
Thanks for contributing to the conference! 

 

 

2015 Pacific Seabird Group - Instructions for Session Chairs 

Thank you for volunteering to assist with the scientific program. Please meet at the 
Registration Desk at 0810 on the morning you are scheduled to be a session chair to 
review instructions and get updates on any schedule changes.  

Session Chairs have a critical job in keeping presenters within the time allotted for their talk so 
that the meeting stays on schedule and concurrent sessions are synchronized. Session Chairs 
also work with A/V volunteers and venue staff to make sure that the audience can hear the talk, 
that the lights are dim enough to see the presentation, and assist the speaker with identifying or 
hearing questions from the audience after a talk, time permitting.  

Prior to your session, ensure you have a timepiece suitable for accurate timing. (We will try to 
have timing devices and ‘flash cards’ for each room, but you can use your own device if it is 
synchronized with the other session chairs). Synchronize your watch with the other session 
chairs in the concurrent session. Start on time, and keep on time with the schedule. Please 
make contact with all of the speakers in your session to confirm names and pronunciations and 
inform them on how they will be given warnings for time remaining. Before the session starts, 
also confirm that all talks are loaded on the laptop.  

At the beginning of the Session, please welcome the audience and presenters and announce 
the Session's title (e.g., Breeding Biology, or Special Paper Session: Shearwater Conservation). 
For each presentation, announce the full title and first author (plus the presenter, if different). 

Each presentation has a 15 min time block, but at least one minute of that is for changing 
speakers. To leave time for questions, the talk should be 12 min.  The speaker may go for up 
to 14 min, but that omits time for questions.  Reiterate to the speakers that they will be given 5- 
and 3-minute warnings near the end of their talk. At 2-minutes before the change-over time, 
stand up and move closer to the speaker. When there is no time left, move to the podium, thank 
the speaker, and begin your introduction of the next talk.  Please note that at the 1-minute 
warning, it is important to be friendly but direct in indicating that a talk must come to an 
immediate close. If a speaker runs over time, they impact the next speaker's time allotment 
because you must stay synchronized with the concurrent session.  If you get ahead of time wait 
for the next speaker to start at the correct time. 

If you encounter problems with the A/V equipment, please be sure the A/V volunteer assigned 
to your session attempts to correct the problem right away, and if necessary, call the main desk 
for further assistance. 

In summary, chairing a session means it is your job to: 

 be sure talks are loaded before the session 

 learn to pronounce the presenter's name and introduce them 

 announce if it is a student paper 

 signal to the speaker when their time is almost up (typically, at 5 min and 3 min before end) 

 gently but firmly move to change speakers when time is up (keep to the schedule!)  

 ask questions  (especially of students) if no one else in the audience does and there is time. 

 If you are giving a presentation in your session, designate someone to watch your time. 
 
For a long session, especially if split by a break, we can designate two chairs to rotate duties. 
Please arrange this prior to the day of your session.   
 
For questions, please contact Kathy Kuletz, Scientific Program Chair (cell: 1 907 830 5378).   


