
 

 

 

 

 

CHAIRPERSON GUIDELINES 

 

We are delighted to have you chair a session at the 2026 Australian Rangeland Society Conference to 

be held in Darwin, from September 7 - 11. 

We hope that the guidance below helps you as chairperson. Thank you for your contributions, 

efforts, and preparations for the session! 

Location 

The 2026 ARS Conference will be held in Darwin, from September 7- 11 at the Double Tree by Hilton 

Hotel on The Esplanade, Darwin. We ask chairpersons to attend the session they chair in person.  

Registration 

All chairpersons must register for the Conference – please see Conference website for guidance 

https://ars-conference-2026.eventsairsite.com/  

ARS Conference Audience 

Speakers and chairpersons are invited to consider the diversity of the ARS Conference audience 

when preparing their presentation, to ensure that it is accessible to all audience members.  

ARS Conference attendees come from diverse backgrounds, including various nationalities, cultures, 

occupations, and knowledge domains. The ARS Conference audience includes scientists, government 

officials, policy-makers, extension officers, advisors, training professionals, pastoralists, conservation 

land managers, NGOs professionals, economic development professionals, media, Indigenous 

people, and more! 

We ask speakers and chairpersons to avoid jargon and overly technical language, as some attendees 

may be unfamiliar with them. If you use acronyms or jargon, please provide the full name or 

definition first (e.g., ‘Australian Wildlife Conservancy’, ‘AWC'). 

Key responsibilities of the chairperson 

• Introducing the session's theme, themselves, and the speakers to the audience. 

• Ensuring the smooth flow of the session. 

• Facilitating Q&A sessions and encouraging diverse participation from the audience. 

• Adhering to the schedule outlined in the overall program. 

• Concluding the session. 

 

  

https://ars-conference-2026.eventsairsite.com/


 
 

   

General tips 

Before the start of the session 

• Arrive 10-minutes prior to the start of the session. We ask chairpersons to arrive 10 minutes 

prior to the start of the session, to meet the speakers, and if present, the 

technician/volunteers allocated to their session room. This is also an opportunity for 

chairpersons to acquaint themselves with the room, and equipment, and identify a mic 

runner when needed.  

• Identify mic runners. There will be a roster of mic runners that will be allocated to each 

session. However, if they are not present, allocate this task to members of the audience. 

• Remind speakers of Conference guidelines. A session will run more smoothly if you let all 

the speakers know how you plan to run the session. This could be done by email before the 

event, or prior to the official start of the session.  

o Remind the speakers how much time they have to speak, how much time to allow 

for questions, and how you will let them know time is up will avoid confusion later 

on.  You can warn the speakers beforehand that running over time will mean no time 

for questions. 

o We encourage you to politely remind speakers to speak slowly and clearly, and 

always use the microphone. 

• Questions can come from both the floor directly via mic runners, or attendees can submit 

questions via the Conference App. It may be helpful to find an assistant in the session to help 

keep track of questions incoming via the App.  

• Photography. Ask speakers if attendees are permitted to take photos or videos of their live 

presentation. If authors explicitly grant their permission to do so, you can indicate this to the 

audience at the start of the session.  

At the start of the session 

• Acknowledgement of Country. An Acknowledgement of Country delivered at the start of the 

session is an opportunity for the chairperson and Conference to show respect for Traditional 

Owners of Australia and the continuing connection of Aboriginal and Torres Strait Islander 

peoples to Country. Example of Acknowledgement to Country to read out loud at the start of 

the session: “We acknowledge the Larrakia people, the Traditional Owners of the land on 

which we gather today, and pay our respects to Elders past and present and extend that 

respect to all Aboriginal and Torres Strait Islander peoples here with us today." 

• There will also be a place on each title slide for speakers to put the acknowledgement of the 

relevant traditional owners for their presentation regions, and their speaker guidelines state 

they don’t need to provide an additional spoken acknowledgement for their presentation. 

• Introduce yourself and the speakers. The first 5 minutes of the session is allocated for the 

audience to settle in, and for the introductions. 

o Introduce yourself. 

o Provide the Acknowledgement to Country. 



 
 

   

o Provide housekeeping announcements if relevant. A sheet with any housekeeping 

announcements may be left on the lectern at the start of the session, which we 

would appreciate if you could announce. 

o Introduce the session.  

o The Conference App has live Q&A feature and delegates can be encouraged to ask 

questions via the App.  This needs to be monitored by the chairperson in each room. 

 

Before each presentation 

• Briefly introduce each speaker before they begin their presentation, and include 

presentation title, speaker’s name, and affiliations. 

