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Guidelines for Speakers
· Conference Audience
There will be around 70 people at the conference, from a variety of European countries.  There will be a wide range of interests, knowledge and experience levels present at the conference so please consider this when preparing your presentation.  All talks will be given in English.

· Length of presentation
Talks should last no more than 20 minutes and 5 minutes will be available for questions at the end of the presentation.  Please make sure you adhere to this time frame of 20 minutes so that we do have time available for questions.  Session chairs will cut anyone off who exceeds their time limit.
Try to arrange your presentation in a logical format, e.g. Introduction, Aims and Objectives, Methods, Results, Discussion, Conclusions.

The conclusions (the “take-home message”) are the most important part of any presentation – therefore please ensure that you leave sufficient time to explain these properly and do not have to rush through them.  

· Presentation format
Given the need to move promptly from one talk to the next, there will only be one computer used during the conference. This computer will be set up with the latest version of the Microsoft Office suite (i.e. the 2007 version).  Therefore, please ensure that your presentation is made in an PowerPoint format and that it is compatible with the latest 2007 version of this software.  
Please bring your presentation on a memory stick preferably, or CD / DVD if required.  A nominated person from the university will be available within the conference room at the beginning of each day of the conference (8.30-9am) in order to upload the appropriate talks for each days proceedings.  Please ensure you allow enough time for your talk to be put onto the computer in order for the programme to run smoothly- this is the speaker’s responsibility!  Further clarification of this procedure will follow at a later date.

· Presentation guidelines
Please bear the following in mind when preparing your presentation:
· Use a large font size so that your slide is easily readable from a distance by all attendees.

· Try not to squeeze too much text/ many graphics onto each slide.

· Try not to squeeze too many slides into a presentation, i.e. one slide per minute is usually ideal!  In order to do this, choose carefully what information is essential and what you plan to say.
· Ensure text on all graphics, such as graphs, is large enough to be readable from a distance.

· If you need to use a video/audio sequence then ensure it works, preferably on more than one computer!  Also ensure the video/audio sequence is compatible with the Microsoft office suite and does not need any software to be downloaded for it to run properly!

· Avoid the use of copyrighted images, unless you are the copyright holder or have permission to use them.

· Rehearse your talk, preferably in front of another professional/ peer, so that you know you can deliver it confidently within the timeframe allowed.

· Plan your talk to allow time for questions, as this is an integral part of presenting your work!

· Conclusion 
We've all been to talks and lectures that were poor.  Learn from their mistakes, make sure not to rush through your slides and that they are readable.
