Advice for Chairpersons/Moderators
Q conference 2011

Thank you for volunteering to be a chairperson at this year’s conference.  We have allocated you a session.  Before all else please check you are able to attend the session and it does not clash with another session in which you are presenting in the programme.   
We thought it would be helpful to set out a few guidelines and ideas for how to make your session a success. 
The main purpose of the chair is to ensure the following:
· To introduce/ open the session
· To ensure that presenters are allocated a fair amount of time to present their paper and time for questions and comments
· To ensure that the session starts and finishes on time
· To enable presenters and audience members to engage in a positive, constructive and sometimes robust exchange, in an environment where participants follow the ‘rules of the game’ expected of a professional academic conference.  
Before the conference
Read the abstracts of your allocated session.  Presenting authors will be given details of the person chairing their session and may make contact with you in advance.  You may want to make email contact with your presenting authors and introduce yourself or request they send any pre-prepared slides or papers to help you familiarise yourself with their papers.  Ask authors to notify you in the first instance of any title or author changes.   You might want to change the order in which presenters present, if you think it will improve the flow of the presentation
Before the session
Familiarise yourself with the allocated room and ensure you are familiar with the layout etc.  Introduce yourself to authors presenting in your session.   Technical assistance will be available.  Get to the room early and ensure your presenters are able to upload their presentations.  Before you start, clarify with your presenters what format the session will take.  Be aware that some may be presenting at a conference for the first time, so try to put them at ease.   
The presentations
Check the programme and make sure you know the duration of the session you are chairing and how many papers are scheduled in that time.  Most are 90 minutes, but some are 75 minutes and there may be 2, 3 or 4 papers.  
For most sessions, we think the best structure is to give 15 minutes for each presenter, taking papers one after each other and leaving discussion until the end of the session when all papers have been presented.  An alternative format is to allocate each presenter 30 minutes of time (based on a 3 paper, 90 minute session), where there is 15-20 minutes for presentation and 10 minutes for questions. However, this second format often results in less discussion across the papers and is less interesting for the audience.  
Be aware that presenters can easily get embroiled in their presentation and lose sense of time.  Be strict and remind them of how much time they have remaining at 5 minutes and 1 minute to go.  Ensure you are sitting in their line of sight and don’t be afraid of standing up if they overrun.  Between each paper allow for 2 questions of clarification to be asked but keep these questions brief to ensure you have a decent amount of time for questions and comments at the end.  
Time for questions
To help get the questions flowing, it is often useful if the chair spends a minute following the presentations to sum up some of the key arguments and themes.  It is also fairer on the presenters if the chair collects 2 or 3 questions at a time to allow presenters to prepare their answers.  Ask questioners to introduce themselves and try to avoid supplementary questions as this can result in a debate.  If you sense that some presenters are not receiving any questions, exercise chair’s prerogative and ask a question yourself.  
Wrapping it up
The end – wrap up the question time and finish on time to allow people to get to the next session/ get coffee.  Apologise to questioners who were unable to have their question answered, and offer the opportunity of further discussion over coffee.  Warmly thank your presenters and encourage a round of applause.  On exiting please collect any leftover handouts or papers and deposit them at reception.  

Thank you once again for taking on this role, we wish you a successful session and an enjoyable conference


Stephen Jeffares, Rachel Baker and Helen Mason, August 2011