Time management 

Most sessions will consist of either: 

• A combination of 10-minute oral presentations (with 2 minutes for Q&A) and 

• 3-minute Lightning talks (3-minute presentation plus 1 minute Q&A) 

 

As a chairperson, you will need to remind each speaker of their time limit and give them some kind 

of warning when they have reached it (or are approaching it). See tips for keeping the session on 

time in the Q&A section below. 

An extra minute has been programmed in the session for each presentation (in addition to the 

allotted speaking and question time) to allow time for changeovers and introductions. 

If speakers exceed their available time you may need to reduce the Q&A time to keep the session on 

track. 

After each presentation – Questions & Answers (Q&A) time 

The chairperson is responsible for managing Q&A, aiding in the effort to maintain the schedule, and 

taking questions from a diverse audience. 

Each 10-minute presentation will be followed by 2 minutes of Q&A, while each lightning talk will be 

followed by 1 minute of Q&A. If a speaker has gone over-time with their presentation, you will need 

to reduce the Q&A time or simply move to the next speaker. 

• Don’t forget to monitor the online questions from the Conference App, if it is used for the 

session.  

• Be prepared to ask questions yourself during Q&A – Indeed, it can take an audience some 

time to digest the contents of a talk and think of questions. These questions can be prepared 

beforehand by reading the abstracts and the supporting material that has been uploaded by 

the author in advance. General purpose questions such as "How do you plan to continue this 

research work?" are also suitable. 

• In the event of strong contention or grandstanding in a delegate's question to the speaker, 

you can recommend the parties discuss the matter privately after the session. 

Closing the session 

• Thank the speakers and audience. 



 
 

   

• A comment that summarises or unifies all the talks in the session is also appreciated.  

 

Frequently Asked Questions 

1. What should I do if there are Cancellations or No Shows? 

If a speaker withdraws, please, do not bring any presentations forward, as attendees may move 

between concurrent sessions to attend specific talks.  

Below are suggestions to fill in the slot: 

• Find a step-in talk. For example, the slot can be allocated to one or more authors of posters 

• Allow discussions on the previous talks 

• Allow general discussions on the item of the session and/or related topics 

• Announce a break and the session will resume at the next scheduled presentation. 

 

2. Tips for keeping the session on time? 

It is essential that presentations are kept to time, to allow attendees to move between concurrent 

sessions, and enjoy tea and lunch breaks. 

• Start and end the session on time. 

• Please ensure you keep all speakers on time, and interrupt them if they go over time.  

• Use timecards or hand signals to show speakers how much time they have remaining. Each 

room is equipped with ‘minute to go signs’, and sometimes chairs use their mobile phone to 

keep time, with an alarm set at conclusion of talk. 

• In the event a speaker goes over time, do not allow questions, and move to the next speaker. 

You can do so diplomatically by saying that “the speaker will be happy to take questions 

during the break”. You might be more confident in enforcing this principle if you have warned 

the speaker beforehand that running over time will mean no time for questions. 

 

3. Is the chairperson responsible for collecting PowerPoint slides? 

No. The chairperson is not responsible for collecting or uploading presentation slides to the room. 

Authors are expected to upload their slides to the Conference platform prior to the session. 

Technicians will then display the slides on the screens. Speaker support will be provided by 

technicians for speakers to check their presentations upon arrival, or to upload them via USB if they 

haven't done so already. 

 

4. How do I access the questions from the audience on the Conference App? 

• The Conference app will be available before the conference. 

• Download and log into the conference app. You will be emailed a link. 

• Open the app and select ‘Program’. 

• Select your session. 



 
 

   

• Select ‘Live Q&A’. 

• Questions will appear in a list under the question box. 

 

5. Is the use of microphones mandatory? 

The use of microphones is essential to ensure the audience can hear properly. In cases where a 

question is not asked into a microphone (e.g., when there is no running microphone available for the 

audience), it is important for either the chair or presenter to repeat the question into their 

microphone. 

6. Who should I contact for technical assistance during the session? 

An AV technician is available and based in the Plenary Hall (Ballroom) for any technical enquiries or 

assistance. 

 

For general assistance during the Conference, please see the staff at the registration desk.  

Thank you once again. If you have any further queries, please do not hesitate to contact Abby Hill-

Stanley via abby.hill-stanley@aomevents.com. 

More information about the ARS 2026 Conference is available at: https://ars-conference-

2026.eventsairsite.com/ 

Thank you once again for your participation! We look forward to welcoming you to ARS 2026 this 

September!  
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