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17-21st July, 2006. Norwich, UK           

Guidance Notes for Presenters and Chairs of Sessions
Introduction

Thank you very much for agreeing to contribute to the academic programme. We have prepared these instructions to address any questions you may have. The guidance notes cover in turn:
1. Submitting your paper for the CD-ROM to be circulated before the conference
2. Presenting a paper at the conference 
3. Poster preparation and presentation 
4. Workshops 
5. Chairing a session 
Please contact Natasha Gales (n.gales@uea.ac.uk) for any further queries with the organization of the conference, e.g. equipment issues, and Beth Neil (e.neil@uea.ac.uk) for any questions about the academic programme.

1. Preparing your work for the pre-circulated CD-ROM
Authors of accepted papers will be expected to submit a summary (1,000 words) of their paper to be included on the CD-ROM that will be sent out in advance to all registered delegates. Those who chose to do so may alternatively submit their whole paper (maximum 6,000 words) for inclusion on this CD-ROM. The pre-circulation of summaries and whole papers is an important part of the conference. It will enable delegates to familiarise themselves with the content of papers before the conference, both as a means to inform choices about which sessions to attend and to ensure informed discussion. The CD-ROM will also be a future resource to delegates, providing them with summaries of all the research presented at ICAR2, including all the sessions they were not able to attend.
Authors of accepted posters. Although we did not state in the call for papers that a 1,000 word summary would be required from poster presenters, the poster symposia are a central part of the conference and we really want to include contributions from poster presenters on the CD-ROM. We would therefore urge you to send us one of the following by the deadline of 16th June 2006: (a) a thousand word summary of your work (as for paper presentations) or (b) a copy of any handout you plan to distribute at the conference (3 pages maximum). If you are sending a 1,000 word summary, please follow the Style Guide and submission instructions below.  If you are sending a handout please save your work including your name and abstract number in the title (see below), and email it to us with your name and number in the subject line.  
Authors of accepted workshops. Again we would very much like to include contributions from workshop presenters on the CD-ROM. We urge you to send us one of the following by the deadline of 16th June 2006: (a) a thousand word summary of your work (as for paper presentations) or (b) a copy of any handout you plan to distribute at the conference (3 pages maximum). Please follow the usual instructions about style and submission. 

There is a detailed Style Guide on the following pages (page 2-3). Please follow the style guide as closely as possible. This will help ensure that we are able to prepare and circulate the CD-ROM as quickly as possible to delegates. 
Copyright. Authors retain copyright of their work. The UEA will not publish research summaries other than on the conference CD-ROM. In submitting your summary to UEA, you are giving us permission to include your work on the CD-ROM as described above. 
All summaries or complete papers must be submitted by email to n.gales@uea.ac.uk by Friday 16th June 2006 in order to be included on the CD-ROM. When emailing the summary/paper please set the subject line of the email to icarcd, your name and abstract number (e.g. subject: icarcd Young 93)
Your paper or summary for the CD-ROM should follow the style guide on the next page….

Title of Paper in Bold Arial 16 Point Centred Title Case

Author's name, Author's name, and Author's name

Introduction (Heading 1 )
Filenames

Please save your file with the name format of first author_abstractnumber.doc.  So abstract number 93 by Julie Young should be named young93.doc All files must be in Microsoft Word format.
Headings and body text
First level headings (Heading 1) should be arial bold centred 14 (as above for ‘Introduction’). Second level headings (as for ‘Filenames’) should be Arial 11 bold aligned left. Body text (normal) should be arial 11 point, align left, single spaced. 
Any quotations should be indented arial 11 (quotations)
Page size and margins
Page size should be A4 (go to file, page setup, paper, A4). Margins should be 1 inch or 2.54 cm on top, bottom, left and right. Please do not include any page numbers, headers or footers.
Tables and diagrams
Figures and tables should be numbered and titled, and appear near to where they are first referred to in the text.

