New (on the top) and a 

mail message window will appear.  
 

 

 

• Type the recipient’s e-mail address in the To or 
Cc. 

• Double clicking To will give access to the 
Address Book which lists all University Staff and 
Students.  

• An alternative to finding CRA staff members’ 
email addresses in the Address Book is to copy 
and paste their email address from the CRA 
staff page 
(http://www.southampton.ac.uk/ageing/about/
staff.page?). You can also find CRA staff email 
addresses in the MSc Student Handbook. 

• If you are adding several names, separate the 
names with a semicolon (;). 

• In the Subject box, type the subject of the 
message.  

• When your e-mail is completed, click Send.  
• If you wish to add attachments to your email 

click the  icon at the top of mail message 
window. 

• You should then click  You will be 
directed to a dialogue box.  

• Locate the file you want to attach within your 
computer. Click on the file to attach it.  

 

 

 

 

http://www.sussed.soton.ac.uk/
http://www.sussed.soton.ac.uk/
http://sussed.soton.ac.uk/
http://www.southampton.ac.uk/ageing/about/staff.page
http://www.southampton.ac.uk/ageing/about/staff.page
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For additional tips, visit the following link: http://www.southampton.ac.uk/isolutions/students/my-
account-and-email.page 

 
 

 
How to read email and reply? 
 
 
In your Inbox, double click the e-mail you wish to 
read. The contents of the message will appear in a 
separate window. You can choose the following 
actions from the top right hand side of the window: 

• Delete the message  
• Reply to the sender or Reply All to all 

email recipients  
• Forward the message to someone else  

 

 
How to add E-mail signature? 
 
• Click ‘Options’ on the top right, and select ‘See 

all options’, ‘Settings’ and ‘Mail’.   
• Use the text editor to create your signature in 

the blank box. 
• Check the Automatically include my signature 

on messages I compose make this the default 
for all your messages.  

• Once complete, click on  
• To return to your email, click on ‘Mail’ in the 

top left of the screen. 
 

 

 
How to use Outlook Calendar? 
 

• Click on the   icon in the 
bottom left hand corner.  

• This will open the calendar view. To add an 
appointment, click on New at the top of the 
calendar screen, and a new window will open.  

• Fill in the appropriate details in this window 
and click Save and Close. 

 

 

 

http://www.southampton.ac.uk/isolutions/students/my-account-and-email.page
http://www.southampton.ac.uk/isolutions/students/my-account-and-email.page
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How to pay your fees  

If you are a UK/EU student who has applied for a tuition fee loan, you don’t have to worry about paying 
your fees as this will be done automatically. If you are an International student with a secured 
fellowship (e.g. Commonwealth Scholarship), your fees should be paid automatically in most cases. 

For all other students, you can pay your fees securely online 
https://www.webpayments.soton.ac.uk/WebPayments/Logon.aspx 
 
 
You will just need your University of Southampton username and password to log into the site (as in 
the screenshot below). 
 

 

Your fees must be paid by 2 October 2017. If you pay your fees in full by this date you may be eligible 
for a 1% discount. 
 
If your fees are not paid in full by 2 October 2017, then you can pay them in 2 equal instalments. The 
first instalment must be paid by 2 October 2017 and the second instalment must be paid by 8 
January 2018. 

All queries on the payment of fees should be addressed to the Student Services Centre on Email 
ssc@soton.ac.uk and Telephone +44 (0)23 8059 9599.  

To view the cost of tuition fees for Gerontology programmes, please visit the following page, and 
search for the title of your course: http://www.southampton.ac.uk/uni-life/fees-funding/pg-fees-
funding/pg-fees/postgraduate-taught.page  

To learn more about the paying your tuition fees, visit the following page: 
http://www.southampton.ac.uk/uni-life/fees-funding/paying-your-fees.page  
 
To learn more about postgraduate fees and funding, visit the following page: 
http://www.southampton.ac.uk/uni-life/fees-funding/pg-fees-funding.page 

https://www.webpayments.soton.ac.uk/WebPayments/Logon.aspx
https://www.webpayments.soton.ac.uk/WebPayments/Logon.aspx
mailto:ssc@soton.ac.uk
http://www.southampton.ac.uk/uni-life/fees-funding/pg-fees-funding/pg-fees/postgraduate-taught.page
http://www.southampton.ac.uk/uni-life/fees-funding/pg-fees-funding/pg-fees/postgraduate-taught.page
http://www.southampton.ac.uk/uni-life/fees-funding/paying-your-fees.page
http://www.southampton.ac.uk/uni-life/fees-funding/pg-fees-funding.page
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How to set up a remote connection to University Services 
 
There are two ways to connect and login to the University network: the Southampton Virtual 
Environment (SVE) and the Virtual Private Network (VPN).  It is helpful to be able to remotely 
connect to University services through either the Southampton Virtual Environment or the Virtual 
Private Network in order to be able to: 
Gain secure access to library E-Resources 
Access to your University Personal filestore (My Documents)  
 
In addition, the Southampton Virtual Environment enables you to access a standard University of 
Southampton desktop environment. This means you can use software such as the Microsoft Office 
programmes and Endnote, just as you would if you were on campus. Therefore it is recommended 
that you use the Southampton Virtual Environment in preference to VPN. We recommend VPN only 
if you are unable to access all services through the SVE. This guide explains how to connect to both 
services, but we anticipate you will only need to follow the guide for SVE. 
How to connect to the Southampton Virtual Environment (SVE) 
Launch a supported Web browser of your  
choice: 

 
 
 
 
 
 
 
 
 
 

 
Go to the iSolutions webpage (the University of Southampton’s IT support department) on the 
Southampton Virtual Environment (SVE): 
http://www.southampton.ac.uk/isolutions/students/southampton-virtual-environment.page 
 

 
 
iSolutions recommend that you download the software VMware Horizon Client onto your computer 
(or other electronic device) to use SVE. Scroll to the bottom of the screen and under the title 
Supported clients, click on the link titled VMware Horizon Clients: 

http://www.southampton.ac.uk/isolutions/students/southampton-virtual-environment.page
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(Please note that this How to…? Guide helps you to download VMware Horizon Clients software for a 
Windows PC or laptop only. If you do want help in accessing University of Southampton systems 
remotely using another type of device, such as a Mac or Android device, then you can go to the 
iSolutions Help guides which can be found on the same webpage as seen on the screenshot below).  
 

 
 

• The VMware Horizon Clients link takes you to a list of options, as you can see in the 
screenshot below. If you have a Windows PC or laptop, will need to select VMware Horizon 
Client for Windows from the list: 

 
 

• The next screen tells you how to download the VMware Horizon Client for Windows. Click on 
the blue ‘Download’ button at the bottom right of the screen to start the downloading 
process, as shown in the screenshot below. 
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• Once the file has been downloaded, you will need to click on the ‘Save File’ option in the grey 
box, as shown in the screenshot below: 

 

 
 

• You have now saved the file into your Downloads folder at the top right hand side of your 
screen. You will need to run or execute the VMware Horizon Client file so that the VMware 
Horizon Client software can be installed onto your computer (you may need to access the 
VMware Horizon Client file from your Downloads folder on your computer). Click on the file 
and then follow the steps that your computer asks you to take. 
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Your computer will start to install the software onto your computer, as seen in the screenshot below: 
 

 
 
 

• Once the software has been installed, you will need to click on Finish, as shown in the 
screenshot below: 
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You will then be prompted to Shut Down your computer/laptop as you will not be able to make use of 
the VMware software until your computer has Restarted: 
 

 
 

• Once you have Shut Down and Restarted your computer, you should see the VMware Horizon 
Client icon on your computer/laptop desktop: 

 

 
 

• Click on the VMware Horizon Client icon and enter your username and password when 
prompted. As in the screenshot below, in the ‘Search’ box, type in the connection server 
address, which is: 
vdi.soton.ac.uk 

 
• Then click on the virtual desktop Win 8.1 Student to be able to access your University of 

Southampton desktop on your own computer: 
 

 
 

• You will then be taken to your University of Southampton virtual desktop: 
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• This provides you with access to all of the programmes on the University of Southampton 
desktop. You must remember to save your work separately onto a memory stick or Cloud (and 
regularly) as you will not be able to save documents onto your virtual desktop.  
 
 

 

 
 

 
• When you have finished using the desktop, remember to save your work separately. You can click 

on the Logoff button on the desktop or right click the Windows menu and select Shutdown and 
sign out and then Sign Out: 
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NB: If you do not sign out and close the browser, your session will remain open for 15 minutes. After 
this time you will be automatically logged out. 
 
The information in this guide has been taken from the iSolutions guides to the Southampton Virtual 
Environment.  
 
Please note that the information in this How to…? guide was correct at the time of printing. From time 
to time, updated versions of software are installed by the University which could mean that some of 
the screens may appear differently to those shown here.  
 
If this is the case, then please access the iSolutions Southampton Virtual Environment website: 
http://www.southampton.ac.uk/isolutions/students/southampton-virtual-environment.page  
 
 
There is also a helpful ‘question and answer’ page containing the solutions to common queries about 
the Southampton Virtual Environment in the link below:  
 
http://www.southampton.ac.uk/isolutions/students/students-using-my-own-computer.page  
 
If you do experience any problems connecting to the Southampton Virtual Environment (SVE) service, 
please contact iSolutions/Serviceline (the University IT Support service) on: Email: 
serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 

http://www.southampton.ac.uk/isolutions/students/southampton-virtual-environment.page
http://www.southampton.ac.uk/isolutions/students/students-using-my-own-computer.page
mailto:serviceline@soton.ac.uk
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How to set up a Virtual Private Network 

 
Please note: We anticipate that the SVE will meet all your needs in accessing the University’s network, 
e-journals, library resources, and other University resources. However, if you encounter problems with 
SVE then VPN is an alternative. There is no need to install VPN if SVE is working well for you. 
 
The Virtual Private Network (VPN) enables you to connect to and log into the University network 
remotely. It is particularly useful to access e-Journals and other library resources. 
 
The iSolutions Setup Guide for Windows is reproduced in this How To…? guide, with permission from 
iSolutions. 
 
