
 

 

Guidance for Presenters and Session Chairs  

Standard oral presentations are single, independent papers, themed for each session. Each 

paper is presented then followed by questions relating to that paper. 

 Your presentation should be in Powerpoint and emailed to Prof Gisela van Rensburg 
for preloading prior to the conference and by the latest 18th September 2017: 

Vrensgh@unisa.ac.za 

NB as presentations will be pre-loaded, it WILL NOT be possible to make changes to 
the presentation after this date. 

 Presentations should be in MS Powerpoint 2010 (or earlier). If you are using a Mac, you 
will need to be responsible either for converting the presentation prior to sending it in 
or, if this is not possible, MUST bring an appropriate device AND adaptor to connect to 
the data projector on the day of your presentation. 

 Presentations should 15 minutes in duration (about 15 slides) and allow for 5 minutes of 

questions/discussion 
 A Speakers Room will be available. There will NOT be conference laptops provided in 

this room. There will, however, be WiFi facilities and power sockets, should presenters 
wish to check/practice their presentations on their own laptop or other device. NB 
Speakers MUST NOT make alterations to their presentations when reviewing them. 

 Presentations for each session will be pre-loaded onto the computer in the relevant 
room in order of presentation. 

 Chairs and presenters should aim to arrive at least five minutes before the scheduled 
start of their session, in order to check that presentations are loaded as expected and to 
familiarise themselves with the AV equipment/room. Chairs should also check that no 
messages or special instructions have been left for them. 

 Presenters are asked to please bring a back-up copy of their presentation to the session 
on a USB datapen 

 Conference technical support will be available. 
 Chairs should briefly introduce themselves at the start of the session (30 seconds max) 

and should briefly introduce each presenter at the start of their presentation. (30 
seconds max) 

 No presenter will be allowed to exceed this time-limit. 
 If the presenter over-runs into question time, the number of questions will be curtailed. 
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 If the presenter over-runs for the entirety of question time, they will be stopped once 

their 20 minutes has expired, whether they have completed their presentation or not. 
 Chairs will time each presentation and will advise the presenter when they have one 

minute of presentation time remaining. 
 Chairs should carefully note time available for questions and interrupt, if necessary, to 

keep the session overall to time. 
 After question time for the final presentation, the Chair should briefly thank all 

presenters and remind delegates of what is next on the programme. 
 There will not be a gap in the programme between each individual presentation. 

However, each session will be followed by a break of some kind. (eg coffee, lunch) 
 Chairs please note that delegates may enter or leave after individual papers, so should 

be reminded to do so promptly and quietly. Please also forewarn presenters that 
delegates may arrive during their presentation. We aim to have an assistant staffing the 
door of each room to facilitate delegate arrival and departure. 

 In the event of a cancelled paper (about which the organisers have not received prior 
notice) or an absent presenter, Chairs should adhere to the scheduled programme, even 
if this means there will be a gap between papers. This is important, as delegates may be 
moving between sessions in order to attend particular papers.  

 NB We anticipate that copies of the Powerpoint presentations will be uploaded 
onto the conference website as non-alterable PDFs. If you DO NOT wish your 
presentation to be included, please advise Sally Kendall s.kendall-608@kent.ac.uk 
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