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GUIDELINES FOR SESSION CHAIRS - SECAC 2011
The conference coordinator, SECAC administrator, and state representatives are resources to session chairs, and in particular, to first-time session chairs. Don’t be afraid to ask questions ~ we are here to help. Communication is the key to a successful conference.

SECAC Administrator … Rachel Frew, secac@secollegeart.org
SECAC 2011 conference coordinator … Sandra Reed, secac2011@scad.edu
State representatives are members of the SECAC board.  www.secollegeart.org/governance.html
Session chairs are the liaison between SECAC and session presenters. Please share promptly all pertinent emails from the SECAC administrator or conference coordinator with the members of your session. To keep costs down, all SECAC conference business will be mailed electronically. Your membership should be current to ensure that you receive all conference-related notices/reminders addressed to the full membership.

First and foremost, session chairs must uphold SECAC policies for conference participants. They are, as follows

SECAC Policy for Conference Participants

The annual SECAC meeting is for the professional benefit of its membership. Conference costs are met only through registration fees and SECAC membership.
Conference coordinators, program chairs, and session chairs have the responsibility of informing all participants of SECAC conference policies when persons are accepted and/or invited to participate in sessions.

Participation is an honor and a professional benefit for all presenters, not a service to the organization.

Participants may give only ONE paper or be on ONE panel. They may chair a session in addition to giving a paper or being on a panel.

The CALL for PAPERS 
The Call for Papers is open from February 1 through April 20, 2011. During this timeframe, you will receive proposals, emailed to you on the Call for Papers form, and a curriculum vita. Information on the SECAC and CAA websites generates national and international interest in our conference. In addition, you should be proactive in assembling a roster of presenters. Some members may wait until the last moment to send in a proposal; promoting your session through your own professional network may bring submissions for you to consider earlier in the review process. Whenever possible, your session should include individuals from institutions other than your own.
Although not required, SECAC sees value in drawing upon professional talent from the SECAC geographic region. It encourages individual involvement in the organization, and gives value to institutional SECAC membership when faculty members from member institutions have an active role in the program. Session chairs are urged to question persons living a long distance from the conference site about the seriousness of their intent to attend and their means to do so before accepting their proposals. And, if all things are equal, preference should be given to a SECAC member and/or a person in the Southeastern region. 
ORGANIZING your SESSION 
You may receive an excessive number of proposals or some that are not appropriate for your session. Do not assume that your session can become two sessions, even if you have enough worthy submissions. There simply may not be space. Before you send any rejections, however, contact the conference coordinator at secac2011@scad.edu to see if any proposals that you can’t include may be considered for or are needed by other sessions. Should one of your presenters notify you that she or he has had a paper selected for another session in addition to yours, you and the other session chair(s) have the right to decide in which session the paper will be included, not the paper proposer.

It’s important to make your decision about who will be in your session, and to send notices of acceptance, as soon as possible after the Call for Papers deadline. A sample letter for accepting papers is available from either the conference chair or the SECAC administrator. An initial notice may be sent by email, and should request confirmation, in case someone that you invite is no longer available. You must also notify those individuals whose papers are not accepted. Rejection notices are as important as those for acceptance. After you have notified your participants of your decision and have sent a hard copy of the acceptance letter, maintain regular communication with them. Check your session chair deadlines, and ask your presenters for information with enough advance notice that they will be able to get you what you need on time.
As soon as possible, set a structure and schedule for your session and report this to your presenters. For tips about writing and giving a paper, see "Crimes and Misdemeanors" on the SECAC website, under Annual Conference. You may want to attach it your participants’ acceptance email. It also contains useful information about session structure, and rules of thumb to determine delivery duration relative to page length.

Most sessions are 90 minutes long. Special requests for sessions of up to two hours may be made. 

Allow time for introduction, movement of speakers to and from the podium, and a Q & A period after. For example, a 90-minute (1.5 hour) session of consecutive presenters might be arranged as follows:

3 speakers @20 min. each – leaves 30 minutes for introduction, movement of speakers, Q & A

4 speakers @18 min. each – leaves 18 minutes for introduction, movement of speakers, Q & A

4 speakers @ 15 min. each – leaves 30 minutes for introduction, movement of speakers, Q & A

Discussion in the latter part of the session is valuable to presenters and attendees alike; structure your session to have time for it. 

A 90-minute session of concurrent presenters (such as on a panel) typically reserves the bulk of time for discussion and interchanges with the audience. Each participant may be given a time limit for individual opening remarks, in addition to your own general introductory comments. If five speakers and the session chair have 5 minutes each for opening comments, a full hour remains for discussion and questions. If each has 10 minutes, then thirty minutes remain for discussion and questions.

REPORTING
You must coordinate the needs and requests of presenters on your session or panel. It is your job to compile information from the Call for Paper forms, and to submit it to the conference coordinator in the requested format on time. The conference chair then coordinates the needs and requests that you have submitted, along with those of more than 100 other session chairs.

Late submissions may place your presenters at a disadvantage. Accuracy is also important; your presenters depend on you.

