
 

 

Contact  
Donna Clapham - 021 315 133 

donna@w4u.co.nz 

 

CHAIR PERSONS NOTES: 
 
Thank you for agreeing to Chair a session at our virtual event - ORL 2021 - the NZSOHNS 
ASM. 
Following are some instructions to assist you in this role.  
 
 

1. You will be emailed a link to invite you to the speaker "Green Room" about 15-20 
minutes prior to your session. 

2. Our AV technician will go through the technology with you and review how it all 
works. 

3. You will have access to SLIDO which is the Q&A portal we are using.  

4. The speaker who is up next will also be invited to log into the "Green Room" so you 
can both say hi and ensure everything is working well. 

5. Once you're both ready the AV tech will 'transfer' you to the 'live' presentation screen. 

6. If the speaker's presentation is a full LIVE STREAM presentation, you will introduce 
them then they will start their talk. 

7. If the speaker's presentation is a PRE-RECORDED presentation, you will introduce 
them live and the AV tech will then start playing the recorded presentation. 

8. As the presentation is played you'll be able to see on SLIDO whether any questions 
are coming in from the audience.  

9. Pick a couple of appropriate questions to ask the speaker at the end of their talk. 

10. At the end of the session, if the speaker is available to do LIVE STREAM Q&A they will 
be dialed in and you'll say hi and ask the first question. 

11. Please do your best to start the session on time and time keep throughout the 
session. Especially important for the LIVE Q&A sessions. 

12. Thank the speaker at the end of their presentation or Q&A and introduce the next 
presenter. 

SPEAKER BIOGRAPHIES 

Speaker bios are listed in your individual notes. Bios are not to be read out in full but are for 
your reference. A 1-2 sentence introduction for each speaker should be sufficient. 

SPEAKER PRESENTATIONS 

Subject to speaker permission, PPTs will be available on the ORL website www.orl2021.nz 
post conference. 

http://www.orl2021.nz/

