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Guidelines for Session Chairs 
 

We would like to politely suggest some comments for efficient presentation 

management:  

1. Please start a session punctually.  

2. Session chairs may not need to spend much time on introducing presenters. Invite 

presenters to present by indicating their names, affiliations and title of papers will 

do. 

3. Each presenter will deliver a presentation for around 10-15 minutes (depending on 

number of presentations).  

4. Offer a Q&A session after each presentation (when time permits).  

5. We will email e-certificates (to presenters and Session Chairs) soon after this 

conference. 

 
Important Technical Requirements  
 

In order to ensure a smoother session on the live day, we ask that you carefully read 

the instructions below and follow our recommendations in regard to your technical 

equipment. Please don’t hesitate to reach out if you have any questions. 

 

1. Zoom Desktop App – We will be using Zoom for the live days – please 

download the desktop Zoom App (https://zoom.us/download, click “Download 

under “Zoom Client for Meetings”). If you have it already downloaded, please 

ensure that you have the most up to date version. Zoom made some great 

updates recently due to the increased use in 2020 (Version 5.6.5. as of May 

2021). Open your Zoom App > click the icon of you (top right corner) > Check for 

Updates. 

2. Background Image – You may choose to use a background image for the live 

day. For assistance, please visit https://support.zoom.us/hc/en-

us/articles/210707503-Virtual-Background. 

3. Background – If the virtual background is not working well, please remove and 

move forward with your true room background. Ensure it is tidied up and does not 

contain any compromising items of conflicting interests (ie cigars, alcohol).  

4. Room Environment – If possible, we would like for you to join us for the drop-in 

session in the same location you will be in for the live session. 

5. Camera setup – Ensure your camera is centered and that we can see you from 

the chest up to a few inches over your head. Start a meeting with yourself by 

clicking on “New Meeting” in Zoom to optimize your camera setup.  

6. Headset – We highly recommend the use of headphones with a boom 

microphone like the one below (USB preferred over Bluetooth).  

https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
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7. Stopwatch - Have a stopwatch ready so you can track your presentation time to 

ensure you stay within your allocated time.  

8. Lighting – Lighting should come from in front of you rather than from behind you. 

Avoid backgrounds with harsh light such as windows. If you do sit in front of a 

window, please close the curtains/blinds. 

9. Clothes – If you are using a virtual background, avoid wearing colors such as 

green or yellow as this might blend into the virtual background. 

   

Best Practices  

Here are a few tips and best practices that you may find helpful if this is your first 

time doing a virtual presentation.  

  

 Locate a quiet space: Barking dogs and slamming doors are not just distracting 

in person, they are also distracting via Zoom! Find a quiet space to meet and shut 

the door. Place a “Do Not Disturb” sign on your door so people know not to 

bother you. 

 Look at the Camera: To mimic the in-person feeling of eye contact. Alternating 

between looking at the screen to gauge attendee’s reactions and looking at the 

camera. If your webcam is built into your computer/laptop be sure to have your 

slides on the same screen as your webcam to avoid looking away from the 

camera.    

 If feasible, stand up: Helps keep things dynamic and energetic (use slide 

advancer instead of clicking next on keyboard for natural experience). 

 Don’t get too close: Position yourself so the camera is seeing you from the 

chest or waist up instead of just seeing your face.  

 Another Tip: 10 ways to look better on a webcam https://youtu.be/4lfzvaBYRwg 

 

https://youtu.be/4lfzvaBYRwg

