
Please see the following for:
1) Instructions for Contributed Poster and Case Study Poster Presenters.
2) Instructions for Contributed Oral Presenters and Contributed Session Chairs
3) Instructions for Invited Speakers and Invited Session Chairs

1) Instructions for Contributed Poster and Case Study Poster Presenters.

Each poster is assigned one location for the duration of Monday and Tuesday. This information 
will be available in the poster area in the Festival Theatre.

The space alloted to each poster is 4 feet by 4 feet. Stick pins will be provided.
You are requested to put up your poster between 3-6:30pm Sunday or 7:30-10:15am Monday
Posters must be removed by noon on Wednesday

Presenters for Poster Session 1 and Case Study 2 are expected to be at their poster between 14:30 
and 16:00 (2:30-4:00pm) on Monday. 

Presenters for Poster Session 2 and Case Study 1 are expected to be at their poster between 14:30 
and 16:00 (2:30-4:00pm) on Tuesday.

Please send any special requests to hugh.chipman@gmail.com  as soon as possible. 

2) Instructions for Contributed Oral Presenters and Contributed Session Chairs

Please identify the room location of your session early in the meeting. 
Arrive early for your session.

Each speaker in the contributed sessions is allotted 15 minutes as specified in the program, 
including any time for questions. 
Please note that speakers in the sessions sponsored by the Survey Methods Section are 
recommended to use 15 minutes for their presentation,  with questions reserved for after the 
close of the session on a personal basis.

Speakers are strongly encouraged to provide an electronic copy of their presentation on a USB 
memory stick.
In the interests of time, it is highly recommended that the computer already in the room be used 
for every presentation requiring a data projector and that speakers transfer their files to that 
computer before the beginning of the first talk.

Please send any special requests re presentations to ssc2011program@lunenfeld.ca as soon as 
possible.

Concerning audio-visual (AV):

  a..  Arrive for your session 15 minutes before it starts to check that everything will work. 
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b. Each room will have a laptop, capable of displaying powerpoint (Office 2007)  and pdf 
files.  This laptop has an internet connection. 

c. Session chairs and speakers will be responsible for transferring files to the laptop used for 
the presentation with USB memory key that the speakers must provide.

d. We will have students providing technical assistance.  One student will typically be serving 
3 rooms, so showing up early ensures that you will have a chance to get assistance if it is 
needed. 

e. Alternatively a speaker can plug in their own laptop.  If you want to use a mac, you need to 
bring a display adapter.

f. To switch between the Acadia laptop and a personal laptop, there is a dial switch with "A" 
and "B" settings, or a LCD control console.  The session chair is requested to please 
familiarize themselves with its operation if anyone in the session is switching between 
laptops. 

g. For speakers wishing to use network access during their presentation: the installed laptop 
will have wired network access.  The Acadia wireless network might work, but a wired 
connection is advised.  To access the wired network on their own laptop, speakers are 
advised that there will be a 5-minute wait after you first register your laptop on the network. 
 It is thus crucial for network access that you register your laptop prior to your presentation 
(easy to do once you arrive at Acadia).

h. Overhead transparency projectors can also be made available for presentations only on 
request to the registration /information desk when you pick up your registration package.

Suggestions for Session Chairs:

a. Try to identify all of your speakers before the beginning of the session; you may want to 
check the pronunciaton of speakers’ names with them.

b. Sort out the AV requirements of each speaker and try to familiarize yourself with the audio-
visual equipment.

c. Please respect the allotted time for each speaker. Each contributed session is allotted 15 
minutes. Be brief with introductions. Use the show cards provided in each room to warn 
speakers that there is 5, 2, and 1 minute left.

d. Allow time for questions only if the allotted time is not all used up, otherwise remind the 
participants that they will be able to interact with the speakers after the session.

e. PLEASE RESPECT THE PUBLISHED SCHEDULE. If a speaker does not show up, 
DON’T CHANGE the SCHEDULE, even if it is the last session of the day as some people 
may want to attend only a portion of the session and are planning to attend the talk at the 
published time. Use the extra time for questions to the previous speakers.

f. You may want to end the session by thanking all the speakers.

3) Instructions for Invited Speakers and Invited Session Chairs

Please identify the room location of your session early in the meeting. 
Arrive early for your session.

Each invited speaker is allotted time as specified in the program, including any time for 
questions, unless additional time for discussion has been built into the session. 



Speakers are required to provide an electronic copy of their presentation on a USB memory stick.
In the interests of time, it is highly recommended that the computer already in the room be used 
for every presentation requiring a data projector and that speakers transfer their files to that 
computer before the beginning of the first talk.

Please send any special requests re presentations to ssc2011program@lunenfeld.ca as soon as 
possible.

Concerning AV:

  a..  Show up for your session 15 minutes before it starts to check that everything will work. 
  b.   Each room will have a laptop, capable of displaying powerpoint (Office 2007)  and pdf 

files.  This laptop has an internet connection.
c. Session chairs and speakers will be responsible for transferring files to the laptop used for 

the presentation with a USB memory key that the speakers must provide.
d. We will have students providing technical assistance.  One student will typically be serving 

3 rooms, so showing up early ensures that you will have a chance to get assistance if it is 
needed. 

e. Alternatively a speaker can plug in their own laptop.  If you want to use a mac, you need to 
bring a display adapter.

f. To switch between the Acadia laptop and a personal laptop, there is a dial switch with "A" 
and "B" settings, or a LCD control console.  The session chair is requested to please 
familiarize themselves with its operation if anyone in the session is switching between 
laptops. 

g. For speakers wishing to use network access during their presentation: the installed laptop 
will have wired network access.  The Acadia wireless network might work, but a wired 
connection is advised.  To access the wired network on their own laptop, speakers are 
advised that there will be a 5-minute wait after you first register your laptop on the network. 
 It is thus crucial for network access that you register your laptop prior to your presentation 
(easy to do once you arrive at Acadia).

i. Overhead transparency projectors can also be made available for presentations only on 
request to the registration /information desk when you pick up your registration package.

Suggestions for Session Organizers/Chairs:

a. Arrive early to sort out the AV requirements of each speaker and try to familiarize yourself 
with the audio-visual equipment.

b. Please respect the allotted time for each speaker. Be brief with introductions. Use the show 
cards provided in each room to warn speakers that there is 10, 5,  and 2 minutes left.

c. Allow time for questions only if the allotted time is not all used up, otherwise remind the 
participants that they will be able to interact with the speakers after the session.

d. Please follow the published schedule. If a speaker is not available, don’t change the schedule, 
even if it is the last session of the day as some people may want to attend only a portion of 
the session and are planning to attend the talk at the published time. Use the extra time for 
questions to the previous speakers.

e. You may want to end the session by thanking all the speakers.
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