ABA/ANZIHLE CONFERENCE 2006

CHAIRPERSONS’ BRIEFING NOTES

To ensure the highest possible success of your session and the Conference Program, we ask you to carefully note the following information.  The main tasks of chairpersons are to ensure that sessions run on time, to introduce the session, the speakers and their titles, and to stimulate and manage questions and discussion.
PRIOR TO SESSION
· Review the biographical data for your speakers and their abstracts.

· Prepare a brief introduction to the session – no more than 100 words.

· Prepare one or two questions in relation to each paper (You may elect to leave this until the actual presentations).
· Locate your room and be there 10 – 15 minutes prior to commencement.

· Locate all speakers and introduce yourself.

· Check speakers’ names, pronunciation, titles, affiliation, & paper title.
· Each speaker is to speak for 20 minutes with 10 minutes for questions.
· Agree with the speakers on warning times towards the end of papers.

· Agree with speakers on format of questions & discussion – after each paper, after all papers, or both.

· Check that the speaker’s computer presentation is loaded, and that projection equipment is functioning.

· Contact the technical assistant in the event of problems.

DURING THE SESSION

· Start on time.

· Introduce the session - briefly.

· Request that all delegates remain for the duration of the session.

· Introduce each speaker in the sequence in the program or as agreed between speakers and you in the event of a requested change.  Title - name, affiliation, & paper title.

· Do not read out the speakers biographical details, as these are provided in the conference book.

· Keep speakers to time, with agreed warning bell(s) rung on time.

· Moderate questions and discussion
· Questions should be clear and brief.

· Intervene if a delegate rambles on and does not come to the point.

· Ask discussants to identify themselves and their affiliation.

· Use your prepared questions to stimulate discussion if necessary.

· Finish on time.

· Thank speakers, discussants and delegates.
THANKYOU FOR YOUR PARTICIPATION IN THE CONFERENCE
