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Guidelines on Conference Presentations and Workshops (Phil Race)


Conference Presentations and Workshops

(Phil Race)

(These tips have been adapted as a starting point for briefings for presenters and chairs at a number of conferences, particularly on teaching, learning and assessment. They led to me co-authoring a whole book about conferences with Sally Brown, Alison Robinson and Fiona Campbell, still available from Routledge, and to a pdf file ‘Designing Workshops’ commissioned by TechDis, and downloadable from the TechDis website and also from my ‘downloads’ page).
People enjoy conferences. Presenters enjoy presenting, facilitators enjoy facilitating, participants enjoy participating, chairs enjoy chairing, and the audience enjoys watching and listening - or does it?  The aim of this booklet is for more people to enjoy conferences for more of the time.

Many of the little niggles which can detract from the overall quality of a conference are quite avoidable (with the exception of the weather!). Especially at conferences on any aspects of teaching and learning, there is the natural expectation that presentations and workshops will  be professionally designed and delivered. One problem with many such conferences seems to be that there has been insufficient guidance for would-be presenters, chairs and workshop facilitators. This booklet is an attempt to provide such guidance.

Aims of this booklet:                


• 
to promote high-quality contributions to conferences


• 
to ensure that keynotes, presentations, and workshops 

  

are appropriately prepared, advertised, and delivered.
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Conference Presentations

One of the worst things that can happen at a Conference is when a presenter walks on for a 40-minute presentation, armed with a copy of the paper, and reads it out to the audience. This happens more often than you may think! One reason may be that Conference organisers tend to specifically invite ‘papers’ (among other things) - but surely the intention then is that the papers will in due course be published in the Conference proceedings - not read out aloud to the audience. 

The suggestions in this booklet should help you to avoid giving the sort of presentation that bores an audience. I hope that my suggestions may help you to attract the reputation of an ‘interesting presenter’.

Good Presentations: some aims
• 
to ensure that your conference presentation maintains the interest of the 
audience.

•
to ensure that members of your audience are not patronised by you reading out to them things they can read perfectly well for themselves.

•
to make sure that members of your audience are not irritated by having to listen to you explaining things that it would have been easier for them to read.

•
to make your presentation ‘slick’ and ‘professional’.

•
to maximise the value of question-and-discussion sessions after your presentation.

We’ll look at giving a presentation in the following stages:

•
rationale for giving conference papers

•
preparing conference papers  (well before the conference)

•
getting yourself introduced (you don’t get a second chance to make a good first impression) 

•
effective presentations: a checklist

•
some thoughts about ‘keynotes’

•
feedback makes perfect!

Rationale
The best way to deliver your paper is into the hands of your audience - before you start to speak! Better still, in conferences where there is a choice of sessions, have copies of a 1-page summary of the paper available before your session, to help delegates to choose whether yours is one of the papers they really want to find out more about. 

At your presentation, you don’t necessarily have to get the full paper into the hands of your audience however; you may prefer to issue a précis of the full paper - something you can expand on and elaborate on as you give your presentation.

Preparing Conference Papers: a Checklist

•
Work out what you want your audience to have in their hands during your presentation (or before it).

•
Work out what you want your audience to take away - not just the paperwork - but excitement, inspiration, new ideas.

•
Work out what advance information your audience should receive. Choose the title carefully - make it interesting-looking if you want a provocative audience. Write an abstract which summarises the gist of your presentation - and is easy to read and understand. Make sure the abstract reaches the conference organisers several weeks before the conference (as soon as possible in fact), so that it can be included in advance conference documentation. (You can always change the abstract later if you have second thoughts - indeed the acts of writing and adjusting an abstract often help you plan your presentation). 

•
Get sufficient copies printed to take with you, or forward a copy to the conference organisers if they are able to get copies made for you. Even when yours will be one of parallel sessions, it’s best to have sufficient copies for all conference delegates. Spare copies of any good paper disappear rapidly when left in piles on the conference desk.