Go to https://globalprotect.soton.ac.uk/global-protect/login.esp and log on using your University 
username and password. 
 

 
 
Select the version which is appropriate to your computer, If you need help with this, please contact 
iSolutions/Serviceline (the University IT Support service) on: Email: serviceline@soton.ac.uk or Tel: +44 
(0) 2380 595656. 

https://globalprotect.soton.ac.uk/global-protect/login.esp
mailto:serviceline@soton.ac.uk
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The installer will then download. When it has finished downloading, run the installer and follow the 
wizard through the installation process. 

 
 
Once installed an icon ‘a globe with a red cross’ will appear in the ‘Notification’ area on Windows 
(usually at the bottom left of the screen) or in the top menu bar on Mac OS. 
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Right click on the ‘globe with a red cross’ icon and select ‘Show Panel’ and the following window will 
appear.  
 

 
 
Enter the portal hostname “globalprotect.soton.ac.uk”, and your University username and password. 
Click on ‘Connect’. It may present a warning regarding the certificate authenticity, if so please click on 
‘Continue’ 
 
 

 
 
 
You are now connected to VPN. All traffic from your computer will go through a secure tunnel back to 
the University network. Note that in Windows, the GlobalProtect icon will always appear in the 
‘Notification’ area, even when it is not connected, 
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Please note that the information in this How to…? guide was correct at the time of printing. From time 
to time, updated versions of software are installed by the University which could mean that some of 
the screens may appear differently to those shown here.  
 
To set up VPN on a different system, (for example, Windows 8.1, Windows XP, Linux, Mac, 
smartphones and tablets, iPad or iPhone) please access the University’s guides which can be found by 
accessing the following link:  
https://www.southampton.ac.uk/ageing/postgraduate/taught_courses/dl_welcome/vpn.page Once 
you have entered your username and password, you will be directed to the userguides for other 
devices and systems which have been produced by iSolutions (the University of Southampton’s IT 
department). 
 
If you experience any problems connecting to the VPN service please contact Serviceline (the University 
IT Support service) via: Email: serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 
 
 

 
 
 
 
 
 
 

mailto:serviceline@soton.ac.uk
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How to access and use Blackboard 

 
Objective: This is a guide that will help you with starting to use Blackboard, the web based Virtual 
Learning Environment you will use to access your module materials such as lecture recordings, 
readings, and module outlines. You will also use Blackboard to submit your assignments electronically. 
 
To use Blackboard, you will need:   
 

• a computer 

• a Broadband internet connection 

• a University of Southampton account (username and password) 

 
Step 1: Logging into Blackboard 
Go to the website www.blackboard.soton.ac.uk . Click on the User Login box and then enter your 
University of Southampton username and password and click on Login.  
 
 

 
 
 
You will then be taken to the Welcome page. The modules you are enrolled on are listed on the right-
hand side of the page under the heading My Courses, where you will see a list of the modules you are 
enrolled in as a student: 
 
 

http://www.blackboard.soton.ac.uk/
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Step 2: Accessing Module Materials 
On the Welcome page, under the right-hand pane ‘My Courses’, identify the module you would like to 
access and click on the relevant link. You will be taken to the page relating to that module. To get 
further information about the module, you will see on the left hand side of the screen there is a list of 
links which you can access. These links will give you access to further information about the module: 
‘Announcements’, ‘Course Information‘, ‘Staff Information’, Course Documents’, ‘Assignments’, 
‘Discussion Board’, ‘Tools’ and ‘Books’. You can access these links by clicking on the relevant title 
from the list on the left hand side of the screen: 
 
 

 
 
 
• Announcements 
Announcements are used to draw your attention to important news and updates about the Module 
which are communicated to you by teaching staff via Blackboard. The first page you will be taken to 
once you click on the module link is the Announcements page, which is visible as soon as you access 
the module you want to view.  
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• Course Information 
The Course Information section helps you to navigate the Module by explaining what each of the 
links on the left hand side of contain. You can also find an electronic copy of the Module Outline here 
(hard copy sent to you by post). The Module Outline provides you with details of each session, reading 
lists, assignment details and staff contact details. Click on the link below the Module Outline heading 
to access the document electronically:  
 
 

 
 
 
• Staff Information 
In the Staff Information section you can find the contact details of your tutors, including their email 
address, work phone number, Skype name, office hours, location of their office and University profile 
web-link. 
 

 
 
• Course Documents 
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The Course Documents section within Blackboard is where you will find the key learning materials for 
your Module, such as session overviews, lecture recordings and lecture handouts. Click on the Session 
Title to access the Session Overview and Lecture: 
 

 
 
The screenshot below shows the links to the Session Overview folder and the Lecture folder: 
 

 
 

 
o Session Overview 

 
The Session Overview folder provides a brief description of the session content: a description of the 
lecture and a reading list: 
 

 
 

o Lecture 
 

Within the Lecture folder, you will find a PDF file containing the Lecture Handout containing the lecture 
slides. To access the Lecture Handout, select the ‘Click here’ link beneath the Lecture Handout title 
(see below): 
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Two versions of the lecture recordings are available on Blackboard: a Camtasia recording (package file) 
and a Panopto recording (streamed file). These are exactly the same recording and you only need to 
listen to one version of each lecture. The Camtasia recording (package file) is for fast internet 
connections. The Panopto recording (streamed file) is for slow internet connections. If you have a slow 
internet connection, we recommend you view the streamed lectures rather than the Camtasia 
recording (package file). You can play these streamed lectures with fewer loading or buffering 
interruptions.  
 
 

 
 
If you click on the Camtasia recording (package file), you will then be taken to the Camtasia-recorded 
file. Click on the black triangle to start playing the lecture. It is advisable to listen to the lectures 
through a headset to ensure optimal sound quality.  
 

Camtasia recording 
  

Panopto recording 
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Please note that the icons showing Panopto recordings (streamed files) may have a different 
appearance in different Modules. The screenshots below shows the two different images of Panopto 
(streamed files) which you may encounter when you are accessing lecture recordings: 
 
1. 

 
(To start listening to the recording, click on the link)  
 
 
 
Or  
 
2. 

 
 
(Click on the blue arrow to start listening to the recording) 
 
 
• Assignments 
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The Assignments section contains instructions about the content of your assignments, as well as 
when and how to submit your assignments: via email (ageing@soton.ac.uk) and via Turnitin (see 
separate How to…guide on how to submit your assignments via Turnitin):   
 

 
 
 
• Discussion Board 
You may be asked to post a response to a question, reading or take part in a Debate using the 
Discussion Board. Click on the link to the Discussion Board on the list on the left hand of the screen: 
 
 

 
 
 
You can post a new entry on the Discussion Board by clicking on Create Thread: 
 
 

 
And then type in a title in the Subject box, the content of your post in the text box and then click on 
Submit when you have finished: 
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You can also reply to other contributor’s posts by clicking on the title of their post: 
 

 
 
Then click on Reply: 

 
Type the content of your response in the text box and then click on Submit when you have finished. 
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• Library 
The Library section provides a direct link to the Library website, where you can access Library 
resources: 
 
 

 
 
 
• Student Support 
The Student Support section contains information about the roles and responsibilities of different 
members of staff at the Centre for Research on Ageing (CRA), where to find technical support and 
details of how to access help from Enabling Services (personal support such as counselling):  
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• Books 
In the Books section you can find a reference list of your Module textbooks, as well as a list of 
Gerontology-related e-books that can be accessed through the University of Southampton Library: 
 

 
 
 
 
• Further Queries/Troubleshooting 
It is hoped that you will find Blackboard easy and straightforward to use and will not experience any 
problems with finding and accessing information and Module documents. If you do need further 
support, there is a link to the University of Southampton’s guide for students below if you need further 
information or support: 
 
https://elearn.southampton.ac.uk/blackboard/student/  
 

https://elearn.southampton.ac.uk/blackboard/student/
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If you experience any technical problems accessing Blackboard, please contact iSolutions/Serviceline 
(the University IT Support service) via: Email: serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 
 
Please note that the information in this How to…? guide was correct at the time of printing. From time 
to time, updated versions of software are installed by the University which could mean that some of 
the screens may appear differently to those shown here.  
 

mailto:serviceline@soton.ac.uk
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How to submit assignments through Turnitin on Blackboard 
 
There are two ways that you must submit your written assignments and dissertation: 

• Via email (ageing@soton.ac.uk), AND 
• Through TurnitinUK Plagiarism Detection Service (referred to as Turnitin in this guide) 

 
Please note that the deadline for all assignments is 3pm (UK time) on the advertised due date 
(see Module Outline). It is your responsibility to check the time difference between your own 
country and the UK, and to ensure you submit on time. Both copies of your assignment (via 
Turnitin, and via email to ageing@soton.ac.uk) must be submitted by 3pm on the day of the 
deadline. After 3pm the Turnitin submission will close, and your assignment will be deemed late. 
Penalties for late submission can be viewed in the MSc Student Handbook. 
 
This guide explains how you can submit your written assignments and dissertation through Turnitin, 
which is located within Blackboard. Once your assignment has been submitted through Turnitin, staff 
can use the Turnitin software to conduct an academic integrity (plagiarism) check. Turnitin can assist 
tutors to ensure that publications cited within your academic work are correctly referenced.  
 
TASK: The Oxford Online Dictionary defines plagiarism as "The action or practice of plagiarizing; 
the wrongful appropriation or purloining, and publication as one's own, of the ideas, or the 
expression of the ideas (literary, artistic, musical, mechanical, etc.) of another".  
 
Please access the link below to find out more about plagiarism and how to avoid it, and to familiarise 
yourself with the Turnitin software: 
http://www.southampton.ac.uk/isolutions/computing/elearn/blackboard/student/studentplagiarism.html 

 
To use Blackboard in order to submit assignments through Turnitin, you will need:  
  

• a computer, laptop or other device 

• a Broadband internet connection 

• your University of Southampton username and password 

 
Step 1: Logging into Blackboard 
Go to the website: www.blackboard.soton.ac.uk . Click on the User Login box and then enter your 
University of Southampton username and password.  
 

