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University of Leeds
30 June – 3 July
Speaking and Chairing Guidance 

Thank you for participating in the conference either by speaking or agreeing to chair one of the panels.  
We have produced this guidance to ensure the conference runs smoothly and to facilitate discussion.  
If you are speaking in person:

Before the session:
· Please bring your slides on a flash drive/USB stick or similar.
· Please aim to arrive 15-20 minutes before your session to prepare, load slides to the desktop, and familiarise yourself with the in-room PC. 
· Ensure you have any video, audio, or weblinks you need loaded and ready before you begin speaking. 
· If you are not speaking from the lectern/in-room PC, please speak with sufficient clarity so everyone can follow your paper.  Microphones are provided in every room.
During the session:
· Ensure you describe any images used in your presentation so that it is accessible for any attendees with visual impairments.  
· Please make sure you finish your paper on time. All sessions are 1.5 hours (90 minutes) in length. Each paper should be 20 minutes in length if the panel has three panellists. Those speaking as part of a pre-submitted panel must decide amongst their panel how they use their 90 minutes but please ensure you leave enough time for audience questions. The panel chair will notify you when your paper is almost out of time. 
· Audience questions and discussion will take place after each paper (not all at the end).
If you are speaking virtually:

Before the session:
· You will receive an MS Teams invite link to join the session. Please accept this invite. 
· Please aim to join the call 15-20 minutes before your session to prepare, load slides, and practice screen sharing. 
· Ensure you have any video, audio, or weblinks you need loaded and ready before you begin speaking. 

During the session:
· Please keep your camera on throughout your presentation. Please ensure that the camera frames your face as closely as possible, that you are well lit, and your face can be clearly seen, so that audience members with hearing impairments or who rely upon lip-reading can follow your paper. 
· Ensure you describe any images used in your presentation so that it is accessible for any attendees with visual impairments.  
· Please make sure you finish your paper on time. All sessions are 1.5 hours (90 minutes) in length. Each paper should be 20 minutes in length if the panel has three panellists. Those speaking as part of a pre-submitted panel must decide amongst their panel how they use their 90 minutes but please ensure you leave enough time for audience questions. The panel chair will notify you when your paper is almost out of time. 
· Audience questions and discussion will take place after each paper (not all at the end).

If you are chairing:

Before the session:
· If you are chairing a session with an online speaker you will be notified this is the case via email. Any online presentations are also marked as [OP] in the programme. 
· Please aim to arrive 15-20 minutes before your session to meet the speakers and ensure they have loaded their presentations.
· If you are external to Leeds University then a Leeds colleague will be present in the room to open the Teams call to an online speaker (if required). Ensure the microphone, camera, and speakers are turned on within Teams and on the PC.
· Please check with panellists that pre-submitted bio and paper title information is still accurate, and ask if they happy for the audience to discuss their paper on social media. The bio and abstract book will be circulated electronically. 

During the session: 
· Please start and end sessions on time. 
· Briefly introduce each speaker before their paper. 
· Please make sure speakers keep to time. All sessions are 1.5 hours (90 minutes) in length. Each paper should be 20 minutes in length if the panel has three panellists. We recommend notifying presenters when they have five and two minutes left, and then asking them to provide a few concluding sentences when their time is up; please be assertive on this issue if necessary.
· Open the floor to audience Q&A for 10 minutes after each speaker has finished their presentation: 
· Please ensure all speakers and audience members adhere to principles of dignity and respect.
· Be prepared to repeat in-room questions if audience members or virtual presenters are struggling to hear, or pass around a microphone if one is available in the room.
· If the session includes an online presenter, please monitor the session chat on Teams for comments from virtual participants or audience members. Please read out virtual questions for presenters. 
· Be prepared to initiate questions if they are not forthcoming from the audience. 

At the end of the session:
· Please thank all speakers and the audience for attending.
· Please end any Teams meetings
· Please DO NOT log out of the room computer.
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