•
Make sure that the version submitted for publication conforms exactly to the requirements specified - particularly regarding references, and the quality of illustrations. (If illustrations can’t be used in the form you supply them, they will be edited out altogether - or your paper will not appear at all!)

•
Prepare some overhead transparencies (or slides) to help you explain the main points you wish to discuss. Don’t prepare too many however - audiences become frustrated if bombarded with too much visual information too quickly. Make sure that it will be easy to read them from the back of the auditorium or lecture-room - use at least ‘14-point’ print size (better still ‘18-point or ‘24-point’),  bold face, and  easily-read fonts (or clear hand-printing).  
•
Check that the printed version contains copies of the principal slides or overhead transparencies you intend to use, to avoid your audience having to copy down too much information.

•
Mark-up your own copy of the paper,  to map out how you are going to base your presentation on it. Make skeleton notes of the things you intend to explain and discuss.

•
Check your timing. Aim to ‘deliver’ for only about half of the total time of your slot. (However, have some additional things you can say should there be a long silence when you ask for questions).

Getting yourself introduced

It helps the chair (when there is one) if a half-a-page or so autobiography is typed in a clearly laid-out form. Your chair appreciates this as the basis on which to introduce you. 

It may be even more useful to come prepared to introduce yourself, for example with an overhead transparency showing (in an informal way) some key points about yourself you’d like to share quickly with your audience. The moment you start giving your presentation, your audience is busy making all sorts of assumptions about what sort of person you are! You never get a second chance to make a good first impression. Therefore, it’s well worth planning the first minute-or-so with considerable care, depending on the sort of ‘assumptions’ you wish your audience to make about you. 

Some people tell a ‘funny story’ or anecdote; if you know you’re good at this, keep it up. However, there’s no worse start than these ‘falling flat’.  It can be a useful start to introduce yourself (or your topic) with something visual - an example of an informal introductory overhead transparency is given below:




Your introduction should aim to take a maximum of one minute -  people tend not to wish to hear a life-history of every presenter. 

Effective Presentations: a Checklist

Starting...
•
Make sure everyone can see you and hear you. Look at your audience. Respond to the body-language of your audience. Take notice of expressions of agreement and disagreement on faces. Just be yourself - don’t play-act - you’re not in for an Oscar.

•
State the objectives (no more than three) of your presentation. In the time available, you’re not going to be able to tell everyone about everything in the paper, so decide what you are going to try and do in the next 25 minutes or so - and tell your audience.

Continuing....
•
Keep to time - that means (say) a maximum of 25 minutes in a 40 minute slot. It’s dangerously easy to overrun - but if you rob the people in your audience of the chance to ask questions, they feel cheated. It’s often the question-time that clarifies learning. Surprising as it may seem, most people are delighted in the event of a session finishing before  it was due to finish!

•
Refer to the paper in your audience’s hands by all means, but don’t read bits of it out to them.  It’s far better to direct people to parts of your paper along the following lines: ‘if you look at page 3, you’ll see the results we obtained. The thing that really surprised us about these was.............’


Similarly, when using overhead transparencies, don’t read out to your audience the points they can read for themselves on the screen. Point to them but don’t read them aloud. 

•
There’s nothing at all wrong with a little silence now and then. Your audience needs time to ponder and reflect. Don’t be embarrassed to say ‘think about this for a minute’.

•
When you’re using overhead transparencies, append copies of them to your paper (maybe reduced to four-on-a-page). This makes it clear to your audience that you don’t expect them to transcribe what they see on the screen, and prevents you from falling into the trap of taking away the images on the screen ‘too soon’.

Ending...
•
Come to a conclusion - don’t just stop when time is up. ‘The rest of the developments  are described on pages 7-10 of the paper’   is far better than trying to rush through all of the rest of what you would liked to have said. Then review the main points, ready to hand over for questions.

•
Repeat people’s questions so that everyone can hear them. (This should be done by the chair, but often isn’t!). Repeating the gist of the question also gives you some seconds to be thinking out your reply.

