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Session Organiser Information 
As a Session Organiser for emc2012, you are expected to chair your session effectively and efficiently. The information below is intended to detail your role and duties before, during and after your session. Please read all the information carefully. 
If you have any further questions please email conference@rms.org.uk or Jessica@rms.org.uk 
Before your Session 
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When you arrive at Manchester Central please report to the ‘AV Room’ which is based in room ‘Central 3’ located just off the main entrance and central foyer of Manchester Central. We recommend arriving in good time to ensure you will have time to discuss any queries with the RMS representatives and AV technicians that will be on hand within this room. You will also be able to collect your conference bag at the registration point, which will contain a conference programme with a full listing of your session running order, which is also available at http://www.emc2012.org.uk/programme/programme_overview.html  
Please note that all your speakers have been informed of the following:
· The room which their talk is based in and the time of their talk

· They should report to the AV room at least four hours ahead of their talk to load and run through their presentation
· Their time limits (invited speakers, 30 minutes and contributed speakers, 15 minutes)

· They can present directly from their laptop, or from a memory stick

During your Session

Once within the venue you will be directed to your session room. Within the room will be a table located at the front, reserved for the session organiser(s). A lectern microphone will be supplied to ease the running of session. The session running order will appear on the holding slide, projected on the main screen in the session room.

It is very important that all talks and sessions run according to time. Speakers have been informed of the length of their talks, but you may be required to remind them of this before or during their talk. 

Invited talks = 30 minutes (including Q & A)

Contributed talks = 15 minutes (including Q & A)

As you will be required to ensure the smooth running of the session it may be helpful to signal to speakers to indicate timings or if they should move on without Q & A time. 

During Q & A, to ensure the smooth flow of this session, it may be helpful to have a question ready for the speaker to get things started. 

AV technicians will be on hand throughout the day to assist you with your session, they can be found in the AV room (location as above).
Your duties on the day will include:
· Short introduction of the session

· Remind delegates to switch off their phones

· Introduce all session organisers and state your affiliation(s)

· Provide a brief summary of the background and content of the session
· Introducing each speaker
· Mention any major work 

· State their affiliation (these will be listed in the programme)
· Running Q & A’s (two hand held microphones will be available for this)
· Keeping to the times as stated in the running order 

After your Session

Thank the audience for attending and advise them that the session is now over.

