Chairperson Guidelines

On behalf of AMCOW, the Department of Water Affairs, the convening organizations and participants of this Conference, we would like to thankyou for your participation of Chairperson in your delegated Session. We have provided some guidelines below in terms of the duties given to you.
Before the Session:
· Presentation Upload:  All presentations should be available electronically on the computer allocated to the Session room. Verify with the speaker that they have submitted their presentation for the proceedings.  If they have not, please direct the speaker to the upload page or offer to download their presentation for them. 
· Ensure the allocated scribe is present and that interpreters are ready for translation
· Speaker Biography:  Please ask the speaker for a few sentences about themselves should they not be known to the Chairperson. 

· Audio Visual Equipment:  Verify that the AV equipment has been set up and is working properly.  A wired lavaliere microphone is provided for sessions scheduled in rooms with a capacity of 250.  

· Session Timing:  Please be considerate of the program schedule.  Monitor the timing of the presentation to avoid overruns and alert the speaker as time is running out.  Talk to your speaker prior to the start of their session and decide on the best way to let the speaker know how much time they have left. 

· If a speaker does not avail him / herself then the Chairperson will decide on how to take the Session forward – additional time for available speakers, additional discussion time etc

Conducting Your Session:
· Begin on time. 

· Ensure that all attendees prominently display their registration badges.  

· Welcome attendees and introduce yourself.  Briefly introduce the speaker. 

· Remind attendees to fill out the session evaluation form, which can be found in their registration bags.  

· Ensure that the ground rules are stated in your welcome and Codes of Conduct are observed by all those present including the speaker.  If a violation occurs, you must interrupt the session to warn the speaker; if the violation continues, you have the authority and obligation to expel the person from the session, or to end the session.  Any violation and/or actions must be reported to the Organising Committee

· Session Attendance:  Fifteen minutes into the session, be sure to take a rough head-count of the number of attendees in the session and record it on the Session Evaluation Envelope.  This information is key in planning for the next conference, so please be as accurate as possible. 

· During the question and answer period, repeat the question from the floor to ensure everyone knows what has been said.  Depending on the session and/or speaker, it may be best to hold questions until the end and not allow attendees to interrupt the presentation. 

After the Session:
· Thank the speaker and the audience. 

· Collect all completed session evaluations and place in the Session Evaluation Envelope. 

· Ensure the session attedance is recorded. 

· Return the Session Evaluation Envelope to the Organising Committee

· Check the room to make sure no personal belongings are left in the room. 

