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Chair Responsibili�es in a Paper Session or Symposium 

Each session’s chair is directly responsible for organizing and se�ng the tone of the session. Put simply, 
the chair’s primary goal is a well-organized, smoothly run session that is of the greatest benefit for each 
presenter and atendee. Your responsibili�es as a session chair are as follows: 

Prior to the Session 

• Email all presenters and the discussant to:
o Introduce yourself
o Let the presenters and discussant know much �me they will have to present during the 

session (typically 10-15 minutes, please choose an exact amount of �me, allowing some 
�me for transi�ons between presenta�ons and 5-15 minutes of Q&A)

o Suggest the order of presenta�ons based on the presenta�on �tles
o Remind presenters to submit their paper to the discussant by September 27th, unless 

you and the discussant agree on a different date
o Provide a deadline for sending presenta�on slides—typically 1-2 days before the 

session.
TIP: It’s a good idea to request a confirma�on from each presenter to make sure they are aware of the 
session date and �me, the amount of �me they will have to speak, and their order in the session. 

• Projectors and screens will be provided by NERA, but someone in your session will need to bring
a laptop. The chair typically brings it, but if you do not feel comfortable using your laptop for the
session or you have a Macbook, please work with the presenters and discussant to decide who
will bring their laptop and ensure that person has all the slide decks prior to the session.

o We do not recommend using Macbooks for sessions, even if you have adapters, because
of compa�bility issues when connec�ng to the projectors.

o NERA does not have presenta�on clickers/remotes, but if you have access to one, it
would be helpful to bring it or ask one of the presenters to bring one.

• Ensure that the discussant has all papers and will have �me to review them prior to the session.
• Familiarize yourself with the names of the presenters.
• When you arrive at the conference, locate the room where the session will be. This will allow

you to familiarize yourself with the se�ng, and also to no�fy the other presenters if there’s any
confusion or difficulty in finding the room.

At the Session 

• Arrive at least 10 minutes before the session starts to connect your laptop to the projector or to
help the person bringing a laptop (if not yourself).

• Open the session at the scheduled �me—welcome atendees, reiterate the �tle of the session,
introduce the presenters, and set expecta�ons for Q&A (brief Q&A a�er each presenta�on or
hold all ques�ons un�l a�er discussant remarks?).



• Help all presenters, including the discussant, adhere to the agreed upon �me limits.
o It is helpful to give presenters a 5-, 2-, and 0-minute warning using pieces of paper with

those numbers or hand gestures.
o Check in with the presenters prior to the start of the session so they know to expect

those warnings and have a chance to request modifica�ons (e.g., skip the 5-minute
warning).

• Time permi�ng, facilitate Q&A a�er the discussant remarks.
• Please end the session on �me in considera�on of other sessions that may follow.

Chair Responsibili�es in a Roundtable Session 

• Roundtable sessions are less structured. There is no need to collect materials from presenters
prior to the session.

• Please arrive 10 minutes before the session starts to meet the presenters. The room will have
several roundtables set up (typically sufficient for 1-2 presenters per table), but no projector or
screen since the focus is on discussion.

• Open the session at the scheduled �me—welcome atendees, reiterate the �tle and format of
the session, and ask each presenter to provide a two-minute introduc�on to the work they
brought to the session. A�er those two-minute introduc�ons, the session becomes more
informal and no addi�onal facilita�on is needed un�l the end of the session.

• Close the session at the scheduled �me by announcing the session has ended and thanking the
atendees and presenters (it is up to you whether to make the announcement to the room or to
one roundtable at a �me).

Chair Responsibili�es in a Poster Session 

• Poster sessions are less structured. There is no need to collect materials from presenters prior to
the session. There is also no need to introduce the session at the start �me, keep �me, or
facilitate Q&A.

• Please arrive 10 minutes prior to the start of the session and help the presenters with se�ng up.
One or more of the conference co-chairs will also be available to assist. (Ge�ng posters on a
board is much easier as a two-person job!).

• It may be helpful to take the lead in walking around and interac�ng with the presenters to get
discussions started.

• Close the session at the scheduled �me by announcing the session has ended and thanking the
atendees and presenters (it is up to you whether to make the announcement to the room or to
one presenter at a �me).



Discussant Responsibili�es in a Paper Session or Symposium 

The discussant for a session is responsible for providing insigh�ul commentary on the papers in their 
topic area(s). Comments are expected to be professional and construc�ve. The goal is to raise ques�ons 
for broader considera�on. Where possible the discussant should also atempt to connect the works 
presented in the session. Your responsibili�es are as follows: 

Prior to the Session 

• Collect and read all the papers for your session. Prepare professional and construc�ve comments
on the significance and contribu�on of the papers presented, drawing connec�ons between
presenta�ons where possible.

o Some discussants prepare PowerPoint presenta�ons. While this is not required, it can be
helpful in organizing your comments to the presenters.

• Consult with the session chair on the organiza�on of the session.