•
If your paper is going to be published, and if there is time to make changes, it’s often very useful to add to the paper the main points that were raised in questions and discussion. This can be done as an Appendix - but in this age of wordprocessors is even better-done by slipping in additional ‘matters arising’ in the body of the paper at appropriate places.

What about ‘Keynote’ Presentations?

Many Conferences have one or more ‘keynote’ presentations (or ‘addresses). Keynotes would often benefit from some of the advice already given about presentations in general (I leave you to judge how the people approached to give keynotes may be receptive to advice).

So what’s the difference?

A keynote address usually differs from an ‘ordinary’ conference presentation in some (or all) of the following respects:

•
it’s given to the whole assembly, not ‘parallel groups’.

•
it may be given by someone well-known (or infamous) in the field.

•
it is probably intended either to ‘launch’ a Conference theme, or to ‘sum up’ a theme.

•
it may be intended to be a provocative event.

•
it will almost certainly be ‘formally chaired’

•
it may be agreed that it will be a straight presentation, with no opportunity for the audience to engage in questions and discussion.

•
where questions are to be taken after the presentation, there will be the need for effective chairing.

(Some suggestions for Chairs are given in Appendix 3)

However, the criticisms that are levelled at keynote addresses are very much the same ones that apply to conference presentations in general, so it would seem sensible for keynote presenters to take note of many of the points already given in this booklet.   

Feedback makes perfect?

If you often give presentations, you’ll know the value of practice. However, even if you only give presentations occasionally, you can learn much by seeking feedback from members of your audience. It’s useful to gather such feedback before you embark on a conference presentation (though you may also like to collect feedback on the conference presentation itself). 

Two simple questions (for example as part of a short questionnaire) can produce a lot of useful information for you:

‘What are two things you liked best about my presentation?’

•

•

‘What are two things you liked least about my presentation?’

•

•

An alternative is to ask members of your audience to jot down brief suggestions to you under the three headings:  stop,  start,  continue.  This can produce surprisingly useful feedback, and can be done quickly. Regard all feedback as useful - even if it sometimes hurts a little!

Planning and Conducting Workshops

There is far more criticism of ‘poor workshops’ than of ‘poor papers’ at conferences.  One reason for this is that a workshop is normally at least 90 minutes - often longer. If you’re ‘trapped’ for 90 minutes or more in a situation where you’re bored, patronised or irritated, you’d be more critical than if you suffered a mere 40 minutes frustration in a ‘poor paper’ session.

Sadly, many workshop facilitators don’t see themselves as facilitators - they’re in the business of giving extended presentations. If you’re planning to run a workshop based on telling participants all about things you have done - think again! The essence of a good workshop is things participants do during it (including them discovering for themselves  all sorts of things you provide them with).

What is  a workshop?
A workshop is not a lecture - though it may contain some short episodes in lecture-mode. A workshop is not a seminar. It’s not just a discussion.  A true workshop does not have an audience - it has participants. If participants are clear about the nature and purposes of your workshops, they’ll get more out of them - and so will you.

Some Definitions of ‘A workshop’
•
a group event where each participant emerges able to do things better than he/she could at the beginning.

•
an event where each participant actively contributes for most of the time.

•
an event where participants learn a lot from each other.

•
a session where the emphasis is on process rather than content.

•
an event which has a product, which encapsulates the ideas and experience of all the people present.

•
a training session where the outcomes are dependent on the contributions of the participants rather than from input from the leader.

•
a learning occasion based on the experience of the participants, rather than on the knowledge of the leader.

•
a place where you get replacement parts fitted to your car at a price which surprises you and in a timescale which exceeds your expectations!

If you ask your participants to define a workshop, you’ll get a range of answers - including amusing ones. More importantly, however, you will get a flavour of the kind of event they expect.

Variety is the spice of workshops

What makes workshops different from presentations, lectures, courses, or seminars? The variety. Any good workshop is based on a mixture of processes - most of which involve participants doing things rather than hearing about them. It could be said that workshops are based on experiential learning - particularly that which occurs in groups rather than simply sitting as part of an audience.  