 
 
 

mailto:ageing@soton.ac.uk
mailto:ageing@soton.ac.uk
http://www.southampton.ac.uk/isolutions/computing/elearn/blackboard/student/studentplagiarism.html
http://www.blackboard.soton.ac.uk/
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You should then be taken to the Welcome page, from where you will be able to access all the Modules 
you are enrolled on. 
Step 2: Locating the Assignments Section 
When you select a Module you on the left-hand pane of your selected Module space, find and select 
‘Assignments’, as in the screenshot below: 
 

 
 
Step 3: Locating the Turnitin Assignment 

Look for the Turnitin icon /name of the assignment you would like to submit. Read the statement 
on academic integrity. Click on View/Complete. 
 

 
 
Step 4: Submitting your Assignment via Turnitin  
 
In order to submit your assignment via Turnitin, do the following: 
 

• Ensure the text next to ‘Submit’ reads Single File Upload (as the screenshot below). If not, 
use the drop down menu to select this option.  

• From the Author drop-down box, choose your name. This will then be automatically copied 
into the first and last name boxes underneath. 

• In the Submission title box, type the name of the assignment you are submitting (e.g. 
“GERO6010 Essay” or “MSc Gerontology Dissertation”). 
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• To submit your assignment, click on Choose from this computer. 
• Locate the file you want to submit within your computer. Click on the file to attach it. It should 

then appear in the box.  
• To submit your assignment, click on Upload.  

 
 

 
 
 
 
You will now get a final chance to review the attached file before you submit it (as in the image below). 
Make sure that the paper displayed is the one you want to submit.  

• If you find that you have attached the wrong paper by mistake, click on the Cancel button at 
the bottom of the screen, which will return you to the previous page, then find the correct 
attachment. 
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• If you are happy that all the details displayed on the page and the file attached is correct, click 
on the Confirm button.  
 

 

 
You should then be taken to the confirmation page to let you know that your assignment has been 
successfully submitted. You should also receive an email confirming your Submission ID. Please make 
a note of your Submission ID as proof you have submitted your assignment on time. 
 

 
 
 
REMEMBER that you must submit an electronic copy of your assignment to the email address 
ageing@soton.ac.uk in addition to submitting it via Blackboard. The submission of your assignment 
will only be confirmed when both electronic copies have been submitted by the assignment deadline. 
You will receive an email confirmation from a member of staff within 48 hours of having submitted it 
to the ageing@soton.ac.uk email address. 
 
Important Note: Please do not include your name on the assignment. All assignments should be 
anonymised before submission. Please remember to include the following in your assignment: 
• Your student ID number 
• The Module Code (for example, GERO6010) 
• The Module Name (for example, Perspectives in Gerontology) 
• The assignment title (for example, the essay title as given in the Module Outline) 

mailto:ageing@soton.ac.uk
mailto:ageing@soton.ac.uk
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• The total word count of your assignment (excluding the title and bibliography/references 
list) 

• Page numbers 
• The following academic integrity declaration: 
 
“I am aware of the requirements of good academic practice and the potential penalties for  any 
breaches. I confirm that this assignment is all my own work, and that where material is obtained 
from published or unpublished works, this has been fully acknowledged in the text and 
references.” 
 
If you wish to submit your Microsoft Word assignment as a PDF file, see the tips below for creating a 
PDF file: 
 
How to Create a PDF file  

 Open your Microsoft Word document containing your assignment (your essay or critical 
bibliography).  

 Select: File, Print  
 Select ‘Create Adobe PDF’ from printer name drop-down menu. 
 Select ‘OK’  
 When the PDF file is created (and opened) save it on your computer or USB stick. It will save 

with a file extension of  *.pdf 
 
TASK: Try to familiarise yourself with the Turnitin function of submission in good time before the 
submission deadline, by locating your assignments in the BlackBoard Assignments folder. Click on the 
author drop-down list, to ensure that your name is displayed correctly. If you have any difficulties 
please contact your personal academic tutor. 
 
Further Queries/Troubleshooting 
For any additional queries you can also contact iSolutions/Serviceline, the University of Southampton’s 
IT team via: email: serviceline@soton.ac.uk or Tel: +44 (0) 23 80 59 56 56. 

mailto:serviceline@soton.ac.uk
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How to set up and use Skype 
 
Objective: This is a guide that will help you to download and start using Skype to communicate 
with your tutors and fellow students. Skype is a social networking software, which is free to 
download and has telephone as well as instant messaging functions. Communicating via Skype 
is mostly free, although you will have to pay for certain features (e.g. making calls to 
international telephone numbers). 
 
To use Skype, you will need:  
  

• a computer 
• a broadband internet connection 
• a copy of Skype (see instructions below how to set up) 
• a computer headset with microphone (some laptops have inbuilt 

microphones and speakers) 
• a webcam (if you want to make video calls) 

 
 
Step 1: Setting up Skype 
 

• Go to www.skype.com 
• Click on the Download Skype button found on the main Skype webpage:   

 

 
 
 
 

• Under the Computer tab: click on Get Skype for Windows if you have a Windows computer, or 
scroll further down the screen if you have a Mac or Linux computer for the Mac or Linux 
versions of Skype. You can also set up Skype for tablets and for your mobile phone. (Please 
note that the following instructions in this guide are for installing Skype for Windows on a 
Windows computer only). 

file://filestore.soton.ac.uk/users/osp1a15/mydesktop/www.skype.com
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You will then be invited to follow three steps. The first step is to save the Skype Setup application to 
your computer. Click on Save File in the grey instruction box: 
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This will save the Skype Setup file into your Downloads file of your computer. Step Two: You will need 
to find the file and run/execute this file in order to install Skype onto your computer by following the 
instructions provided by Skype.  
 
 

 
 
Once you have installed Skype onto your computer, you will then need to complete Step Three by 
launching the Skype application and signing in with your Skype Name and password: 
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Using Skype for the first time 
 
Once you have opened Skype for the first time, plug in your headset and perform a sound check: 
Click on Echo/Sound Test Service or Skype Test Call under Contacts, or type Echo/Sound Test into the 
Search facility at the top left hand side of the screen, then follow the automated instructions.  
 
If you are satisfied with the sound quality, you are ready to make calls through Skype.  You can also try 
to make calls without using your headset, although this might impact on audio quality. 
 
 

 
 
 
Finding and creating contacts 
You can create a new contact and add them to your list by searching in the bar at the top of the 
Contacts list (circled in the image below), click on Add Contact and Search Skype Directory.    
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Then type in the name of the person you are looking for under the Search option:  

 

 
 

 
 
 
 
 
 

 
Communicating via Skype  
 
There are a number of different ways that Skype can be used: this guide will explain how to (a) call 
Skype contacts (b) send instant messages to Skype contacts and (c) make a call to a telephone number 
that is not a Skype contact. 
 
(a) To contact another Skype user, ensure that the person you wish to contact is online; if they are, 
there will be a green encircled tick next to their name. Click on their name, and then on the ‘Call’ 
symbol. You will then hear a ringing sound, as if you are on the phone, and you will hear your contact 
picking up and speaking to you. If you both have a webcam then click on the ‘Video call’ symbol, and 
you will be able to see and hear each other. 
 

 

TASK: Look for your tutor(s) and add them as a contact now! 
Remember to let your personal academic tutor know your ‘Skype 
Name’ by or before the middle of October. 

Video 
call 

symbol 

Call 
symbol 
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(b) You can also communicate with another Skype user by writing an instant message. Again, select the 
person you would like to contact from the contact list, and then enter your text in the message box at 
the bottom of the screen. Press ‘enter’ to send your message, which will be delivered instantly.  
 

 
 
(c) Finally, if you wish to make a ‘traditional’ telephone call to a telephone number via Skype, you can 
do so easily; however, unlike the other two methods of communication, this option is not free. 
International call rates on Skype are generally significantly cheaper than from landlines and mobiles, 
and you can purchase credit for making such phone calls by clicking on ‘Buy Skype Credit’. In order to 
make a call, click on ‘Call phones’ at the top of your contact list, and then type in the number you wish 
to call. You also have the option of saving the telephone number in your contact list. 
 

 
 
 
 
Further Queries/Troubleshooting 
Hopefully, you will find Skype easy and straightforward to use and will not experience any problems 
with the software. However, if you do have any queries which cannot be answered by this guide, then 
please consult the Skype support pages under:   
 
 
https://support.skype.com/ 

 
 
Please note that the information in this How to…? guide was correct at the time of printing. From time 
to time, software is updated which could mean that some of the screens may appear differently to 
those shown here.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Call 
 

Type number 
 

https://support.skype.com/
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How to use the Library to access electronic journal articles, Course 
Collection materials, eBooks, and Specialist bibliographic databases 
 
Objective: This is a guide that will help you find Gerontology-related e-books on the University of 
Southampton Library website, help you access journal articles and book chapters that have been 
placed in ‘Course Collections’ in WebCat, search for literature using the Library’s ‘Delphis’ search system, 
and explain how to access the AgeInfo Information Services website. 
 

To access University Library eBooks and eJournals, you will need: 
 

 
 

To access the Course Collections materials, you will need: 
 

 
 

To access AgeInfo, you will need: 
 

 
 
Please note: Gerontology specific subject support is provided by the University of Southampton. See 
the link below:  

http://library.soton.ac.uk/ageing.  
 