Other specifications

Please avoid abbreviations. Acronyms should be written out in full on the first occasion they are used. All other material (appendices, acknowledgements, etc.) should appear at the end of the paper.
References

References in the text should be cited with the author's name and year of publication, e.g. (Douglas, 2005), Douglas (2005), or Douglas (2005:164). 
All references should be fully cited at the end of the paper, arranged alphabetically by author (and chronologically within author) using the following formats:

A Journal Article:
Hawkins, DN, Amato, PR and King, V. (2006). Parent-Adolescent Involvement: The Relative Influence of Parent Gender and Residence. Journal of Marriage and Family 68:125-136.

A Book or Report:

Johnston, JR, & Campbell, LE (1988). Impasses of divorce: The dynamics and resolution of family conflict. New York: Free Press.

A Chapter in an Edited Volume:

Robinson M, Butler I, Scanlan L, Douglas GF and Murch MA (2003) 'Children's experience of their parents' divorce' in A-M Jensen and L McKee (Eds.) Children and the Changing Family: Between transformation and negotiation. London: Routledge.
2. Papers – preparing and presenting

All papers, with the exception of keynotes, have been arranged in paper symposia consisting of three, four or five papers on a related theme. Each paper symposium has been given a 90 minute slot. Each presenter will have 12 (5 papers) 15 (4 papers) or 20 (3 papers) minutes to present his or her paper and there will be 30 minutes shared discussion time. The chair of the session will discuss with presenters whether to take some of the discussion time at the end of each paper, plus some at the end of the session, or to save all questions until the end of the session.
All rooms will be equipped with a laptop and data projector (for powerpoint), an overhead projector and tv/video. You must email any powerpoint presentations to n.gales@uea.ac.uk by Tuesday 11th July at the latest. This will give us enough time to preload and check each presentation. You will receive an email notification once the presentation has been checked. 

We will not be making handouts of your PowerPoint slides, but we are happy to make your presentation available to view and download from the conference website, once the conference is over.  
Some other general points for presenters:
· Please arrive at the meeting room 10 minutes before your session starts. Introduce yourself to the session chair and confirm the title of your presentation. 

· Speak from notes to keep on track; try not to read from your paper or from the screen. 

· You must speak within the time limit, allowing time for the audience to ask questions. 

· Speak clearly and at a reasonable pace, but speak loud enough to be heard in the back of the room. Remember that not all delegates will speak English as their first language. 
· Extend some courtesy to the remaining speakers; end on time and stay for the entire session. 


3. Posters: preparing and presenting

Poster Symposia: These last 1.5 hours. Posters have been grouped thematically, and each poster symposium will be located in a separate room. Each poster presenter will stand by his or her poster which will be on a poster board. Everyone will introduce the key ideas or findings from their poster for a maximum of 5 minutes. Time for questions and discussion between presenters and the audience then can follow. Posters are therefore a great opportunity to foster exchange between conference participants, often at a greater intensity and duration than is possible during a paper session. As sizes of poster groups vary, so the time needed for this formal part of the poster symposia will vary. However, to allow people the chance to browse posters in the other three groups, please ensure this formal part of the poster session is completed in less than one hour. There will be a conference assistant with each poster group who will help in keeping people to time.

At ICAR2 each poster is allocated a maximum space of 1189x841mm (or 47 high x 33 wide inches) or A0 portrait size. The poster may be a single large sheet (up to A0 size) or separate sheets attached to the poster board. The conference organizers will provide means to attach posters to poster boards.
Handouts: We suggest that poster presenters prepare and bring with them copies of handouts that delegates can take away. These could take the form of a copy of the poster, or could be descriptive handout of one or two pages in length.  
Advice on preparing a poster
· Keep the poster simple. A poster should not contain a lot of details. Delegates are more likely to engage with clear and uncluttered posters. Don’t forget you can go into more detail with interested participants. 
· The poster should be legible from a distance of about 12 feet or about two metres. This means that the font size should be at least 24 point 

· Creative use of graphic detail such as drawings, charts and tables is highly recommended. 