The list below suggests some of the things you can get your participants to do during your workshop.

•
giving you their expectations - telling you what exactly they hope to get out of your workshop.

•
an ‘ice-breaker’ activity to get participants talking to each other.

•
suggesting or establishing one or two agreed groundrules for the workshop.

•
selecting from alternative workshop ideas, based on a short introduction from you.

•
sharing their experience and expertise.

•
brainstorming - generating ideas and solutions to problems.

•
exploring resource materials you provide them with.

•
working in groups, on problems and issues.

•
reporting-back with their ideas and suggestions.

•
using you as a resource in developing their ideas (and yours)

•
using you as an ‘expert witness’ - questioning you.

•
a concluding or reviewing exercise, where participants draw together what they have got out of your workshop, and report back to you.

Plan for flexibility
Base the planning of your workshop on the activities your participants will engage in, not on the content you might like to tell them about. Plan to make the content available to them in other ways, such as papers, handouts, exhibition materials, demonstrations, illustrations, recordings and so on.

It’s best to have sufficient activities to keep your participants going for twice the time available - and to carefully select the most appropriate half of these activities, depending on what your participants really want to get out of your workshop.

Advance Publicity for your Workshop 

Aims

•
to make your workshop information create interest in would-be participants

•
to provide useful, relevant information for the conference documentation

You will have noticed how expert publishers are at designing book covers to attract readers. The same principles apply to advance publicity for workshops. This is particularly true when your workshop is one of several on offer (for example a parallel session at a conference). Yet so many examples of advance publicity are dull, monotonous and off-putting - and then people complain that hardly anyone turned up for their workshop session!  I’ve explored below a number of ways of avoiding this.

What do intending participants want to know?
• 
what is it about?  


(title and abstract)

• 
what exactly will I get out of it?(the objectives)

•
how many can attend?


(outline programme: workshop format)

• 
how will it run?   


(outline programme: workshop methods)

Your aims regarding the advance publicity may include:

• 
to attract potential participants to the general idea of the workshop.

• 
to let participants see exactly what the workshop may do for them.

• 
to enable participants to see how the workshop will unfold.

• 
to give participants an idea of what a skilled workshop facilitator you are!

What the conference organisers need to know in addition:

•
that it will really be a workshop, and not just a long presentation!

•
an indication of the sort of tasks participants will engage in.

•
whether or not you would like some help in running the workshop, from an experienced workshop facilitator.

•
the sort of equipment you wish to be available.

•
your requirements regarding room layout, overhead projector, flipcharts and so on.

•
the maximum and minimum numbers of participants you can accommodate at the workshop.

•
whether you will be prepared to repeat the workshop if participant demand is high .

We’ll explore the key ingredients of advance publicity (‘the flier’) for your workshop in the following stages:

• 
the title  (important enough to deserve thinking about)

•
the ‘Workshop Flier’ comprising: 




•
an abstract or summary, 




•
the workshop objectives, 





•
an outline programme.

Your Workshop Title

Here are some titles. Which workshop would you choose to go to? (Don’t worry about the topics - feel the titles!)

1. 
Performance Indicators For The Appraisal Of Quality In The Design Of Training Evaluation

2.  
Competence - Competitive Or Collaborative?

3. 
An Introduction To The Basics Of Writing Open Learning Materials

4. 
Computing For The Terrified!


5. 
Exploring Evaluation

6. 
Training Lecturers To Stop Teaching!

Here are some thoughts on those as titles. 

1: 
Far too long. What on earth is the workshop really about? Looks heavy!

2: 
Nice one - it’s got a bit of a ring to it.

3: 
Not good. Who would admit wanting to be introduced to the basics? ‘I don’t want to be seen to admit this’.

4: 
Much better. This is a nicer way of explaining that the workshop is suitable for beginners.

5: 
A good one - short and sharp. Also the word ‘exploring’ sounds attractive - it sounds participative rather than didactic.

6: 
This one hit the nail on the head - and still attracted large numbers of participants (all hoping that the title did not really mean what it said!)

