
 
Session Chairs Guidelines1 

 
 
If you have been asked to chair a session, please read the following suggestions carefully and contact PAM-IE 2019 
corresponded (to psychologyandmusic2019@gmail.com) if you have any questions. 
 
The guideline is intended to help you achieve the following two aims: (1) to make sure that everything runs to schedule, 
and (2) to support and stimulate a fruitful academic exchange during the question period after each talk. Thus, you have 
two main tasks: (1) to make sure each speaker stops on time, and (2) to take control of the question period. 
 
Preparing for session 
Bring a reliable watch to the conference. Go to the room in which your session will be held about 15 minutes before the 
start of the session to meet the speakers and the technical assistant. Make sure that the speakers have everything they 
need, and discuss with them how best to signal to them when they have 5 minutes, and then 1 minute, to go, and when 
their time is up. 
 
Presentation and time limits 
Presentation time is limited to 20 minutes, where 15 minutes is available for presentation, and 5 minutes for discussion. 
Please, stay strictly within these limits, because other presenters have to have the same time at disposal and parallel 
sessions will be taking place. Start each talk exactly on the 20 minutes – not 1 or 2 minutes late. 
 
At the start of each talk, announce the names of the authors, the title of the paper, and which author(s) is/are 
presenting the paper. That should take about 10-20 seconds. Do not offer biographical background information on the 
authors of regular papers, as this will steal time from their presentation. If people need this information, it is provided in 
the abstract booklet. 
 
If there is a technical problem at the start of the talk, let the assistants solve it. Introduce the speaker on time and 
encourage the speaker to start talking without slides, while the assistants are working in the background. When the 
slides appear, the speaker can quickly repeat anything that s/he has already said and get back on schedule. In the 
unlikely event that the problem is not solved, continue with the program and ask a person from Conference Organizing 
Committee afterwards if the talk can be repeated later. 
 
Do not change the program yourself. During the talk, sit near the middle of the room and in the direct line of sight of the 
speaker, so s/he can see your signals. Make sure the speaker stops on time. Use whatever combination of appeasement, 
politeness and public impatience that you consider necessary. The timetable is a clear agreement between the speakers 
and the other conference participants. The question period is for the benefit of the audience, not the speaker (although 
the speaker will also benefit from it). The audience will thank you for being strict. 
 

                                                           
1
 Guidelines relied on CIM8, ESCOM and EIP2019 instructions. 

mailto:psychologyandmusic2019@gmail.com


Question and discussion period 
During the period of question and discussion, stand at the front of the room. Use clear hand or arm gestures to indicate 
who should ask the next question. If necessary, remind both questioners and speaker(s) to be brief. Audience members 
should primarily ask questions; any background information that they give should be kept as brief as possible. Speakers 
should briefly answer the question posed, and then stop and take the next question. As a rule, questions and answers 
should not last more than about 30 seconds each, i.e. up to one minute for each question-answer pair. The speaker and 
questioner should not continue back and forth; if they do, ask them to postpone their public conversation until a private 
moment, to allow others to contribute to the public discussion. If people don't comply with these guidelines, don't be 
afraid to interrupt them. Be polite and tactful, but also firm. 
 
Questions from the chair 
If no-one raises their hand with a question at the start of the question period, do not hesitate to ask a question yourself, 
to break the ice and get the discussion moving. Please consider preparing these questions before your session. You 
probably will not need them, but it is good to have them. Establish and (if necessary) announce the order of questioners. 
Encourage shy audience members to ask questions before allowing the confident ones to ask a second question. If there 
are a lot of questions, announce in advance who will pose the last three questions, apologize to the others, and stop 
when the last person's question has been answered. That should, of course, be as near as possible to the allotted time. 
People who still have questions can continue privately. 
 
General points 
One members of the support team will be allocated to your session. If you have a problem of any kind, do not hesitate 
to ask them to solve it. 
If one of your speakers fails to appear, ask your audience to take a break or attend another talk and come back in 20 
minutes. Don't change the timetable! 
Session chairs who do not feel fluent in English may find the following expressions useful. Of course, everyone uses 
different expressions, which change depending on the situation. 
Introduction: "Welcome to this session, which is entitled .... The first talk is entitled .... Its authors are ...., ...., .... and .... 
The talk will be given by ....." 
At the end of the talk: "Thank you." (clap) "Are there any questions?" 
During question and discussion period: "I'm sorry, we have run out of time and must end now." (clap) "Are there any 
questions?" "I'm sorry, we must end the question session now so that people can change to another room if they wish 
to (or make their way to the coffee pot). Thank you again." (clap). 
Like all guidelines on this page, these should be regarded only as suggestions. Please chair your session in the way you 
consider most appropriate, taking advantage of your professional experience and personal style. 
 
 
 

Thank you! 
PAM – IE 2019 Organizing Committee 