Reporting your session information by May 10. Once you have made your selection of session participants, there are three important lists to compile. These are List 1) contact information for your presenters; List 2) the full session listing; and List 3) individual abstracts for each paper or presentation in your session. There are specific formatting requirements. See “How to Report Your Session Information” under “Information for Session Chairs” at www.secollegeart.org/annual-conference.html for these requirements and how to submit them. Please try to complete and send the lists by April 30; however, the deadline is May 10.
Reporting session scheduling requests and AV needs by June 1. The Call for Papers form requests presenters to indicate scheduling requests, if any. If participants report that they can attend only one or two specific days of the conference, or if you yourself have attendance limitations, the deadline for you to report these and any other special scheduling needs is June 1. You may send scheduling requests to the conference coordinator in the body of an email. If there are no scheduling requests, you do not have to send an email. After June 1, sessions cannot be moved. Every effort will be made to meet individual member scheduling needs; however, some requests may not be granted due to logistical factors and/or lateness.
Presenters indicate audiovisual requests on the Call for Papers proposal form. You may send the AV requests of your presenters to the conference coordinator in the body of an email. If there are no scheduling requests, you do not have to send an email. The conference media policy is as follows:
Conference Media Policy. Participants will report their equipment and AV needs to you on the Call for Papers proposal form. You will compile and report all AV session needs to the conference coordinator, Sandra Reed, at secac2011@scad.edu. Do not request slide projectors; your request will not be met. One digital projector will be in each session room. Any other equipment must be requested by June 1. However, some AV requests may not be granted due to budgetary factors. 

Each presenter must provide his or her own: 

· Laptop
· USB cables

· VGA adaptor, if a Mac user
Changes to listings/abstracts by July 1.  

Changes to the reported information must be sent by July 1. 

KEEPING IN TOUCH 
Summer Communications. A great deal of planning takes place over the summer. Summer contact information is requested from presenters on the Call for Papers form. Be sure to keep this information at hand. Similarly, if you will not have regular access to your primary work email address over the summer, provide your presenters, conference coordinator, and the SECAC administrator a means to contact you. A minimum recommendation is to check your primary work email near the beginning and middle of each month. 

Please emphasize to your session presenters that acceptance is a commitment to attend. It is professional privilege and benefit, and there are significant costs relating to participating in a conference, such as travel, lodging (including taxes), meals, membership fees, and registration. An emphasis on realistic budgeting will help your presenters prepare for the financial commitment of participation in a professional conference, whether or not they receive funding from their home institution. 

Fall Communication (late August to mid-September). Write your participants to remind them of the length, order, place, time, etc. of the session. If you want each presenter to provide a brief bio to use as introduction, ask for it now. Remind presenters of the maximum length for papers and reiterate that the limit will be enforced. If you haven’t sent "Crimes and Misdemeanors" to your presenters yet, now is a good time to do so; if you’ve already sent it to them, refer them to its location on the SECAC website under Annual Conference. Tell presenters the date that you expect to receive the paper that they will deliver, or comparable material appropriate to the format of your sessions: two weeks before the conference is typical, which would be around October 21, 2011. If you don’t receive what you request, follow up. Confirm with each presenter that they either have or soon will join or renew SECAC membership. Remind them of the date on which online registration closes. Onsite registration rates are higher. 
Fall Communication (mid-September to mid-October). Most presenters will have confirmed their flight itineraries. Find out when they will arrive at the conference. Many session chairs like to set up a time during the conference for presenters to get together in advance of the session time. An informal meeting can alleviate many questions and avert unexpected difficulties. Presenters have common interests, so seeking time to get acquainted makes professional sense. It’s not too early, either, to make a plan for logistics, such as to decide on whose laptop the presentations will be loaded; and to set a time to exchange disks and thumb drives, test each presentation to be certain that it opens on the laptop on which it will be presented, and prepare the files in such a way that they can be found on the desktop without delay.

AT THE CONFERENCE

Before your session. Meet with committee members in advance of your session for logistics (see above). Clear the desktop of all files except for those to be presented to minimize distraction. Visit the room in advance of your session. If possible, test out the light levels, and decide where you will sit. 

During your session. Run your session with an eye to the clock. Put your presenters and those attending your session at ease by keeping to a strict schedule. Start on time; introduce each speaker with a brief summary of his or her credentials that you’ve assembled from the CV or a brief bio that has been solicited from each presenter. Hold all questions until the end of the session. Sit where the speaker can see you. Alert each speaker one or two minutes before his or her time limit expires. Some session chairs like to use a flashlight to make this signal; others simply hold up fingers to indicate the number of remaining minutes. There are other strategies as well. Stop a speaker if he or she exceeds the time limit. Simply stand up, face the room, and encourage everyone to discuss the remainder of the paper/presentation with the speaker at another time during the conference. You do this in fairness to all speakers in your session, and to those in the subsequent sessions. Protect discussion time with a stopwatch as well. Minutes add up; everything takes time.
After Your Session. Clear your session room in enough time for the next session to set up and begin on time. The room should be orderly and clean when you turn it over to the next session. If discussion is not finished at the end of the session, ask everyone to move the discussion into the lobby in order to make way for the next session.

REGISTRATION

Online registration will be available on the SECAC website from August 1 through October 28. Onsite registration opens at the conference site at 7 am on Thursday morning, November 10. There are three levels of registration: Early ($150 individual, $75 retired, $50 student), Regular ($180 individual, $90 retired, $60 student) and Onsite ($210 individual, $105 retired, $70 student). Payment can be made by check, MasterCard, Discover, or Visa. Hardcopy paper registration forms will not be available. Contact the SECAC administrator with any questions regarding registration.