It’s best if titles are short and sharp. If they can be made ‘punchy’ or vaguely-amusing - so much the better. 
An alternative: Title and sub-title:  this is often a good way of having a punchy title - but giving a bit more detail without making the title itself longer. Here are some I thought up!

Learning Styles

- Myth Or Reality?

Assessment Of Prior Learning

-  The Emperor’s New Clothes?

Performance Indicators

- Uses,  Abuses - And Excuses!

From Competence To Excellence?

- From ‘Can Do’ (Or ‘Once Did’!)  To ‘Does Brilliantly’

Defining Quality In Education
- Never Mind The Teaching, Feel The Learning!

Your Workshop Flier

(Abstract + Workshop Objectives + Outline Programme)

This is normally the bit that appears in the conference documentation.  It’s the bit that explains why it’s worth participating in the workshop. It may explain the importance of the topic. It may highlight the particular difficulties that the workshop will address. When you write this part of the advance publicity, try to sell your ideas to likely participants. Don’t overdo it though - one good paragraph should suffice - not three pages! 

Don’t ‘stand on your professional dignity’ when writing the Abstract for your workshop. The important thing is that intending participants can get a clear impression of what the workshop is about. 

It’s not just an Abstract, however. The Abstract itself tells about the content, but a workshop is about processes as well as content. To give information about the processes, it’s best if the flier also gives some further information - the Workshop Objectives - and a rough outline programme. 

Setting the Objectives
What are people going to get out of your workshop? This is the time to be specific (and optimistic). Here are some do’s and don’ts learned by trial and error!

DO...

• 
make the objectives belong to the participant


(for example ‘by the end of the workshop you’ll be able to.....’ rather than ‘at the end of the workshop participants will be able to....’)

• 
start each objective with ‘sharp’ active words such as ‘handle....’ ‘use....’ ‘discuss why....’ ‘explain how to....’

•
 keep it down to about three objectives (long lists lose likely learners).

DON’T...

• 
use words like ‘understand’ - even when you mean them! Ask yourself ‘how can they PROVE that they understand it?’ and use the words that come to mind as a result of this question.

• 
make the objectives look too much like hard work - even when they are hard work. Take the sting out - make it seem reasonably likely that the person reading them will actually achieve them all. After all, conference workshops don’t (usually!) last all day.

Outline Programmes
Since intending participants will wish to weigh up whether the workshop will run in an interesting way, your outline programme needs to look interesting. Of course it needs to contain ‘start’ and ‘stop’ times, and ‘coffee’ if it’s a long workshop with a break in it.   But it also needs to say a few words more than just content.

Outline Programme:  
Workshop 12: Tuesday 7 April 



Room J201:  0930-1130
0930
Introduction - Participants’ expectations

0950
Introductory exercise (in pairs)

1020
Plenary brainstorm: ‘What’s  modularism?’

1030
Syndicate task on ‘prioritising policy aims for modularism’

1040
Coffee (still in syndicates please)

1055
Syndicates report-back

1115   Workshop feedback and general discussion

1130   Close of Workshop            

To sum up: for a workshop, the advance publicity material for conference delegates should comprise 
•
title



•
abstract



•
objectives



•
outline programme

and all on less than a single sheet of A4 paper - and not-too-crowded a sheet. From this sheet, it should be abundantly clear to intending delegates (and to the conference organisers) that the workshop is not just a presentation, or a lecture. Participants should be able to see in advance the sorts of activities they will be engaging in at the workshop, and they should also be able to see what they can expect to gain from the workshop.

Notes to frustrated workshop ‘presenters’!

You can still ‘present’ things at an active workshop - as long as you don’t do so by talking at your participants!  Give them materials to explore for themselves, examples to sample, or illustrations to discuss.