 

 
 

• a computer 
• a broadband internet connection 
• to be connected to Southampton Virtual Environment (SVE) or the 

University of Southampton Virtual Private Network (VPN) 

• a computer 
• a broadband internet connection 
• to be connected to SVE or VPN 
• your University of Southampton username and password (sent to you 

upon registration) 

• a computer 
• a broadband internet connection 
• to be connected to SVE or VPN 

or 
• a user name and password (provided in this guide) 

Please note that the subject support page of the library provides a link to the Ageing/Gerontology 
University Library support page. This page has several useful resources that will help you use the 
internet, data and statistics effectively. 
Also, note that the library has a range of tutorials on different aspects of library use and information 
skills. Do not miss resourceful guides and videos from the following page:  
http://library.soton.ac.uk/infoskills 
 

http://library.soton.ac.uk/ageing
http://library.soton.ac.uk/infoskills
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If you want to know more about University Library services, or need help, please contact our 
Academic Liaison Librarian for Ageing/Gerontology: Anna Hvass (libenqs@soton.ac.uk).  

mailto:libenqs@soton.ac.uk
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Step 1: Connecting to the University of Southampton work stations via 
SVE or VPN 
 
While some of the features and materials of the University of Southampton Library can be accessed 
off-campus through your user name and password, others require you to be connected to the 
University of Southampton’s network domain to function. In case of any denied access, ensure that 
you use Southampton Virtual Environment (SVE) or connect to the University of Southampton Virtual 
Private Network (VPN). Please see the separate guide for ‘Setting up a remote connection to the 
University’ to use SVE or VPN for the first time. We recommend using SVE rather than VPN.  
 
As a distance learning student, using SVE or VPN is important for you. You will connect your computer 
to the University network, which allows you the same level of access to resources as you would have 
on-campus. In many cases, this means that you will not need to login to a particular resource (e.g. 
journal publisher website) with your University details. 
 
 

Step 2: Accessing Electronic Journal Articles 
 
Some items on module reading lists are articles from academic journals. The University of 
Southampton subscribes to electronic versions of many journals. You can access these journals 
through the library website. 
 
For example, the following article from your reading list is available electronically: 
 
Evandrou, M. and Glaser, K. (2004) ‘Family, work and quality of life: Changing economic and social 
roles throughout the lifecourse’, Ageing and Society 24 (5): 771-791. 
 
Please see the following pages for a demonstration.  
 
 
Go to the Library website 
library.soton.ac.uk/home.  
Click on: “eJournal Title Search” on the left-
hand side of the screen. 
 
 

 

 

http://library.soton.ac.uk/home
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A new window will open, which is the 
University Library’s eJournal Search by Title.  
Type the full title of the journal (not the 
article), which is Ageing and Society in this 
example, into the DelphiS search box and click 
Search. 

 
The results page displays links for the full 
text ejournal. You can see from the results 
that Cambridge Journals online provides 
access from 1981 to the present.  To access 
the journal website click on the blue hypertext 
link “Cambridge Journals Online”. 
 
 

 
To find the article you want, click on the All 
Issues tab. 
The online journal service recognizes that 
you are accessing via the University of 
Southampton because you are using SVE or the 
VPN, so it gives you electronic access to the 
full text articles. 
 

 
 
Then click on the plus sign next to 2004 to 
open the sub-folders containing each issue in 
this year. We can tell from the reference that 
the article we want was published in Issue 5, so 
click on Issue 05. 
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Scroll down until you come to the article. Click 
on the View PDF icon to open the full text of 
the article.  

 
Save it to your computer, and print it out if you 
wish. 
 

 
 
 

Step 3: Accessing Items in Course Collections 
 
Some of the readings in your module outlines are digitised copies of book chapters and articles (in 
df format), which have been placed in the ‘Course Collections’ of the Library WebCat. 
 
Please ensure that you use Southampton Virtual Environment (SVE) or connect to the University of 
Southampton Virtual Private Network (VPN). 
 
For example, the following chapter from your reading list is a digitised item in Course Collections:  
 
Dannefer, D. (2006) ‘Reciprocal co-optation: The relationship of critical theory and social gerontology’. 
In Baars, J., Dannefer, D., Phillipson, C. and Walker, A. (eds) Ageing, Globalization and Inequality: The 
New Critical Gerontology. New York: Baywood, pp 103-122. 
 
Please see the following pages for the demonstration:  
 
 

To access materials in ‘Course Collections’, 
go to the University of Southampton library 
web-site (http://library.soton.ac.uk/home ) 
and select WebCat.  

 

 

http://library.soton.ac.uk/home
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With your University of Southampton user 
name and password, log into the WebCat.  
Note: In order to access digitised Course 
Collection items, you must be logged into 
WebCat, which is located on the top right. Log 
in with your University username and 
password (same as for email). 
 
  

Now search WebCat for the item on your 
reading list. We recommend that you search 
for the  Course Collection items in your 
module outline reading lists by typing both 
the title and author surname of the item 
into WebCat.  
 
NB: Do not search for the book title! 
 
 
 
 

 
The results window shows the chapter as an 
electronic resource. 
 
When you are logged in to WebCat you will 
see the hyperlink labelled ‘online link to 
document’. Click on this and open the PDF 
version of the chapter.  

 

 
If you do not see the hyperlink, check that if 
you are logged in to WebCat. 
 
You can either print or save a copy of the pdf 
file. 
 

 
 
Alternative ways of accessing Course Collection materials 
 
It is possible to view all items for a particular 
module that are held in the Course 
Collection together.  
 
To do this Select ‘Course Collections’ after 
logging into WebCat.  
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Then search for items in the Course 
Collection by course code or course name. 
Please ensure that you leave a space between 
letters and numbers when searching by 
course code: e.g. GERO 6010.  
 
Then use your mouse to click on “Search by 
Course Code” (pressing Return/Enter does 
not work). 
 
 

 

You will now be presented with a list of all 
Course Collection items for that module. 
 

 
 
 
PLEASE NOTE: You can also search the Course Collections by name of lecturer. However, lecturers 
may have changed and more than one lecturer may have deposited materials in the Course Collection. 
This means you may be presented with a list of lecturer names. Clicking on the name will only take 
you to the course collection items deposited by that lecturer. It is therefore more advisable to search 
by author or title of item or by Course Code. 
 

 
 
 

TASK: Access the ‘Course Collection’ page, look for the GERO 6010 items and download two 
readings. Then also locate these two readings by searching for them on the WebCat using item title or 
item author(s). 
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Step 4: Accessing AgeInfo 
 
The AgeInfo website is an information service by the Centre for Policy on Ageing that provides a 
number of searchable databases on old age and ageing, as well as links to different UK media 
resources.  
 

To access AgeInfo, go to 
http://www.cpa.org.uk/ageinfo/agei
nfo2.html 
If you use SVE or logon to the VPN, 
you will not be required to log in 
to use AgeInfo; otherwise, if you 
don’t use SVE or VPN, please enter 
username: unisouth and password: 
solent. 
Then click on ‘Search the AgeInfo 
database’ and type in words (search 
terms) related to the topic of interest 
(e.g. pensions, or loneliness) in the 
Keywords line. Then click ‘Search’. 
 
 

 
 
 

Step 5: Searching for electronic books 
 
Please ensure that you use Southampton Virtual Environment (SVE) or connect to the University of 
Southampton Virtual Private Network (VPN). 
 

 
Some of the books on your reading 
lists are available electronically. 
Please read your Module Outlines to 
see which recommended readings are 
from e-books. 
  
Go to: 
http://library.soton.ac.uk/home 
Click on WebCat under Quick Links 
on the left-hand side. 
 

 
A new window will open for WebCat: 
the onl ine Library catalogue of 
the University of Southampton.  
To access the full, range of services 
and resources you should log in to 
WebCat in the top right-hand corner 
of the screen, using your University 
username and password. Click Login 
to WebCat. 
 

 

 

http://www.cpa.org.uk/ageinfo/ageinfo2.html
http://www.cpa.org.uk/ageinfo/ageinfo2.html
http://library.soton.ac.uk/
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To search for an electronic book, 
type in some significant words from 
the title into the search box, tick the 
box next to ‘Search only Electronic 
Books’ and click on Search 
Catalogue.  
 
For example, type in ‘Ageing Society 
European Perspectives’ in the search 
box and click on Search Catalogue. 
 
You can also search with author 
surname and title words or the exact 
title of the book.  
 

 

The Search Results window opens 
with books of this title; ebook 
editions can be accessed off 
campus, just ensure that you use SVE 
or logon to the VPN. Click on 
‘MyiLibrary: An electronic book 
accessible through the World Wide 
Web; click for access’. 
 

  
This link opens a new window 
where you can read the electronic 
book. Use the hyperlinks on the 
left-hand side of the screen to move 
to different chapters. Use the plus 
and minus signs to increase or 
decrease the text size. 
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Step 6: E-books from MyiLibrary and Ebrary Academic Complete 
Collection 
 
There are two databases within the University of Southampton E-books page that contain Gerontology-
related titles: MyiLibrary and EBSCO eBook Collection (formerly NetLibrary).  
 
Please ensure that you use Southampton Virtual Environment (SVE) or connect to the University of 
Southampton Virtual Private Network (VPN). 
 

Go to 
http://library.soton.ac.uk/home 
 
Next click on the Resources tab: 
 

 
Then, click on E-books. 
http://library.soton.ac.uk/ebooks 
 

 
 
Scroll down the E-books web-page to 
find the MyiLibrary and EBSCO eBook 
Collection links. 
You can search Ebrary Academic 
Complete Collection (EBSCO) page  
(please see the detailed instructions 
in a few pages later). 
 
 
 
 
 
 

 

 

http://library.soton.ac.uk/
http://library.soton.ac.uk/ebooks
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You can also search MyiLibrary page 
(please see the detailed instructions 
in next page). 
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MyiLibrary 
 
Please ensure that you use Southampton Virtual Environment (SVE) or connect to the University of 
Southampton Virtual Private Network (VPN) before clicking on MyiLibrary. Many of the resources which 
the University Library provides for you can be accessed with the same username and password you 
use for email, public workstations and Blackboard. Look out for links containing the words 
"Institutional access/login", "UK Federation" (or occasionally "Shibboleth") – all these words are a clue 
that you can use your regular University login to access a resource. 
 
  Direct institutional login 
Basically this comes in two forms. Where possible, links to databases from the library website go 
straight to the University login page (look for separate 'off-campus' links where appropriate). If 
students use SVE or logon to the VPN, they would not need direct institutional login. 
 
But in other cases, you may have to select the "UK / UK Federation" first, and then browse or search a 
list of institutions to select "University of Southampton". (Note: if you can't find University of 
Southampton in the list, check for Southampton University.) If you don't find either entry in the list or 
there is an error, email - libenqs@soton.ac.uk. 
 
