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Chair and Speaker Guidance Notes

Chairperson Guidance Notes

The chairperson plays an important role in ensuring a successful and well-managed
session. We would be grateful for your support with the following:

Before the Session

o Please familiarise yourself with the session you are chairing. We recommend checking the
official programme on the website the day before the event for any last-minute updates.

e Speaker details can be found on the faculty page here.

e Please note that Abstract, Case, and Traces presenters will not have faculty profiles
available. Please introduce these presenters using only the name and location listed in
the programme.

e Ifyou are co-chairing a session, please liaise with your co-chair in advance to agree
responsibilities, such as introductions and session summaries. If you do not know your
co-chair, HRC will be happy to introduce you.

During the Session

e Briefly introduce yourself at the start of the session.

¢ Remind delegates to switch mobile phones to silent mode.

e Ensure the session starts and finishes on time.

e Allspeakers have been asked to arrive at the session room 10 minutes before the session
begins.

o Encourage discussion and interaction between faculty members and delegates.

Technical Assistance
If you experience any issues with the room or audiovisual equipment, please contact the
hall AV technician or room host.

Speaker Guidance Notes
The information below is intended to help your session run as smoothly and successfully
as possible.

Prior to the Event

e To minimise formatting issues, please use the HRC2026 PowerPoint templates available
here.

o Please avoid using sounds on slide transitions.

e Speakers should use the AV equipment provided rather than personal devices. However, if
you wish to use a Mac, iPad, or other device, please inform us in advance and bring the
appropriate adaptor.
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e Please bring your presentation on a USB memory stick or portable drive. All presentations
must be uploaded to the venue network via the Media Suite on Level 4, located a short
walk from registration.

Prior to Your Session

e Please checkyour presentation and test any audiovisual content with the hall AV
technician.

e Aimto arrive at the session room at least 10 minutes before the session start time.

Content and Delivery
e Please ensure your presentation covers the topic outlined in your invitation, as this is the
subject delegates expect to hear.
e Itis essential that presentations remain within the allocated time slot while allowing
sufficient time for discussion and Q&A.
e Asageneral guide:
o Spend no more than one minute per text-heavy slide
o Use no more than two straightforward image slides per minute
o Remember that videos and web links may increase presentation time
o Visual contentis encouraged to help engage delegates and support understanding.
e Slides should complement your presentation rather than replace it. Allow delegates time
to read slides before expanding on the key points verbally.
e Ensure your key educational messages are clearly summarised at the end of your
presentation.
e Ifyour presentation exceeds the allocated time, the chairperson may interrupt to bring the
session to a close.
e The chairperson will manage audience questions and moderate the Q&A session where
applicable.
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