Workshop Products
Every good workshop produces something. The flipcharts, post-its, and acetate slips that workshop participants generate usually contain many things well worth preserving. Collect them all together, collate them, type them up, and distribute them to the people who attended your workshop. Add your own ‘Further Thoughts’ if you wish. Aim to get the ‘Workshop Products’ to them within two weeks, so that their memory of the workshop will still be fresh as they receive this permanent reminder of their collected ideas. (To make sure you get the ‘Workshop Products’ to everyone - and to save you some time - give out blank envelopes during the workshop, and ask participants to self-address them. This puts you under a useful obligation to produce the products!).

Appendix 1

Overhead Transparencies: preparation and uses

Why use an Overhead Projector?

It is well known that seeing-and-hearing something is much more memorable than just seeing it or just hearing it. The simplest (and most versatile) visual aid is the overhead projector. One of the main advantages of overhead projectors is that you can continue to face your audience, even while pointing to part of a transparency (using a pencil on the acetate itself, rather than a pointing a stick towards the screen).

Giving a presentation, you can control an overhead projector yourself (none of that ‘can we have the next slide please, now?’ - or pressing the wrong button on the remote control and getting the previous slide yet again!). Running a workshop, you can extend the use of a projector to showing acetates produced by participants and by workshop syndicates.

What can go wrong?

The lamp can blow - this happens to everyone sooner or later! There’s nothing you can do to avoid this happening - other than have a projector with a switchable spare lamp. The main things that go ‘wrong’ are avoidable, and are to do with the design and use of transparencies. The following rank high in the list of audience turnoffs:

•
typewritten transparencies (especially with small print, and lots of it)

•
complex diagrams and flowcharts, with small print

•
badly-handwritten transparencies

•
boring-looking handwritten transparencies, for example one colour only

•
leaving a transparency on view long after everyone has read it (twice)

•
whipping transparencies away before the audience has finished with them

Designing good transparencies

Whether transparencies are being used for presentations or during workshops, the most-common fault is to put too much information on an acetate sheet. When you’re pre-preparing overhead transparencies for a presentation (or a workshop), plan to make each ‘screenful’ look good - and ensure that the size of the lettering is such that it will be possible to read it from the back of the room. Using an ‘unfussy’ print-font (or style of hand-lettering) can make a lot of difference. With desk-top publishing systems, you can make impressive transparencies quickly; however, neat hand-printed transparencies can make a pleasant change too. The example below shows an acetate introducing the objectives of a workshop - with notes on it to point out where space has been deliberately left.

By the end of this workshop we should have:

· Had a look at learning in general

(leave enough space between bullet points to make separate ones stand out)

· Explored what students do during the average lecture

· Worked on some of the things that often go wrong in lectures

· Discussed the use of interactive handout materials

· Worked out what sorts of lecture make teaching quality assessors happiest!

Don’t use the space at the bottom of the transparency; this can be difficult for some members of the audience to see easily.

Know your Projector!

There seem to be as many types of overhead projector as there are conference venues.  Get there early, play with the projector till you know all its foibles. Check the focus when you start. Remember to switch it off when you’ve finished talking about an overhead - otherwise your audience will happily continue to stare at the screen, taking little notice of what you’ve moved on to.

Know your Room!

When giving presentations, you can normally expect the projector to be set up in a sensible position, so that everyone can see the screen relatively easily. It’s still worth checking this out. When you’re running a workshop, however, you’re likely to find the projector stuck in a corner, the screen all folded-up, and the seats in rows (rather than the U-shape or circle you may prefer for an ‘intimate’ workshop). Give yourself half-an-hour at least to arrange the room exactly as you want it to be.

Appendix 2

Some don’ts for presentation managers

Presentation managers (for example PowerPoint) can add a lot to a conference presentation. Any presentation medium can be used well or badly. The following list of things to avoid is from ‘2000 Tips for Lecturers’, coming out for the millennium.

1 Don’t just use computer-aided presentations because everyone else seems to be using them. This may be a reason for making at least some of your presentation computer-aided, but it is worth thinking hard about whether computers provide the best medium for the exact purposes of each element of your presentations. It is better to mix and match, rather than to switch blindly to a different way of supporting your presentations.

