To conference participants,
Dear all,
 

This is the first of three sets of notes about the conference:
1 Notes about the sessions
2 Notes about arriving at the conference and moving about
3 The conference programme
 

Notes about the sessions

Equipment 

Each conference room has a flip-chart and pens, an OHP, a data projector and a pc with USB and CD rom drive. If you have any other equipment requirements, please let Gordon know.
Presentations, (30 minutes) 

Presentations start on the hour (or half-hour or quarter-hour) and end 5 minutes before the half-hour (or hour or quarter-hour). This allows the setting up of the following presentation and possible migration between rooms.
Presentations have a 25 minute slot which usually will include time for at least 5 minutes question/discussion. Please make sure you are ready to run at the start time of your slot. 
Session chairs, (30 minutes)

Chairs will advise speakers after 15, 18 and 20 minutes have elapsed and will close the session at 25 minutes. [If a session is followed by a break then some relaxation of these rules may be appropriate.] 
In general the duties of session chairs are as follows: Act as the person in charge during the session. Where possible, meet authors who will present in the session, 5-10 minutes before the start of the session in the session room. 
At the start of the session, announce the session title and welcome those attending. Introduce each speaker by name at the start of their presentation. Ensure that the speaker keeps to time and finishes promptly at the end of the 25 minutes allowed. Ask for questions for the presenter from those attending the session. If there are no questions it is polite to ask one yourself. 
Ensure that the total time allowed for each paper is not exceeded. At the end of the session, thank those who have presented and those who have attended. 
Presentations, (60 minutes) 

Presentations start on the hour (or half-hour or quarter-hour) and end 5 minutes before the half-hour (or hour or quarter-hour). This allows the setting up of the following presentation and possible migration between rooms.
Presentations have a 55 minute slot which usually will include time for at least 10 to 15 minutes question/discussion. Please make sure you are ready to run at the start time of your slot. 
Session chairs, (60 minutes)

Chairs will advise speakers after 40, 43 and 45 minutes have elapsed and will close the session at 55 minutes. [If a session is followed by a break then some relaxation of these rules may be appropriate.] 
Call for volunteers for session chairs 

Offers to act as the chairperson for a session would be much appreciated. If you are willing to chair a session please let Gordon know. 
Papers

A number of people have asked about papers. We shall follow what seems to be quite a common practice these days. There is no prior distribution of the papers. There is no centralised distribution of papers at the conference. It is left up to individual speakers to bring what they judge appropriate* and to make that available when they give their talk. Many speakers seem to provide no papers for distribution at their talk - or only a copy of the slide show.
Items for Display 

A number of people have asked if there is an opportunity for them to display items. We are hoping to have a couple of tables where such items can be displayed. Exhibitors are responsible for their own displays. Depending on take-up, space may be limited and should be fairly distributed!
