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Guidelines for Presenters  
 

Introduction 
 

Presentation sessions are designed to provide presenters with the opportunity to 

communicate the significance of their research to a larger audience. The aim is to 

engage the audience's interest and stimulate discussion throughout the conference. 

The presentation should be 15 minutes long, followed by a 5-minute discussion. 

 

Papers are organised by theme or track, often involving participants from various but 

related disciplines. This structure encourages cross-divisional, in-depth dialogue 

among presenters and attendees. The following guidelines will assist you in preparing 

and delivering your presentation effectively. 

 

Preparing the Presentation 
 

Acceptable formats 

• Use Microsoft PowerPoint for your presentation. 

• Ensure graphics are well-designed, simple and readable. 

 
Content structure of your presentation 

• Title page with your name and affiliation. 

• Agenda outlining your presentation topics. 

• Research aim, objectives, and hypotheses. 

• Literature review. 

• Explanation of the research problem and its significance. 

• Justification of the methodology and methods used. 

• Main results and findings. 

• Contribution to theory and practice 

• Conclusion, highlighting new insights and contributions to understanding. 

 

Design and animation 

• Use animation cautiously to enhance your presentation. 

• Maintain consistency in animating slide titles, graphic elements, and text. 

• Use bright lettering on a dark background or vice versa for contrast. 



• Ensure text size is large enough for readability. 

• Break complex slides into simpler, sequential slides. 

• Focus on illustrating major points or trends, not detailed data. 

• Avoid long or complex formulas that may be difficult to follow. 

• Use concise wording in titles, subtitles, and captions. 

• Use coloured graphs with contrasting colour schemes for visibility. 

• Include introductory and concluding slides to enhance focus. 

 

Delivering the presentation 

 

Pre-presentation preparation 

• Arrive at the session room at least 15 minutes early. 

• Familiarise yourself with the room setup and equipment. 

 

Presentation delivery 

• Speak slowly and clearly to ensure understanding. 

• Explain slides rather than reading them. 

• Engage the audience by asking questions to maintain interest. 

• Relax and enjoy the presentation process. We are a friendly community.  

 

Additional Guidelines 
 

DOs 

• Plan for a 15-minute presentation. 

• Highlight the key aspects of your research to demonstrate its value and tell an 

engaging story. 

• Use fonts larger than 28 pt and limit your presentation to no more than 12 

slides. 

• Focus on what is novel and interesting about your findings. 

• Begin with a real-world analogy or story to capture interest. 

• Make eye contact and engage directly with the audience. 

• Identify opportunities for audience participation. 

• Pose rhetorical questions at key moments and allow time for responses. 

• Use brief exercises or scenarios that draw on the audience's personal 

experiences or knowledge. 

• Clearly state the problem, its significance, and your contribution. 

• Explain what is new in your model compared to previous work. 

• Provide an overview of how your measures relate to the theoretical construct. 

• Establish validity and ensure rigorous methods were applied. 

• Connect methods to research objectives and justify your choices. 

• Present the most significant findings and results and explain their implications. 

• Broadly address what has been learned and what future steps are needed. 

• Encourage the audience to read the full paper in the proceedings for more 

details. 

 
 

 

 



DON'Ts 

• Avoid being overly conceptual  

• Refrain from using small fonts or an excessive number of slides. 

• Do not deliver a monologue; engage the audience instead. 

• Avoid presenting an extensive literature review. 

• Do not explain every detail in complex figures. 

• Do not provide detailed descriptions of sample measures and instrument 

validation. 

• Avoid presenting extensive tables filled with numbers. 

• Do not review each result in detail or summarize all significant points. 

 

Guidelines for Session Chairs 
 

As a session Chair, you play a crucial role in ensuring the smooth and effective 

conduct of the conference sessions. Your responsibilities include managing the 

schedule, facilitating discussions, and maintaining a professional and respectful 

environment. The following guidelines will assist you in fulfilling these duties and 

enhancing the overall experience for presenters and participants. 

• Be prepared to manage your session professionally and efficiently. 

• Adhere to the schedule during the session, maintaining the order of 

presentations as outlined in the conference programme. 

• Ensure that discussants are concise and focused and manage both the 

discussion and time effectively. 

• Recognise that your role as Chair extends beyond merely keeping time and 

order.  

• Start with a brief introduction to the session's subject matter and explain how 

each paper contributes to exploring the research domain. 

• Inform presenters of the time limits and emphasise the importance of 

respecting others' time. 

• Politely but firmly address presenters who exceed their allotted time, 

especially if they are inexperienced or unprepared. 

• Encourage discussion by creating an informal, first-name basis environment. 

• Provide a brief introduction of all participants and discussants and facilitate 

the floor discussion. If the Chair is also presenting, another presenter should 

introduce the Chair during their presentation. 

• Consider discussing each paper immediately after its presentation. 

• Be courteous and respectful to all session participants. 

• Due to potential last-minute changes in attendance, some sessions may have a 

different number of papers than initially scheduled.  

 

Guidelines for Session Discussants 
 

Discussants play a crucial role in synthesising ideas and fostering interaction with the 

audience. The goal is not to provide an exhaustive discussion of each paper, but rather 

to highlight a few key points and ask questions that merit further exploration. 



 

• Prepare in advance by familiarising yourself with the papers before the session 

to provide informed and relevant feedback. 

• Provide constructive comments and pose questions for approximately 5 

minutes following each presentation. 

• Offer comments that will assist authors in enhancing their papers. 

• Discuss the significance of any major issues identified in the papers. 

• Evaluate the presentation and highlight any contradictory results that appear 

across the papers. 

• Engage the audience by encouraging participation through questions and 

comments, fostering a dynamic and interactive discussion. 

• Balance critique and praise by highlighting the strengths and innovative 

aspects of each paper. 

• Facilitate connections by suggesting potential collaborations or connections 

between authors and other researchers in the field. 

• Summarise key takeaways at the end of the paper to reinforce the main 

insights and discussions. 

• Adapt to time constraints by being flexible and adjusting your comments if the 

session is running behind schedule to ensure all papers receive attention. 

• Be kind and constructive, ensuring that no participant feels insulted. Afterall, 

we are a friendly and welcoming community. 