· Bulleted lists are also very effective. Or you can break the text into chunks. 
· The PowerPoint software is very useful for designing posters. 
· A poster template is available to download from the conference website if you would like to use it. This template can be freely adapted to suit your own needs. The poster template does include some useful advice on designing posters. 
Printing for collection at the conference

· If you choose you can email your poster to us and we will arrange for it to be printed here and have it ready for you to collect at the conference registration desk. We can print posters that are A0 (841x1199mm), A1 (594x841mm) or A2 (420x594mm). 

· There is a charge for printing: A0 posters cost £27 unlaminated or £40 laminated, A1 is £15 and £21.50 and A2 £10 or £14.50 respectively.
· To make sure your printed poster looks the same as what you see on screen, when you create the PDF version, it is recommended that a setting of ‘print quality’ of 1200 dpi is selected. You should also make sure you select ‘embed all fonts’ (from the edit - font menu) and chose ‘leave colour unchanged’ (from the Colour- colour management policies menu). You should also make sure that you use high quality graphics that will look good when they are blown up to a large size. 
·  To use this service a PDF version of the poster must be sent to n.gales@uea.ac.uk by Tuesday 11th July at the very latest. See the poster template for more details on how to do this.
At the Conference 

· Locate your assigned poster board. Underneath each poster board you will find pins, Velcro or blu-tack to attach your poster to the poster board. 
· You should be available during the entire poster session to answer questions and discuss your work. 
· It is a good idea to have a printed handout to offer or a sign up sheet so that interested delegates can contact you.
4. Workshops

In the workshops the emphasis should be on a presentation that encourages the exchange of ideas and experiences. Active discussion between the presenters and the audience should take place. These sessions will not be chaired, so workshop leaders need to undertake this role themselves. There will however be a conference assistant in each workshop room, should you need any help with anything. 
The workshop room will be equipped with a laptop and data projector (for powerpoint), an overhead projector and tv/video. Please contact n.gales@uea.ac.uk by Tuesday 11th July if you require any other equipment. 
5. Chairing a paper symposium
Symposium chairs are expected to play a fairly active role and to stimulate the discussion in the session. The main tasks of the session chairs include:
· Keeping people to the timetable
· Briefly introduce the speakers and the papers to be presented

· Stimulate the discussion by making your own brief response and/or presenting a number of questions, if necessary (we do not expect you to prepare your own discussion paper)
· Keeping the discussion brief and relevant

Before the session begins

· Please read through the summary papers circulated on the CD-ROM and prepare a number of questions in order to stimulate the discussion.

· Please be in the room at least five minutes before your session begins and introduce yourself to the speakers.

· Check the condition of your meeting room, especially equipment. If assistance is needed, alert one of the conference assistants or the registration desk. There will be a conference assistant in every meeting room. 
· Check speakers’ names (pronunciation), titles and affiliations.

During the session

· Start on time. Timing and floor discussion are your responsibilities.

· Keep the introductions brief when changing speakers.

· Hold each speaker to their allotted time.

· Remind speakers about their remaining time. The conference organizers will provide you with three minute and one minute remaining flash cards. You must have a working watch. Inform each presenter about the procedure you will use. 
· If a presenter ends early or does not attend, use that extra time for questions and comments from the audience, the panel, or yourself.

· In floor discussions keep the questions brief and relevant. Be assertive in enforcing this.

· Restate questions to be sure that they are heard by all of the audience and ask for the name of all participants in the floor discussion.

· End on time. Urge the audience to continue discussion elsewhere.

� Author #1 First name, Second name, Affiliation, Address, Country, (e-mail optional); Author #2 First name, Second name, Affiliation, Address, Country, (e-mail optional); Author #3 First name, Second name, Affiliation, Address, Country, (e-mail optional);
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