2 Don’t cause ‘death by bullet point’! Even though computer-aided presentation packages can introduce bullet points to slides in a variety of ways (fly from left, dissolve, and so on), bullet points can quickly become tiresome to an audience. It is worth having a good reason for building any slide step by step. 
3 Don’t underestimate the problems that can arise. You may not be able to get the room dark enough for delegates to see your presentation properly. There may be compatibility problems between the software version you have used to create your presentation, and the version on the computer through which you wish to show it. The image size on your laptop may not be compatible with that required by the data projector. The resolution of the projection equipment may not be sufficient to show fine details of images that you carefully placed into your presentation.
4 Don’t overdo the special effects. Doing the whole presentation in a single format becomes boring for your audience, but programming a random sequence of slide builds tends to be irritating for you as presenter, as you don’t know what build sequence will be produced when you move to your next slide. Similarly, don’t go overboard on the snazzy changes from one slide to the next. 

5 Don’t use it just like an overhead projector substitute! Simply transferring the contents of your overhead transparencies into a computer delivered presentation does not make full use of the medium. Try to do other things with computer-aided presentations, for example making good use of the possibilities of moving images, graphics and so on.
6 Don’t forget that it’s not that bright! Most computer-aided presentation packages rely on projection equipment that is not nearly as bright as a good overhead projector. This means that you may need to take particular care with room lighting, daylight from windows, and (worst of all) direct sunlight. If you use a liquid crystal display tablet, it isn’t a good idea to place it on top of an ordinary overhead projector; you need a high powered one (1000 W or more) for reasonable visibility.
7 Don’t forget the conditions appropriate for human sleep! Turning down the lights, sitting comfortably in the same place for more than a few minutes, and listening to the sound of your voice may be just the right conditions for your audience to drop off, particularly if the images are unclear.
8 Don’t put too much on any slide. There still seem to be few computer-aided presentations where all of the slides are perfectly readable from the back of the room. It is better to have twice as many slides, rather than to cram lots of information onto each slide. It usually takes two or more slides to project the same amount of information that would have taken one overhead transparency.
9 Don’t forget to rehearse your presentation. With overhead transparencies you always know what is coming next; with presentation managers it is all too possible to forget. If you look surprised when your next slide appears, it does not do much for your credibility with your audience.
10 Don’t underestimate the potential of remote controls surprising you! Many systems allow you to change slides with a remote control connected to your computer, or to the projection equipment. Pressing the wrong button on this can switch the system to something quite different (for example video input), and can mean that you can find yourself unable to get back to your presentation without losing your cool. It is best to find out in advance which buttons not to press, and possibly to place some adhesive tape over them to reduce the possibility of pressing them.
11 Don’t forget your overheads! It is still useful to have at least some of your computer slides on traditional acetate. Computers can go down. More likely, you can still press the wrong button on a remote control, and switch your projector onto video or off altogether. At such times, it can seem life-saving to be able to go to overhead projector, at least temporarily.

Appendix 3

Presentations: Some Suggestions for Chairs
•
take time to plan an effective introduction for the presenter.

•
agree how you will alert the presenter to the fact that time will soon be up.

•
find out whether the presenter is prepared to take questions, and if so, for approximately how long.

•
be quite insistent if time is running out.

•
have a question or two ‘ready’ in case there should be an embarrassing silence when ‘time for questions’ arrives - but don’t use these questions if there isn’t such a silence.

•
encourage the audience to respond with questions, watching for who seems most likely to be ready to make the first contribution.

•
encourage short, sharp questions; discourage ‘speeches’ from the audience.

•
ask each questioner to state his or her name clearly, before the question.

•
repeat (or summarise) each question, so that people in the audience who could not hear it first time have the chance to hear it again.

•
keep watching for who wants to ask the next question - take questions in strict order.

•
give as many people as possible a chance to ask questions, not just the person in the second row who seems to have a lot to ask.

•
when time is finally up, thank the presenter, and move the audience to ‘show appreciation in the customary way’.

•
don’t tolerate fools gladly! An obscure question wastes valuable time.

