27 April DRAFT


Strategies for Open and Permanent Access to Scientific Information in Latin America: Focus on Health and Environmental Information for Sustainable Development
An International Workshop

Guidelines for Plenary Session Chairs  

The Chairs of the plenary sessions are responsible for managing their session in a way that keeps the discussion on point and on schedule, and allows for appropriate interaction between the speakers and participants. The plenary sessions will be run as panel discussions. The session Chair, speakers, and the rapporteur will sit next to each other at a table in the front of the room. All of the speakers in the session will first give their presentations and then there will be a focused discussion with the other workshop participants in the audience. Specifically, the chair is requested to:

1- Get in touch with session speakers before the session starts to introduce yourselves.

2- Make sure that all speaker presentations are downloaded on the main computer for the projector in the plenary meeting room before the session starts. It is important to do this even if the speaker insists on using a personal laptop, because we want a copy of each presentation that is given at the meeting. 

3- Make sure that you, the speakers, and the rapporteur have their name tags in front of them on the panel table.

4- At the start of the session, welcome the audience, briefly introduce the main theme of the session and the desired outcomes, tell the audience that biographical summaries of the speakers are in the meeting folders, briefly introduce speakers by name and affiliation only, and review the format for the session (e.g., number and timing of questions and any other points regarding the management of the session that may be needed). The maximum time devoted to this introduction should only be a few minutes.

5- Monitor the time and make sure speakers finish on time. Let each speaker know when there are 5 minutes and 1 minute left, and cut the speaker off soon after time is up.

6- Allow only 1-2 clarifying questions for each speaker at the end of their presentation.

7- After the last presentation, manage the subsequent discussion with the audience in a way that keeps it on point and focuses on the important issues that were raised by the speakers. You may want to prepare one or two questions to initiate the discussion. 
8- End the session on time, thank everybody for their contribution, and announce where people should go next (based on the program).

9- After the session, meet with the rapporteur to ensure that the rapporteur summary is accurate, complete, and responds to the guiding questions.
