
Session Chairpersons Duties 

 
In Brief: 
The Chair’s duty is to see that the schedule is followed and that talks begin and finish at their 
designated time.  For each session, a volunteer trained in the use of the computers, uploading 
the presentations from USB drives, as well as being familiar with the room, will be in 
attendance and available to assist in administering the session.  Each session will also have a 
backup Chair, whose main duty is to take over as Chair if for some reason the Chair does not 
show up for the session.  Finally, in some sessions, the Chair might also be giving a talk, in which 
case the backup Chair would need to do the chairing/time-keeping. 
 
To implement the above:  

• Prior to the session, the Chair should check that the computer and projector are in 
proper working order. Should any problem develop with the room set-up, facilities, or 
projection equipment, the Chair should ask the session volunteer to contact a member 
of the Local Arrangement Committee (LAC) or AV support person.   

• The session volunteer will be responsible for uploading presentations onto the session 
computers and placed into the proper folder. The room computer will have a CMOS 
2016 Session folder on its desktop that will contain subfolders for every session 
scheduled for that room eg. Monday Session 1, Monday Session 2, Tuesday Session 1 
etc.   

• All presentation files (or folder) should have the Last Name, First Name and Abstract ID 
of the presenter. Note that some presentations containing animations may have more 
than 1 file so the presenter’s folder will need to be uploaded. We have instructed the 
presenters to arrive well ahead of time (30 minutes suggested) to the session to ensure 
their presentations can be loaded on to the computer before the session begins.  

• Chairs need to start their sessions at the scheduled time, even if people are still coming 
in.   

• Chairs are to hold all speakers to 15 minutes. With up to 8 concurrent sessions, it is very 
important that the published session schedule be maintained. Chairs should ensure that 
sessions start on time, and that speakers keep to their allotted time. Chairs must ensure 
their watches are synchronized with the registration desk clock or session computers to 
keep their session on schedule. 

• Chairs are to give speakers a 2-minute warning after 10 minutes. After 12 minutes, 
chairs should ask the speaker to conclude to give some time for questions. In the case of 
speakers who ignore their allotted time and jeopardize the schedule, all reasonable 
means should be used to conclude the presentation (e.g. repeated requests, Chair 
standing by the podium, turning up the lights, etc.). Usually a prior announcement that 
you will do this avoids the need.  

  



Other Chair Duties: 
• Chairs should arrive at their session room in advance of the starting time. 
• Chairs should familiarize themselves with each abstract in their session.  Chairs should 

also familiarize themselves in advance with the pronunciation of the speakers’ names 
and should state the authors’ affiliations when introducing the paper. 

• Chairs should be aware that changes from the published program occur. Chairs should 
check with the Local Arrangement Committee (LAC) or the registration desk about last-
minute scheduling changes prior to their session. 

• The Chair should briefly instruct the speakers in the use of the computer, microphone 
and laser pointer/slide control. Laser pointers should not be used during Plenary talks as 
there are 2 screens…presenters should use the computer mouse instead.     

• The chair should locate the light or dimmer switch prior to the session and assign 
someone the responsibility of turning the lights on and off. 

• The Chair should be prepared to intervene for the benefit of the speaker and audience 
when appropriate, for example by requesting closed doors or different lighting, or 
asking the speaker to speak louder, face the audience, or clarify the context of an 
illegible slide. 

• Chairs are to ensure discussion/questions follow each paper. If a paper concludes early 
and/or there are no further questions from the floor, the Chair should be prepared to 
ask additional questions or initiate some discussion on the paper. The floor may then be 
opened to further discussion of earlier papers until the scheduled start time of the next 
paper. The Chair (and not the speaker) should lead the question/discussion period by 
recognizing participants from the floor, etc. 

• The Chair is to make sure that audience members identify themselves and speak audibly 
when asking a question. 

 
Additional Considerations for Session Chairs: 

• Some papers may have been withdrawn at the last moment. It is important that further 
changes to the program be minimized so that the published program remains valid for 
Congress participants moving to and from sessions. Therefore, papers scheduled at 
other times should not be moved to fill any open slots created by withdrawn papers; 
rather, the extra time can be used for extended discussion of earlier papers or a 
temporary adjournment. 

• Late papers may be added to the program to fill open slots, with the approval of the 
Scientific Program Committee Chair (Paul Yang). Late papers of relevance to a session 
with an open slot are encouraged, if submitted at least a day in advance of the session. 
Titles, authors and a brief (few sentences) abstract should be passed to the Scientific 
Program Committee Chair as part of any request. 

• Invited session speakers are allotted 30 minutes total (25 minutes for presentation and 
5 minutes for introduction, questions and discussion, and changeover). These speakers 
should also be given a 2-minute warning at 23 minutes and asked to conclude after their 
allotted time. 



• Plenary speakers are allotted 45 minutes total (35-40 minutes for presentation and 5-10 
minutes for introduction, questions and discussion, and changeover). These speakers 
should also be given a 2-minute warning at 38 minutes and asked to conclude after their 
allotted time. 


