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Chair and Speaker Guidance Notes
Chairperson Guidance Notes
The chairperson has a very important role in ensuring a successful meeting and we would be grateful for your help in the following ways:

· Your primary role is to coordinate the session that you are chairing therefore we would be grateful if you could read through the session for which you are responsible (we advise the day before you check the official programme on the website for any last-minute changes).
· If you are co-chairing please liaise and discuss the associated session, for example who will introduce and who will summarise. If the co-chair is unknown to you, please contact HRC who will be able to introduce you.
· At the start of the session, briefly introduce yourself and ask the audience to ensure their mobile phones are switched to silent.
· Ensure the session starts and finishes on time. All speakers have been asked to be at the session room 10 minutes before the start time.
· Encourage discussion and interaction between faculty members and the audience during the allocated Q&A time.
Technical Assistance

If you have any problems with the room or the audio-visual equipment, please inform either the hall’s AV technician or host. 

Speaker Guidance Notes
The below information is intended to help you fulfil your role as successfully as possible and we would value your cooperation to make the meeting run smoothly.
Prior to the Event

· To ensure there are no formatting issues, please use the HRC2024 PowerPoint templates available here.
· No sounds on transition slides are recommended.
· All speakers should use the AV equipment provided rather than their own however if you wish to use a MAC, iPad etc please inform us in advance and remember to bring your VGA adaptor.
· We encourage all speakers to send their presentations or make them available for internet download (large files) in advance if at all possible. Amendments can, of course, still be made on site in the HRC dedicated Speaker ready room (Hall 7a).
· Please ensure you bring your presentation to the event on a portable hard drive e.g. memory stick.
Prior to the Session

· Check your PowerPoint presentation and try out the equipment with the hall AV technician. 

· Please aim to be at the session room 10 minutes before the start time.

Content and Delivery

· Please ensure you cover the topic that was specified in your invitation as thoroughly as you can, as this is what the delegates have come to hear.
· It is essential that all speakers keep to the allotted time slot and allow appropriate time for discussion (this was outlined in your original invitation).
· Aim to spend no more than a minute on a slide if it is mainly text, or no more than two slides per minute if it’s a straightforward image (take into consideration, videos and links to the web will add to your time).
· Your goal as a speaker is to make delegates understand and to get them interested; this is helped by including visual items. Your slides should provide an aid to the audience as they hear you present your ideas.
· When you deliver your presentation, remember that slides summarise; show a slide, allow the audience to read it and then paraphrase it. Talk to the audience, not to the slides.
· Ensure your educational messages are clear when coming to your summary.
· At the end of the allotted time if you have not finished the chairperson will interrupt and bring the presentation to an end.
· The chairperson will invite questions for Q&A and take responsibility for selecting and controlling questions.
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