Conducting Searches on MyiLibrary 
 
You can conduct searches by publisher, by 
subject and by ‘quick’ (keyword, title, 
author) search, for example, by typing in 
‘social and ageing’ in the quick search 
box.  
 

 
To narrow the search select social 
sciences. 

 
To view the contents of an ebook on 
MyiLibrary, select ‘Open now’. 
 

 

 

 

 

mailto:libenqs@soton.ac.uk.
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Click on a section title within the table of 
contents pane, to load the corresponding 
part within the book. 
 
The search facility lets you look for 
specific keywords within the book, and 
lists hyperlinks to any relevant pages in 
the book containing the keyword. 
 

 
If  you  would like to  ‘bookmark’ 
individual pages within  an ebook, click 

on next to ‘Notes’, then select 
‘Add/View a Note’. 
 

 
In addition to ‘bookmarking’ an individual 
page, you can also add notes about the 
section, which you might find useful when 
reading for coursework. 
 

 
You can retrieve your bookmarks and 
notes, by going to My Account and 
selecting ‘Notes’. 
 

 
 

 
 
 

TASK: Go to MyiLibrary and find the book by Mike Featherstone on ‘Images of Aging’. Then open this 
ebook and find a section that contains the keyword ‘advertising’. 
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Printing and Saving Pages from MyiLibrary 
 
You can print or download a limited number of pages from an ebook. As you are normally restricted 
to 10% of the book, it is advisable to select the section(s) you want to print or save, very carefully 
first, to ensure you have chosen the content most relevant to you. 
 
Once you have decided on the page(s) 
you would like to print or save, select 
the ‘print page range’ or ‘download 
pages range’ button. 
 

 
For both options, you will be asked to 
specify the exact page numbers you 
would like to print or download. 
 

 
Once you have entered your selection, 
click on Add to Bookshelf for Download. 
You will now be presented with an 
option to either open or save your 
downloaded file. If you select ‘save’, 
you can access the file again easily, to 
print or read it.  
 
To help you find your downloaded 
ebook files at a later stage, you could 
create a designated ‘ebook downloads’ 
folder in your ‘My Documents’ or 
‘Desktop’. If you give the download a 
clear file name (e.g. name of ebook 
and keyword) it will help you find a 
relevant file again later.  
 
Including the book title in the file name 
is advisable, as your downloaded 
document will not necessarily include 
this information and this might cause 
you unnecessary delay if you want to 
reference it in your coursework. 
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Creating an Account and saving Searches in MyiLibrary 
 
There is also an option to save book title searches and ‘bookmarks’ for individual pages within 
MyiLibrary. To make use of these functions, you need to create an account first. Select the ‘Get an 
Account’ button as shown below. 
 
Select the ‘Create an Account’ button 
at the bottom of the MyiLibrary home 
page. 
Enter your email address under ‘Create 
an Account’ on the ‘My Account’ page. 
Select submit. 
 

 
You will then receive a confirmation 
email with a password to your email 
address. 
 

 
Enter your email address and the 
password from the email under ‘Login 
to Your Account’ on the ‘My Account’ 
page, and select ‘Submit’. 
 

 
Once you are logged in, you can 
change your password. 
 

 
To save an ebook link, after you have 
done a search in 
http://lib.myilibrary.com/Browse.as
px, go to ‘Save this search’, enter a 
search name (it is a good idea to enter 
the book title) and select save. 
 

 

http://lib.myilibrary.com/Browse.aspx
http://lib.myilibrary.com/Browse.aspx
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You can view your saved ebook titles by 
going to ‘My Account’ and selecting 
‘Saved Searches’. 
 

 
All your saved searches will now be 
listed. By saving relevant titles you 
can thus start to build up your own 
personal ‘library’. 
 

 

 

 
 
Please note that the ebooks which are saved in your MyiLibrary account are normally on loan to you 
for between 1 and 3 days. 

TASK: Set up an account on MyiLibrary. Then search for and save two ebooks from your reading list 
under ‘saved searches’. 
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EBSCO eBook Collection 
 
Please note that most e-books are available via Webcat. It might not be worth searching EBSCO for 
additional Gerontology books. However, if you want to be sure you have exhausted all potential 
sources, you are welcome to use the ESBCO eBook collection. Please ensure that you use 
Southampton Virtual Environment (SVE) or connect to the University of Southampton Virtual 
Private Network (VPN). 

 
EBSCOhost is an online reference system accessible via the University SVE or VPN. It offers a 
variety of proprietary full text databases and popular databases from leading information 
providers. The default search screen for eBooks on EBSCOhost is typically basic search. Some 
versions also provide advanced search as the default search screen. Search by keyword, title, 
author or subject by following the procedure provided below. 

 
• Go to 

http://library.soton.ac.uk/eboo
ks.  

• Click on EBSCO eBook 
Collection (only available if you 
are connected to the University 
network via SVE or VPN). 

• Scroll down the page until you 
come to the EBSCO eBook 
Collection. 

 

 

• You can now search by keyword, 
title, author or subject. 

 

• Type in ‘ageing’ into the title box. 
Click ‘Search’. 

 

 

http://library.soton.ac.uk/ebooks
http://library.soton.ac.uk/ebooks
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• Your search results will now be 
displayed. Click on ‘PDF Full Text’ 
to view the ebook. 

 

 
• You can view the ebook by clicking 

on the hyperlinks within the Table 
of Contents on the left hand side of 
the screen. 

 

 
• At the top of the page, there are 

several tools available. 
• Click ‘Search within’ to search for 

terms within the full text of the 
eBook. 

• Click on ‘My Notes’ to prepare a 
note about the text that can be 
saved to your personal My 
EBSCOhost folder.  

 
Tip: Most of the books require that you are online. However, some of the books have a 
download option so that you can access them when you are offline. 

 
 

 

TASK: Go to EBSCO eBook Collection, access the Cambridge Handbook of Age and Ageing, and find 
all references to ‘stereotype’. 
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Using DelphiS 
 
http://library.soton.ac.uk/delphis 
 
DelphiS is a single service which allows you to discover electronic and print items (books, journals and 
other resources) in the Library's collection - which includes other academic resources that we have paid 
subscriptions to. DelphiS provides a Google-type experience that requires minimal skill or expertise. 
 
At present it searches for books (print and ebooks), many specialist databases, and most online journal 
articles via a single search. Filtering and refining results is through an intuitive tick box process and 
outputs can be saved or emailed in a variety of formats, including Endnote. 
 
Are you confused about DelphiS, WebCat and eJournal Title Search? 
 
When do you use WebCat? 
Use WebCat: 
if you only want to find books in the Library's own print or e-stock 
to find a specific book on a reading list 
to look for digitised Course Collection items 
to search for print journal title holdings 
to place a hold 
to request items from stack/interlibrary loan 
to manage your Library account 
 
How about eJournal Title Search? 
eJournal Title Search enables you to access a particular ejournal title quickly, and/or if you want to 
locate a specific article from that journal. If you are looking for journal articles by a particular author or 
on a specific topic, then go directly to DelphiS. 
 
DelphiS does not yet search: 
IBSS - International Bibliography of The Social Sciences 
Journal articles, books and book chapters in the social sciences 
 
 

 
Choose topic words, words from a title, author names etc. These are Keywords 
Choose the more unusual names/terms. Leave out common words like ‘and’ ‘the’ ‘with’. 
Click ‘Search’. 
 
 

 
Start typing your search term - DelphiS will make suggestions. If one of these is useful, just select it 
and click Search. Otherwise just carry on typing your own term. 
If there are lots of variations to your term, such as: adult, adults, adulthood, and you can't decide 
which to use, use the minimum form of the word and truncate: use an asterisk (*) 
Search for adult* and Delphis will find all of these. 
 

 
Go to Refine Results on the left. 
Choose Full Text Online. 
Go to Source Types. 
Choose eBooks. 
 

 
DelphiS usually finds lots of results. 
 
Use the Refine your results box on the left to narrow these down: 
 

Conducting a basic search on DelphiS: Getting Started 

Sensible Search Terms 

Just Want an E-book? 

Refine Your Results 

http://library.soton.ac.uk/delphis
http://search.proquest.com/ibssshell/search?accountid=13963&amp;language=en
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Full Text Online finds ebooks and many ejournal articles, available in full text online 
 
Catalogue Only finds items in WebCat e.g. print and online books etc. (but not journal articles) 
 
Available @ Southampton finds print and e-resources, including journal articles, all available on the 
University campus. 
 
Also you can select publication dates, by typing the range in the boxes or using the slider. 
 

 
 
Boolean/Phrase 
 
Boolean operators define logical relationships between terms in a search. Write them in UPPERCASE. 
 
AND - each result contains all the search terms (the same as Find all my search terms) 
 
OR - each result contains at least one search term (the same as Find any of my search terms) NOT - 
results do not contain the specified term(s) 
AND takes precedence over OR 
 
Nested searches – search in brackets is carried out first: (mouse OR rat) AND trap 
 
Enclose in quotes to search for a phrase e.g. "black hole evaporation" 
 
 

 
You can also search within the full-text of the articles 
 
Check this box in Search Options to expand the search - but use with care as it may return a great 
number of results, with many less relevant to the search topic. 
 
 

 
Many subject areas require recent information: use the Publication Date sliders in the left column to 
select required years, or type the relevant years into the boxes: 
 

Advanced Searching on DelphiS: Search Options 

Expand the Search 

Limiting searches by publication dates 
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Choices are recorded in the Search History. 

 
To give a more focused search the default options do not check the full text of all articles for the 
selected term(s) 
 

 
 
Find these limits on the left of the results screen: Use them to refine your search further. 
The number of results for each selection is shown. Choices are recorded in the Search History. 

 
 

 
 
You can choose this option when carrying out your search BUT results from journals for which the 
Library pays a subscription may be excluded, so use with care. 
 

 
Some records retrieved in a search will have direct links to full text. These appear at the bottom of the 
search record: 
 
 
 
 

 
 

 
Follow the link for online routes to the required article. 
 

