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GUIDANCE FOR CHAIRS OF SYMPOSIUM
AND INDIVIDUAL PAPER SESSIONS

Key information:

" Please arrive at your session early in order to meet presenters and ensure the laptop/presentation is set
up (a member of the conference support team will also be available in the room to load presentations
onto the computer and help with any other arrangements);

® Each speaker will have up to 15 minutes to present followed by 5 minutes for questions.

Your tasks as Chair are to:
" Introduce yourself to all the speakers well before the session starts so that you know who the
presenters are;

" Introduce the session topic and each speaker - at the start of the session and when each is ready to
present;

" Indicate to speakers when they have 5 and 1 minutes remaining and, if necessary, when time is up
(using the cards provided, if you wish to);

" Make sure that each presentation Q&A wraps up on time to allow for handover to the next presentation,
and to allow delegates to move to other rooms as necessary;

" Ensure that the session keeps to time (1 hour 20 minutes).

Chair questions from the floor:
" Ask each questioner to identify themselves (name and affiliation);
" Think of at least one question for each speaker in case there are no questions from the floor;

" If for any reason a speaker has not loaded their talk before the start of the session, make sure they do
this during the questions following the preceding talk, rather than wait until the questions are finished (a
member of the conference support team will be there to help with this);

" Feelfree to contribute to the discussion yourself and to offer your own comments.

To help you in your tasks you are provided with:
" Cardsindicating 5 MINUTES, 1 MINUTE, and TIME UP (in red);
" The abstracts of all papers being presented in the session;

" A member of the conference support team trained in the use of the IT facilities in the room, who will load
and manage all presentation files. Please note: If the helper is absent or cannot deal with a technical
problem, please come to (or send someone to) the registration desk in the LTB Foyer for further
assistance.

Conference contacts:
Cat Westlake: cwestlake@slls.org.uk
Jay James: jolanda.james@essex.ac.uk

info@slls.org.uk www.slls.org.uk
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