Workshops: Some Suggestions for Chairs

‘Chairing’ a workshop is normally very different from chairing a formal presentation. Many workshops don’t really need a chair other than perhaps to introduce the facilitator(s) at the beginning. However, there are useful functions a chair can adopt during a workshop, including:

•
simply being an ‘ordinary’ participant, after introducing the facilitator

•
being an ‘extra pair of hands’, assisting the facilitator

•
making notes to lead to a summary of the workshop and its outcomes

•
acting as a ‘normal’ chair at times as and when needed 

•
helping to organise participants into syndicate groups when required

•
helping to get syndicates back into plenary when required

•
keeping the facilitator informed regarding time (workshops can overrun!) 

•
helping bring the workshop to a positive conclusion
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Appendix 4 

Getting the most from a conference: tips for delegates

(A baker’s dozen of tips by Phil Race, written specially for the SEDA/AISHE Spring Conference, 2005)
Most delegates have a good time at most conferences. Conference organisers burn much midnight oil trying to ensure that conferences work well. But, rather like teaching and learning, at least some of the responsibility for having a good experience rests with the delegates themselves. I hope that these tips may help you to enjoy this conference even more than usual.
1. Set out to network well with other people. Use the delegate list to find out who is there, and to track who is who as you go through the conference. Have your business cards or other bits of paper with contact details to give out, and collect other people’s as you go. Invent your own code to indicate for future reference whom you really want to contact, and why, and what they did which really interested you.

2. Follow up key contacts while you still remember why. Emails are good. But remember what you wanted to ask each contact, or to tell each contact.

3. File your own notes sensibly and systematically. Jot things down on the relevant page of the conference handbook, so that weeks later you can still remember which session caused you to put pen to paper with your thoughts and reactions.

4. Collect what you will use – and throw the rest away. It’s all too easy to just collect everything in case you may want to use it, and to end up with so much paperwork that you’ll never actually look at any of it again.

5. Don’t try to go to every session. Conferences can be exhausting, and we all need some time to get our heads together and to think through important ideas rather than drown them with yet more ideas. And we all need a rest now and then, to make the most of the next important session.

6. There’s no such thing as a duff session. Even when you find yourself in a room where you feel you’re definitely in the wrong place at the wrong time, you can still think. You can reflect further on other things the conference has got you thinking about. You can make notes. You can write things for later. You can think about why you’re not enjoying the session, and what this says about the presenters, about you, about the subject, and about the other delegates. You may be able to jot down reminders to yourself about things not to do in your own sessions, or in your own teaching.

7. If you’re not enjoying a particular session, remember that others may be loving it. Don’t be a wrecker. Don’t spoil it for other people by letting your boredom or irritation show too clearly. Think about how you can still get something out of it even if you’re not enjoying it.

8. Remember who gave really good sessions. This helps you to make your selection at future conferences. You may want to bring these people back to your own place. And think about why these sessions were so good. What can you do to use these things in your own work?

9. If you want to ask a question in plenaries, write it down first. This minimises the chance of getting embarrassed and making a botch of it in front of everyone else. And if you don’t manage to ask the question, you’ve still got the question – you may be able to ask it later, perhaps at a coffee break, or an email to the presenter later.

10. Challenge yourself. Don’t just go to things you know a lot about, or sessions run by people you already know. Try to build at least a quarter of the conference around things you’ve never heard of, by people you don’t yet know much about.

11. Become a student again. A conference is a good time to remind ourselves what it feels like to be learning new things. Reflect on what you’re learning, and how you’re learning (and indeed how you’re sometimes not learning), and remind yourself how to help your students to reflect. Think again about what makes learning enjoyable, and what makes learning deep.

12. Use your digital camera to capture what is visual. Flipcharts which got you thinking, for example. Or posters or displays. Make sure you capture the contact details too if you may need them again.

13. Use the feedback form well. Don’t leave filling it in to the very end, and therefore have to do it in a rush. Jot things down on it as the conference goes, you can always alter it before handing it in. Good feedback helps to make the next conference even better.
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