 
 
 
HTML is good for reading on screen, but many online journals divide the complete article onto several 
tabs. This makes it easy to access, but you may miss some useful information. 
To save the paper, a PDF option is best: easily printed if required, and all the information is in one. 
 
 
 

 

Search Modes 

Limit Your Results 

Full Text for Everything? 

Full Text Links 

Check the full text finder 

PDF or HTML? 

Save and Export 
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Want to keep a list of the items you found on DelphiS? 
 

 
 
Click the 'Add to folder' option 
 
See a list of the items you've saved at the right of the screen (but only three will be displayed!). See 
them all in Folder View. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the Tools to Print, E-mail or Save 
 
 
 
 

 
Want to save to EndNote reference management software? Choose 'Export' from the tools menu on the 
right hand side. 
 
 
 
This is the default option - click 'Save' to export your selected references automatically. 
 
 
 
 

 
Save to EndNote Online to access and use your references from any location. 
 

 
 
Make sure you have created your account with Web of Knowledge first. 
 
 

 
Records can be saved in other formats too: 
 

 
 

 
You can save records of useful items and your search history on the EBSCO platform. Click the Sign in 
to Save option on the top bar. 
 
 

Save to EndNote 

Save to EndNote Online 

Other Ways to Save 

Save with EBSCO 
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Then create an account, or Login. 
 

 
 
You can create folders within this account for different assignments etc: 
 
These will show as options when you click 'Add to Folder', so you can save selected items directly to 
the correct location. 
 

 
 
Save search histories too, and work with these on another occasion. 
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How to use Inter Library Loans 
 
The inter-library loans service (ILL) finds and delivers items that are not subscribed to by the University 
of Southampton and makes them available to readers. By 'not subscribed' it means that the Library has 
neither a print copy nor an electronic copy. Library users have a quota of ILL requests for each 
academic year. As a Distance Learning postgraduate taught student, you may request up to 5 ILL 
journal articles during your study. You are only able to apply for an ILL if you have sufficient requests 
available from your quota; additional items will incur a fee. These figures are a guide, not a right. It 
may be possible to negotiate additional ILL requests. In the first instance you should discuss this 
with your academic liaison librarian, Anna Hvass (libenqs@soton.ac.uk). The latest details on the ILL 
can be found here:  http://library.soton.ac.uk/ill/illrpg 
 
ILL items will often be provided electronically. However, when the article you have requested is not 
available in the British Library, the University of Southampton Library sends your request to other 
university libraries (for example, Cambridge) who will generally supply photocopies of the article. 
Other libraries will supply an electronic copy to the inter- library loans staff but insist that this 
electronic copy must be printed out by library staff before it is issued to the person who has made 
the request. As a Distance Learning student, you could ask the ILL team to post out copies of journal 
articles that have been ordered via inter-library loan. The best way to organise this is for the student 
making the inter-library loan request to use the 'comments' field in the inter-library loan request 
form to indicate that they would like the article posted. 
 
Note: This ILL service is recommended to students selecting a topic that is rather unique and the 
library does not have the journal articles or e-books on the specialised topic. There is a condition for 
this type of digital copy which the requester must be aware of and agree to. 
 
How to make an ILL request? 
This is a step-by-step guide to submitting inter-library loan requests online via WebCat. This is the 
preferred and quickest method for submitting ILL requests. 
 
 
Before you begin 
 
Please ensure you have checked WebCat and eJournal Title Search to make sure that the Library 
doesn’t already have the item you want. 
Ensure you have allowed enough time for the item to arrive - items borrowed from within the UK 
take on average 7-10 working days to arrive. Articles delivered electronically can be quicker (around 
3-5 days). Items supplied from overseas will take much longer. 
 
Login to WebCat using your User Name 
and Password to access the ILL service. 
 

 

mailto:libenqs@soton.ac.uk
http://library.soton.ac.uk/ill/illrpg
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Once you have logged into WebCat, select 
the Requests and Document Supply 
option which will become visible. 
 

 
Select the option to Request something 
not available in our collection. 
 

 
You will be taken to a page to make a 
request via ILL: 
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By clicking through to the 
journals/articles or books/theses forms 
you will be prompted to provide 
relevant information in the Required 
Fields boxes. If you do not have the 
relevant information, write ‘n/a’ or 
‘unknown’ in that field. Don’t forget to 
include the name of your academic unit, 
for example, Social Sciences. 
Before placing the request, please 
ensure you read and understand the 
copyright declaration for requests for 
part of a publication. Click Place Request 
once you have completed the form. 
 

 
 
 

 
If you're unclear about what information to include or how much detail is required for your ILL / DD 
request, here are some tips. 
 

 
For example: 
 

 
 
Please cite the full bibliographic details of the original source (or as much information as you have), as 
well as the details of the article you need. 
This is very important in helping the library’s suppliers identify your request and therefore be able to 
supply the item quickly. 
 
 

 
If you need a report, as well as the author, title & date, please supply details of the issuing body or 
company and any technical numbers. 
Quite often, individual company/organisation reports are not held at The British Library, so this 
information is important in helping ILL staff track them down elsewhere. 
If you are really unsure about what information is required for your request, simply provide the ILL 
service with a copy of your source of reference. 

 
 
 

 
 

ILL / DD reference tips 

Requesting part of a publication 

• an article from a journal 
• a chapter from a book 
• a paper from a conference/symposium 

Requesting reports 

The ILL team will e-mail you when your item arrives or if there are any problems in obtaining 
it. Please check your university e-mail account on a regular basis as this is the e-mail 
address we will use to contact you. If you want to check on the progress of your request or 
have any other questions, please contact the ILL staff by e-mail (illhart@soton.ac.uk) or 
telephone (+44 (0)2380 593 454). 

Returning ILLs 
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Print ILL items do not belong to the Library and for that reason it is very important that they are 
returned on time. 
 
To assist you in this, a courtesy reminder notice is sent to you the day before your item is due for 
return. Please return print ILLs to the Hartley Library. 
Print ILL items can be returned by post. You will be responsible for meeting postage costs. You will 
also be responsible for the item until it reaches the Library. For this reason you may wish to consider 
using registered post. 
 

Penalties for ov erdue items 

Overdue Penalty 

1 day An overdue reminder will be sent to you. Your record is suspended for 7 days from 
the date the item is returned. 

3  days A final reminder notice will be sent. 

14 days You will be invoiced for the standard replacement cost of ILLs, currently £183.24 (in 
Summer 2017). 
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How to use EndNote Web 

 
EndNote Web is also known as Endnote Online or Endnote Basic in some places. EndNote Web is a 
web-based tool to help you organise your bibliographic references. It is very useful when writing 
your dissertation, as you will include many references to documents that you have consulted in 
your dissertation, and it will help you with producing clear, well-formatted bibliographies. It can be 
used by any member of the University and is accessible from any computer connected to the internet. 
 
EndNote Web is a simplified version of EndNote and is suitable for basic bibliographic work. EndNote is 
available from any University PC workstation. If you are using it out of campus, you can use Endnote 
Web. It can be used by any member of the University who registers to use it. You can also collaborate 
and share groups of references with other EndNote Web users. 
 
Please note: You can access EndNote software by connecting to the SVE.  Please ensure that you use 
Southampton Virtual Environment (SVE) if you want to use EndNote on the virtual desktop. 
Otherwise, you can use EndNote Web through SVE or VPN. 
 
Registering for EndNote Web 
 
Register to use EndNote Web at Web of Science. Registration is free but must be made from a 
computer connected to the University network, e.g. using a workstation on campus (SVE) or via the VPN 
service. 
 
This confirms that you are a valid user at the University of Southampton and initiates roaming access 
for twelve months. After twelve months, you should login again from a computer on the University 
network to re-establish your association with the University. 
 
Once registered for Endnote Web you can: 
 
Format citations and footnotes or a bibliography 
Use the Cite While You Write tool in Microsoft Word to easily cite references in your assignments. 
Download the Cite While you Write plug-in for Word from the EndNote Web site. 
Transfer references to and from EndNote on your desktop 
Share references with others who have EndNote Web 
 
See the EndNote Web online tutorial for a demonstration of the tool (shockwave player required). 
 
Training and support 
 
http://library.soton.ac.uk/endnote/online 
 
http://endnote.com/support 
 
 

 
The following styles are available online at my.endnote.com Harvard_SotonHS2014 
Harvard_SotonUNI2014  
 
If you are Off-campus, please use SVE or logon to the VPN for these styles to be visible. 

Use Southampton styles online 

https://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&search_mode=GeneralSearch&SID=Z2jlgAV8V1Hx1D5z5ob&preferencesSaved=
https://www.myendnoteweb.com/
http://www.endnoteweb.com/training/tutorials/endnoteweb/EndNote_Web_2.asp
http://library.soton.ac.uk/endnote/online
http://endnote.com/support
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How to improve your search for documents: literature search 
 
This section is intended to provide a useful resource that will help you make the best use of a variety 
of search tools, in addition to DelphiS. Literature search tools are essential to complete your essay, 
presentation, critical bibliography or dissertation. You could use the following pathways such as 
websites, books, databases, newspapers and electronic journal providers to find the evidence. Please 
ensure that you search for material from a variety of sources, such as those listed below: 
 

 



Searching Bibliographic Databases - Hints & Tips 
 
Searching is easy, isn’t it? 
In a word, “Yes”. Type a couple of keywords into your database and it will produce some 
useful references. 
But if that’s all that you do, you’ll have missed lots of other useful references, and may also 
have lots of irrelevant material to wade through as well. 
Searching effectively is a little more involved – but with a few simple tools and a bit of 
preparation you’ll find that getting the information you really need isn’t too difficult at all. 
Seven steps to finding an article 
Analyse your query: Make sure you’re asking the right questions. 
Choose a database: Select the most relevant database (or databases) for your search. 
Search the database: Search your database with your keywords. Use whatever tools the 
database makes available to you to ensure the search is as thorough as possible. 
Evaluate the results: Look at the results you get from the search. Are the references you’ve 
got really what you’re after? Do you have too many – or too few – references? 
Revise your search: If you’re not happy with your results, go back and alter your search until 
you get exactly what you’re after. 
Check if the articles are in the Library: Identify the most useful articles and then check 
whether we have the journal they were published in by searching WebCat or eJournal Title 
Search. 
Get hold of the article 
This section is about the general techniques and tools you can use in most databases, 
rather than dealing with specific databases – for which you will find further resources in the 
Library. 
 