At the Session 

• Present your discussant remarks. It is expected that you draw upon your exper�se and views in
commen�ng on the papers or presenta�ons; however, it is not the appropriate to focus on
presen�ng your work.

• Offer comments on papers that will assist authors in taking steps toward publica�on. Such
commentary may include remarks in the session, comments writen directly on the papers,
and/or later discussions or e-mails with the authors.

Discussant SHOULD: Discussants SHOULD NOT: Tips 
Iden�fy commonali�es or dis�nc�ons 
among the papers, place the research 
in a larger context (e.g., public policy, 
educa�onal trends), and/or contribute 
perspec�ves from research/experience 
that add to the exis�ng presenta�ons. 

Provide summaries of what 
each person presented; 
focus the discussion on the 
discussant’s own work or 
research. 

Assume that the presenters 
are going to con�nue the 
line of research. In which 
direc�on do you believe the 
research should go? 

Provide feedback that refers to 
poten�al alterna�ve approaches, or 
different perspec�ves that might 
enhance the papers. Iden�fy areas that 
might require refinement before the 
papers could be published. 

Outwardly cri�cize a paper 
as incorrect or flawed. 
Concerns about the quality 
or rigor of a paper are best 
handled prior to or a�er the 
session, not in the public 
forum. 

If further clarifica�on from 
the presenter is needed to 
allow for beter feedback, 
briefly ask them during the 
Q&A por�on of the session. 



Presenter Responsibili�es in a Paper Session or Symposium 

Full Paper and Presenta�on Slides 

• As the presenter, you must send your session chair and discussant a copy of your full paper
no later than September 27th (11 days prior to the start of the conference) to provide
ample �me for prepara�on of discussant remarks for the session.

• If you do not submit your full paper to the discussant by this deadline, your discussant is
under no obliga�on to provide feedback on your paper. Please communicate with your
discussant as far as possible in advance of this deadline if you are unsure you will be able
to meet it so that the discussant can decide how the situa�on can be best handled.

• You must also send your presenta�on slides to the session chair by the deadline s�pulated
by the chair (typically a few days before the session).

o We strongly recommend making all text on your slides font size 26 or larger so all
atendees can see the informa�on presented. It is also helpful to priori�ze visuals
and short bullet point over long chunks of text.

• Please send a PowerPoint (PPT) or PDF file to the session chair. Google Slides are not
recommended in case of connec�on and access restric�on issues.

Presenta�on Tips 

• Presenters should be prepared to summarize their research in a 10-15 minute presenta�on
(your chair will provide an exact �me), highligh�ng all major points.

• Major points should fall into the categories used to write your proposal, and should include:
o The purpose of the study, including research ques�ons
o The theore�cal framework or literature review
o Methodology used to carry out the study
o Results
o Conclusions and implica�ons for further research, prac�ce, and/or policy

• Please be sure that you have prac�ced your presenta�on under �med condi�ons so that it
can be presented well in the amount of �me you have been alloted.

Technology 

• There will be a projector and screen in the room. NERA does not have presenta�on
clickers/remotes. If you have access to one and would like to use it, feel free to bring it.

• The session chair will bring a laptop or coordinate with someone else to bring it. All
presenta�on slide decks must be loaded onto the same laptop to ensure smooth transi�ons
between presenta�ons.

• On the day of your presenta�on, we suggest arriving 5-10 minutes before the session starts.



Presenter Responsibili�es in a Roundtable Session 

• No materials need to be sent to the session chair ahead of �me.
• A full paper is not required. Roundtable presenters typically prepare a handout with a

summary of their research and/or relevant figures.
• Please arrive 10 minutes before the session starts to meet the session chair and other

presenters. The room will have several roundtables set up (typically sufficient for 1-2
presenters per table), but no projector or screen since the focus is on discussion.

• At the start of the session, please be prepared to provide a two-minute introduc�on to the
work you brought to the roundtable session. The remainder of the session is reserved for
discussion and informal Q&A at your roundtable.

Presenter Responsibili�es in a Poster Session 

• No materials need to be sent to the session chair ahead of �me.
• A full paper is not required. Some poster presenters may choose to prepare a handout with

a summary of their research.
• Please arrive 10-15 minutes before the session starts to set up. Easels, display boards, and

thumb tacks will be provided.
• Your poster should be no larger than 36 by 48 inches. It should be easily read from a distance

of at least 3 feet from the board. We recommend using at least 36-point font for the �tle and
at least 28-point font for the remainder of the poster.

• We encourage visuals and bulleted text that describe your research and that may include
informa�on on any of the following:

o Brief ra�onale for your research
o Brief statement of your research problem and research ques�ons
o Brief descrip�on of methods and procedures used
o Brief descrip�on of results in rela�on to your research ques�ons
o Brief descrip�on of implica�ons of your study for further research

• TIP: Priori�ze visuals and short bullet points over large chunks of text.
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