
 
 
 
 
 
 
 
 
 
 
 
INSTRUCTIONS TO CHAIRS OF SCIENTIFIC SESSIONS 

 
Please note while we do ask session chairs consider these instructions, exactly how you wish to run the session is up 
to you, often in discussion with your presenters immediately prior to the session. You may also have been given 
specific advice regarding the format of your session by the scientific convenors. Some chairs prefer to leave questions 
to the end, some like to entertain questions at the end of each talk. This is entirely at your discretion. 

 
1. You will be emailed abstracts that have been provided to us for the presentations that your session will comprise, 
together with speaker biographies. We suggest you print all documents and bring them with you to the meeting. If 
you have not received these by two weeks in advance of the meeting, please email the conference secretariat to 
follow up at asm@anzca.edu.au. 
 
2. We request that you familiarise yourself with the material to be presented and prepare two or three questions in 
case audience discussion is slow to get going. 

 
3. Please arrive at the room 10 minutes before the session is due to commence. 

 
4. An AV technician will be present to help familiarise you with the audio-visual details: the lectern, microphone, 
timer, Virtual ASM and projector controls. 

 
5. Introduce yourself to the speakers. Ask how they would like themselves to be introduced, and clarify the 
pronunciation of names that you are unsure of. 

 
6. It is essential each session finishes on time. Ensure each speaker is aware of his or her time allocation and indicate 
that this must be adhered to. Explain to them the time-warning system: 
Time Warning: 1st 2 minutes left 
2nd End of speaking time  

 
7. As the session chair you may choose to allow the audience to submit questions and/or respond to polling via the 
Virtual ASM – see information in the box below. We recognise that it can be difficult to effectively manage 
electronically submitted questions while simultaneously chairing a session. You may prefer to enlist the help of a co-
chair to help manage this. The Organising Committee may be able to provide an assistant, particularly in sessions 
where audience responses will play an integral part. 
 
Delegates will have the facility to submit questions at any time during the session via their electronic devices. 
Questions will appear automatically on a tablet provided on the chairperson's table. The questions will be anonymous 
and will not be displayed to the audience, so they are for you to moderate as you deem appropriate for your session. 
The provision of this feature will not, of course, prohibit the traditional verbal questions and discussions. Experience 
has shown however that having an electronic system elicits a broader line of questions and helps chairs to moderate 
questions to speakers in a way that allows the majority voice to be heard. 
 
An additional feature of the Virtual ASM will be multiple-choice polling. This will give you and/or speakers the facility 
to poll the audience on questions of your choosing. There is no need to program your questions into the system in 
advance; the system merely records the result of a multiple-choice poll (A-F). Questions and response choices should 
be prepared in advance as a standard slide. For example: 
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Q.1 What airline did you use to travel to Brisbane? 
A. Qantas 
B. Jetstar 
C. Virgin 
D. Air New Zealand 
E. Tiger 
 
8. Contact the AV technicians immediately if there are any audio visual issues. If there is a disaster, remain calm! Help 
will be at hand. 

 
9. ANZCA may wish to photograph or video record presentations in your session, either in full or in part, for use on 
the ANZCA website, Virtual ASM or in College publications such as the ANZCA Bulletin or its e-newsletters. Please let 
us know if you do not wish to have photographers or videographers in your session. Also, please clarify this with your 
presenters. You will be notified whether any of your speakers have an objection - if you do not have this information, 
then please clarify. 

 
10. In an effort to raise the positive profile of the College, Faculty and its Fellows, and better inform governments, 
regulatory authorities and the public about the vital role of anaesthesia and pain medicine, and the importance of 
maintaining standards of medical care, the College actively encourages media coverage of its meetings. We would 
appreciate you informing attendees in your session that the media may be present in a positive way, for example, “I 
would also like to welcome any members of the media today who may show interest in covering this session”. 

 
11. Assist speakers with putting on and taking off lapel microphones and provide relevant information on audiovisual 
requirements such as the lectern and the tablet (possibly advising the presenter of the polling functionality). 

 
12. Announce that all pagers and mobile phones should be turned off or on silent. Recording devices should not be 
used. ANZCA will be recording some sessions and the audio will be available on the Virtual ASM. 

 
13. Request audience questioners to approach floor microphones (if available) and state their name and city of origin. 

 
14. Maintain professionalism during questions. Immediately end any prolonged anecdotes, rudeness, larrikinism and 
personal point-scoring. 

 
15. At the end of the session, thank speakers, thank the sponsors if appropriate, provide delegates with any 
housekeeping/committee announcements at the end of the session, and remind the audience to support the trade 
before closing the session. 

 