What exactly is a bibliographic database? 
The primary form of scientific communication is through the publication of journal articles. 
Millions of articles are published each year around the world, so to enable you to find what 
has been published where, and by whom, the bibliographic details – author(s), title, journal 
– are entered into searchable databases. 
More often than not the articles’ abstracts are also included in the database, and in many 
cases extra descriptive keywords are added as well. 
You can then search the database for an author or a keyword, and the database will show you 
a list of articles written by that author or that include your keyword in the title, abstract or 
added keywords. 
The aim of the database is to allow you to find what has been written about your subject – 
it is not there to give you the full article. For that you need to go to the journal in which 
the article was published. 
Furthermore, the databases are international commercial products – they do not include 
details of what you have access to here at the University of Southampton. Once you’ve 
done your search and found a useful article, you must then search WebCat or eJournal Title 
Search to see if we hold the relevant journal. However, some databases (e.g. Web of Science) 
contain an in-built ‘Full Text Finder’ button, which you can use to search the University of 
Southampton’s electronic resources. 
Note: With bibliographic databases you need to think about your search strategy carefully. 
Asking the right question means combining the right keywords, in the right way, to get 
the results that you’re after. 
 
Search tools 
At this point you should hopefully have a number of relevant keywords to search your 
database – but you’ll be glad to know that you won’t have to search the database keyword-by-
keyword. 
Databases usually come with a range of “tools” that makes preparing thorough searches an 
easier task. 
These tools are quite common, and you’ll see them implemented in many other resources, 
particularly Web search engines. 
You may also find that the implementation varies slightly between one database and 
another – in particular, whilst the symbols used here have reached common acceptance, 
some databases do use different symbols for the same operations, so check the instructions 
or help feature for each database you search. For example, in some databases you can use 
the question mark symbol to stand for any character, or no character. Therefore you can 
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search for articles that use the English or American spelling of ageing/aging at the same time 
by typing in ag?ing. 
 
Boolean Logic (AND, OR & NOT) 
Truncation and wildcards enable you to search for variants of the same keyword at the same 
time – but you also need to be able to combine different keywords together into the same 
search. To do this you need to use Boolean Operators such as AND, OR and NOT. 
AND… combines keywords expressing two different concepts. OR… combines two keywords 
expressing the same concept. NOT… differentiates two unrelated uses of the same keyword. 
It can help to explain how this works graphically. In the diagrams, below, the box represents 
all the articles in the database, whilst circles “a” and “b” represent articles that include 
keywords “a” and “b”. 
 

 
 
If you are searching for information about injuries to athletes then you only want articles that 
include both of the keywords “health” and “ageing” – use the search expression: Health and 
ageing 
As you are searching for information about older people you may also wish to include articles 
that use the word “elderly” instead – use the search expression: ageing OR elderly 
As you are searching for information about older people you may find that you retrieve 
a lot of irrelevant articles that discuss health in various age groups including children 
– use the search expression: ageing NOT Children 
 
Adding it all together 
With these tools at your disposal you can now formulate quite complicated searches, 
especially if you use brackets to group concepts together. 
Going back to our original example, to find information about health of older people, we 
could run a search such as: (age* OR ag?ing) AND (health OR wellbeing OR well-being) 
 
Evaluating your results 
Once you’ve run your search the story isn’t quite finished – you need to evaluate the results 
you get. The two main questions you need to ask are: 
Are the articles you’ve retrieved relevant to what you need? 
Do you have a good number of articles to deal with (not too many, not too few)? If you’re not 
happy with your results you’ll need to go back and change your search. 
Too many items? 
Be more specific. Use more precise phrases to narrow the search down to exactly what you 
need. 
If you can’t come up with many more specific terms, try searching just the article title, 
instead of the title, abstract and keywords (the default setting in most databases). Even 
though the keywords may appear in the abstract, they may not be related to each other – 
but if they are in the title it’s much more likely that the article will be relevant to you. 
But be careful – searching only the article titles will mean that you miss a lot of 
potentially useful articles. 
 
Additional tips: 
use specific keywords for your search, e.g. gender differences and health. 
combine even more keywords for a more specific search, e.g. gender differences and disability 
and older people. 
search a specific field of the record, e.g. descriptors, title. 
reduce the range of years for the search, e.g. just search 1999 onwards. 
use the word NOT to exclude unwanted terms (be careful, you may exclude items you want!), 
e.g. children (if your search is generating gender differences in health in children). 
 
Too few items? 
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Broaden your search. Use some more general search terms or add more synonyms for 
search terms. This should give you a much better chance of finding articles with the keywords 
you’re looking for. 
Every time you run a new search evaluate the results and improve the search again. 
 
Additional tips: 
Think of more synonyms or related terms and add in using OR, 
e.g. health or wellbeing. 
Truncate terms to cover plurals or other forms of the word - check each service for 
appropriate symbol - normally * or $ 
e.g. age* (to cover aged or ageing). 
Use wildcard symbols to cover possible variations in the middle of a word - again, check each 
service - normally ? or * 
e.g. ag?ing (To include both American spelling and British search aging or ageing). 
Put these together to create a more relevant search, 
e.g. (age* or ag?ing) and health [use brackets to group alternative terms]. 
 
Want more like the few relevant items you found? 
Look at the subject terms/descriptors that the database uses to describe the relevant articles 
you've found. (If you look at the full record of an item, these are normally towards the bottom 
of the record.) Can you use any of these terms as keywords in your own search? 
In some databases there will be a link to 'more references like this' (in Web of Knowledge try 
"find related records") 
 
Not getting anything on your subject? 
Consider the terms you are using - are there alternatives you can try? Or different 
forms/spellings/abbreviations for the words you've used? 
Analyse your results - is the terminology being misinterpreted? Is there another subject area 
which uses the same terminology? (You may be able to exclude this using NOT). 
Maybe you're in the wrong database. Is there a better database for your subject area, or the 
sort of material you're after? Check your library subject pages for a list of relevant databases: 
http://library.soton.ac.uk/subjects 
Articles about your specific subject may not have been published - check with your supervisor 
about likely sources such as pre-prints. 
 
Getting hold of the articles 
Once you’ve run a search that you’re happy with you can then think about getting hold 
of some articles. Remember that just because an article is on the database it doesn’t 
mean that it’s in the Library. 
Firstly, select the most useful articles in the results and identify the journals in which 
they were published. You need to note the journal title, the year, volume and issue 
numbers.Many database entries will have an automatic link to Full Text Finder, usually taking 
you directly to the relevant article, or to the home page of the journal if we have full text 
access. 
(Note automated links for conference papers often do not work, and you are likely to need to 
search WebCat using a “Title” search for the title of the conference. However, many conference 
presentations do not have a full text available, only an abstract.) 
Alternatively, login to WebCat and run a "Journal title" search with the title of the journal – 
not the article. 
You don’t necessarily need the full journal title – one or two keywords will do, but you can’t 
search for it using an abbreviation. 
Assuming you find that we do hold the relevant journal, you then need to check that we 
have the volume you’re after – we don’t necessarily have complete runs of every journal that 
we take. 
Look at the "Holdings" information in the Full Catalogue Details section of the WebCat 
record to see with which year our collection started – and possibly finished. 
If we hold the journal and the volume you’re after, you will then be able to access the article 
you want. 
Many articles (especially those published in recent years) are available online - check the 
online holdings and follow the hyperlink. 
Note some print journals are held in an off-site store (mostly only the volumes available 
online). If this is the case there will be a note in the ‘Full Catalogue’ details tab in the WebCat 
record. 
If the article is only available in print, note the library where it is held and the call number (e.g. 
Per Q, this is particularly important for titles held at Hartley Library). 

http://library.soton.ac.uk/subjects
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Don't forget that different databases often use different ways of searching. Use the ‘Help’ 
option within the selected database for more information. 
 
You can find a guide to the Library’s databases here:  
http://app.library.soton.ac.uk/articulate/databases-guide/story.html 
 
The Library also provides a comprehensive set of tutorials around using its databases:  
http://library.soton.ac.uk/tutorials 
 
 
Still stuck? Contact your Academic Liaison Librarian Anna Hvass (libenqs@soton.ac.uk).  

http://app.library.soton.ac.uk/articulate/databases-guide/story.html
http://library.soton.ac.uk/tutorials
mailto:libenqs@soton.ac.uk
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Library search planner 
 

 
 

 
 

 
 

 
 

 
 

 

 

 

Search topic 

Keywords (main concepts) 

Alternative words and phrases 
(including controlled vocabulary/thesaurus terms where appropriate) 

Search statement 

Additional search terms 

Revised search statement 
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How to create an audio recorded presentation using PowerPoint  
 
Objective: Some modules include assignments that require you to record a narrated 
presentation using PowerPoint. This is a guide that will help you to use Microsoft PowerPoint 
to create and submit your narrated PowerPoint presentation assignment using a built-in 
narration feature. You will start with checking your microphone and then you will be instructed 
to create a recorded presentation in PowerPoint.  

To record narration, your computer must be equipped with: 

 

  

 

Notes: please follow these instructions to record two to three slides as a trial before 
attempting to record the final version.  

Set up a microphone 

• Please note that these instructions 
are prepared for the Windows 8 
system. For an older system, please 
check Appendix 1b.  

• Click the Start button at the bottom 
left corner of your computer screen. 

• Select the Control Panel tab. 

     

 
• Once the control panel loads various 

options, select the option Sound. 

 
• Select the Recording option; 
 
• Select the Microphone that you want 

to use by right clicking and choose 
“Set as Default Communication 
Device”. 

 
• Right click the device again and 

select “Configure Speech 
Recognition” to configure your 
microphone. 

 

• a headset with a microphone 
• a sound card 
• Microsoft office PowerPoint (PPT) 
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• Once you selected “Configure 
Speech Recognition”. A new window 
will come out.  

