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Guidelines for the presenters and chairs 
 
In order for the symposium to run smoothly we kindly ask the presenters to follow 
these guidelines.  
 
Time allowance: 
- Individual presentations: 15 minutes of presentation + 5 minutes for the comments 
and questions 
- Panels: In addition to the 15 + 5 minutes per person, you have 10 minutes to 
introduce and/or conclude the panel (or whatever else you want to do with them) 
- Organised session: In addition to the 15 + 5 minutes per person, you have 5 minutes 
to introduce the session 
- Poster presentation: 10 minutes presentation + please stand by your poster during 
the following break to engage more informally with participants  
- Film: 20 minutes of presentation during the day + Film screening on the evening 
 
As a speaker, 
-On the day of your presentation, please come to the technical team at least 15 
minutes before the presentation (during the previous break or before the start of the 
day if your paper is in the first morning session). 
- If there are some videos to be played, make sure well in advance that they are 
working properly from this computer.  
-Remember to speak slowly and clearly, in particular if you are a native English 
speaker.  
- During your presentation please keep to the allocated time (15 min). Watch out for 
signals from the session chair and stop even if the paper is not finished. This will permit 
an equal treatment of every speaker. Chairs will be “merciless” ;-)  
 
As a session chair, 
-On the day of the session you are chairing, please come to the Symposium Hall at 
least 15 minutes before the session.  
-When introducing a speaker, keep it to his/her name, his/her university (or other type 
of belonging, independent researcher and so on), the country, and the title of his/her 
paper (Think to ask them beforehand). 
-When chairing an organised session please discuss beforehand with the speakers 
how they would like to organise the session (they might for instance prefer to group all 
the questions’ time at the end of the session) 



- Your main task is timekeeping. Therefore do not let the speaker go over his.her time. 
Kindly (but firmly) stop him.her once his.her time is up. Similarly, keep the time for 
questions to 5 minutes.   
 
As a member of the audience: 
-Only ask a (brief) question that requires a short answer (2-3 sentences), so that others 
have a chance to ask another question. Even if you want to know more, do not ask a 
second question, approach the presenter at another time.  


