
 

 BSAS Annual Conference 2020 - Sessions  

Chairpersons Guidelines 

At the Annual Meeting there are several sessions running concurrently. In the simultaneous theatre 

sessions, we try to coordinate the timing of papers to enable delegates to move between sessions 

with the minimum of interruption. So please adhere to the published programme and to the 

timings unless agreed changes. This means starting each paper at the correct time, neither too early 

or late. Within these constraints, you are in complete charge of the session you have agreed to chair.  

For theatre sessions you will normally be provided with assistants – to help with presentations and 

timing. To ensure synchronisation between the theatre sessions you should:-  

1 Synchronise your watch with the timekeepers.  

2 Keep to the timings of the papers. Each submitted paper is normally 10 minutes (7 minutes 

presentation and 3 minutes for discussion). The timekeeper will have been instructed to show a 

yellow card after 5 minutes until the speaker has seen it. The red card will be shown after 7 minutes 

and left visable until the speaker finishes. Ensure that the speaker finishes as soon as possible after 

the red card is shown. An extended presentation limits the discussion time and the next paper must 

start on time (neither too early or late).  

Short oral presentations are 5 minutes (3+2 minute) and are usually towards the end of the session.  

Yellow card at 2 minutes, red card at 3 minutes to encourage the speaker to finish.  

Digital Presentations are 2 minutes + 1 minute. Red card at 2 minutes or the chair should signal to 

the speaker.  

Invited speakers are usually 25+5 minutes for questions. The timekeeper will have been instructed 

to show a yellow card 5 minutes (or as agreed) before the end, until it is obvious that the speaker 

has seen it. The red card will be shown at the end of the talk and until the speaker finishes. You 

should ensure that the speaker does finish as soon as possible after the red card is shown.  

Invited speakers are usually 25+5 minutes – unless agreed differently.  

Hammond (60 minutes) no questions  

Joint session WPSA/BSAS invited speakers are 20+5  



Before the Session all speakers and chairman are asked to assemble, 10 minutes before the start of 

their session in the theatre to meet the assistants, check timings and familiarise themselves with the 

audio/visual equipment. Please meet speakers.  

Before the presentation of each paper, be prepared to help the presenter with the microphone, as 

this will settle nerves! Announce the title of the paper, the names of the authors, their 

organisation(s) and the presenting author’s name in your own chosen order.  

After the presentation of each paper, maintain the discussion of that paper. Consider in advance 

how to maintain a flagging discussion - invite comments from other speakers/audience. Read the 

summaries of the papers in your session before the meeting. If a lengthy discussion develops 

intervene in order to proceed with the timed programme. If questions and discussions end early 

announce that the next paper will start on schedule after a short interval.  

At the end of the session if you have been invited specifically to introduce, discuss or summarise the 

papers in your session try to compare and contrast different papers and to relate them to broader 

aspects of the field, rather than dealing with each contribution individually. You may continue and 

encourage an earlier enthusiastic discussion, but the next session must start promptly.  

Roving microphones (if available) The assistants operating the microphones will be instructed to 

watch for you to identify successive speakers. Please do this as early as possible and certainly before 

the current speaker has finished. The microphone will then be ready to hand for the next speaker so 

avoiding delay.  

For all discussions ask intending questioners to give their name and affiliation but do not insist on 

this if they neglect to do so.  

Duty of care: As a chairperson you are responsible for managing questioning and discussion fairly. 

Do not allow younger or shy presenters to be harangued, although scientific rigour is of course 

vital. Defend those who require it whether they be in the audience or behind the lectern. If a 

presenter is not answering correctly re-explain the question tactfully.  
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