• Select “Setup microphone”, and a 
new window will pop out.  

• Select the type of Microphone you 
have here.  

• Click “next”.  

 

• Follow the instructions: you can test 
your microphone by reading the 
sentence aloud in a natural 
speaking voice (see the screenshot 
on the right).  

 
• A screen will come up to show you 

that “your microphone is now set 
up”.   

• Click “finish”.  

 
• If you get a message telling you that 

your computer did not hear you very 
clearly, please follow the instructions 
on your screen, and try again.  
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Record your presentation using PowerPoint 

Before your start recording your presentation, you need to have already created your PowerPoint 
Slides. You need to make sure that your microphone is positioned correctly, you are in a quiet 
environment, and that you are speaking clearly and not rushing. 

• Please note that this guide is prepared for Microsoft PowerPoint 2013. The display might look 
different in another version of Microsoft PowerPoint. For screenshots for an earlier version of 
PowerPoint please go to appendix 1a. 
 

• When you are ready to begin 
recording, click on Slide Show, select 
Record Slide Show and then click on 
Start Recording from Beginning.  

 
• A Record Slide Show window will 

appear. Make you select BOTH Slide 
and animation timings and 
Narrations and laser pointer.  

 
• Once you click Start Recording, the 

recording will start. 

 
 

• If you wish to pause the recording 
you can press the button.  

 
 

• You can then press resume 
recording in the dialogue box in 
order to resume the recording.  
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• If you finish recording a slide, you 

will see a speaker icon  on the 
right end of your recorded slide.  

 

• You can click  and listen your 
recording.  

• You can move the progress bar to 
check your recording.  

 
• If you want to delete a recording 

attempt and start again, you will 
need to delete the previous recording 
before repeating the above steps.  

• To do this, click on Slide Show, then 
Record Slide Show, then Clear, then 
Clear Narration on All Slides. 

• And then you can start again with the 
above instructions.  

 

 

 

• After you are satisfied with you 
recording, please save the 
PowerPoint file. 
 

 

• The final step is to send the recorded PowerPoint file to the 
email address module convenors provided to you in Module Outline via Dropoff. Please see 
separate How To guide for using Dropoff. 

 
Further Queries/Troubleshooting 
Hopefully, you will not experience any problems with this process, but if you do have questions please 
contact your personal academic tutor.  
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Appendix 1a: Recording Powerpoint Presentation in an older version of Powerpoint 

• Click on Slide Show, select Record Slide Show and click on Start Narration. 

 
 

• A Record Narration window will appear on the PowerPoint 
screen

 
 

• Select Set Microphone level to adjust the sound settings. Using these settings, make sure 
that your speaker is turned on and working.  

 

(If the option set Microphone level does not work, you can use an alternative option 
provided in the appendix 1b) 
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• After setting the microphone level, it is important to change the quality of the 
narration. Select the Change Quality option of the Record Narration window. 

 

• The default quality selected by PPT needs to be changed and we can modify the 
settings by changing the Name from Untitled Sound to CD Quality. Select OK.  

   

• If you have already tried to make a recording, you will need to delete the animation for 
all the slides individually before you make the final version. To do this go to Slide 
Show menu of the PPT file and select Custom Animation. On the right hand side of 
your PPT window, the Custom Animation with animation order will appear. If you see 
a media link like the one in the screenshot below (Media 2), you need to select and 
Remove the media link. This deletes any pre-recorded audio files. You can also use 
this option if you wish to re-record your narration and over-write the previous version. 
Note: If you have followed step 4, you may have to change sound quality to CD 
quality again.  

   

Once you change the quality and delete the unwanted narration, press OK to record narration. 
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• Automatically, the PPT slide show starts and you can narrate your slides. Use the Enter 

or the arrow keys to move to the next slide. You will notice  symbol on the 
bottom-right corner of your screen to indicate that the narration is being recorded.  

 

• Once you finish narrating the slides, you can Save the narrations and slide timings. 

 

As you record, Microsoft PowerPoint records the amount of time you take on each slide. You 
can choose to save these slide timings with the narration (default option). This is important as 
you want to presentation to run through automatically.  

If you wish to make a break from narrating, you can right click the mouse to select the Pause 
Narration option. To continue narration, select Resume Narration. 

Note: It is preferable to start recording from the first slide. 
Otherwise, a new window will appear to confirm if you want to start 
recording at the current slide rather than the first slide. If you want 
to record only the current slide, select the Current Slide tab. 
Otherwise, you can select the First Slide tab.  

 

If you dislike your narration, you can delete the media file using the 
custom animation view (refer to Step 4). Then you can re-record that 
particular slide. Please note that you do not have to record the 
entire presentation, if you want to modify one or two slides. You can 
always delete the recorded narration of the particular slides and can 
record narration using the Current Slide option. 
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Appendix 1b: Microphone settings 

(Use this section if you were not able to do the Microphone Check in Powerpoint) 

Click the Start button at the bottom left corner of your computer screen and select the 
Control Panel tab. Once the control panel loads various options, select the option Sounds 
and Audio Devices option.  

  



 130 

 

 

Click the Voice tab and check that the voice recording default device matches your 
headset/microphone. If it does not, click on the down arrow to select it from the drop-down 
menu. Select Test hardware. After few seconds, a Sound Hardware Test Wizard will appear. 
Test your microphone by checking if the volume level changes when you speak. If the level 
does not change, try to install your microphone again. 
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How to use the drop-off service 

Drop-off is a service to make it easy for you to move files, including large files up to 20.0 GB, 
in and out of the University. As a member of the University, you can send files to anyone, 
based inside or outside of the University. Students are advised to use the drop-off service to 
submit the recorded presentation assignment for the GERO6011 Module (Ageing, Health and 
Well-being) and GERO6013 Module (Methods for Researching Ageing Societies).  

Go to https://dropoff.soton.ac.uk/ 
Start by logging in using your username and password. 

      

 

 
• To deposit a file, click the "Drop-off" button in the next screen (as in the image 

below).  
 

  

https://dropoff.soton.ac.uk/
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• In the Information about the Sender screen (as in the image below) ensure the name, 
organisation and email address fields are filled in. You should enter ‘University of 
Southampton’ as your organisation. Tick the box to confirm you are not a robot. Then 
click Send confirmation. 

 

 

• You will need to wait until you have received an email into your Inbox before you can 
send the file to another user. Click on the web-link provided in the email to continue.  

 

• The link will take you to the drop-off facility: 
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• Click on the green plus sign    to insert the name and email address of the 
person(s) you want to send the file to and click on Add Recipient: 
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• Then you need to click on Browse to select the file(s) you want to send, then click 
Drop off Files: 
 
 
 

 
 

• You should receive confirmation that the files have been sent: 
 

 
 

 
Please note that the information in this How to…? guide was correct at the time of printing. 
From time to time, updated versions of software are installed by the University which could 
mean that some of the screens may appear differently to those shown here.  
 
If you experience any problems, please contact iSolutions/Serviceline (the University IT 
Support service) via: Email: serviceline@soton.ac.uk or Tel: +44 (0) 2380 595656. 
 

mailto:serviceline@soton.ac.uk
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How to access Cite Them Right Online (Harvard referencing style) 

The resource ‘Cite Them Right’ enables you to cite your references correctly in your 
assignments. The referencing style which we recommend is used in the MSc programme is the 
Harvard referencing style.  

To access the Cite Them Right online resource, you will need: 

• a computer 
• a Broadband internet connection 
• a University of Southampton account (username and password) 
• to be connected and logged into the University network via the 

Southampton Virtual Environment (SVE) and the Virtual 
Private Network (VPN) (see separate ‘How to…?’ guide) 

• to be logged into the Library WebCat system 
 

Step 1: Accessing the Library website 

• Access the Library website http://library.soton.ac.uk/home and click on ‘WebCat’ 
which is located towards the top of the screen (see the screenshot below): 

 

Step 2: Logging into WebCat 

• Type in your username and password where indicated at the top right hand side of the 
screen (see the screenshot below): 

 

 

http://library.soton.ac.uk/home
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Step 3: Accessing the Cite Them Right online resource 

• You will need to search the catalogue for the Cite Them Right resource. In the Quick 
Search box, type in the words ‘cite them right internet’, ensuring that the search 
setting is set to ‘keywords’ (‘keywords’ is the default search setting), and click on 
‘Search Catalogue’: 

 

• Click on the link ‘Access to the database on the Internet’ to access the Cite Them 
Right Online resource. 

 

Step 4: Using the Cite Them Right online resource to cite books and journal articles 

• The main sources you will need to know how to access are ‘Books’ and ‘Journals’.  
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• To find out how to reference a book, click on the tab titled ‘Books’. 
 

 
 

• You will then given the option of being shown how to reference different types of 
books, for example, ‘Printed books’, ‘Electronic books (ebooks)’, ‘Chapters or sections 
of edited books’, ‘Multi-volume’ works’, ‘sacred texts’ and ‘More books’.  
 
(NB On the MSc programme, it is most likely you will need to reference ‘Printed 
books’, ‘Electronic books (ebooks)’ and ‘Chapters or sections of edited books’) 
 

 

 

• As an example, click on the tab for ‘Printed books’. 
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• You will be shown how to reference a book in the body of your academic work (for 
example, an essay, report, presentation, dissertation) as well as how to include the 
reference in your reference list.  
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• To return to the main screen, click on the house/home icon which appears towards 
the top left hand side of the screen.  
 

 
 
 

• To find out how to reference a journal article, on the main screen, first of all, click on 
the tab named ‘Journals’ and then select the tab ‘Journal articles’.  
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• You will be shown how to reference journal articles using the Harvard referencing 

system. 
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• If you wish to reference a different source, then on the Home page of the Cite Them 
Right website, type in the type of source in the search box and click on the ‘Search’ 
icon: 
 

 

 

If you have any queries about how to reference a source, then please contact the Gerontology 
Librarian, Anna Hvass, by email on libenqs@soton.ac.uk. 

mailto:libenqs@soton.ac.uk
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