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GUIDELINES FOR PREPARING AND CONDUCTING SESSIONS OF STUDY COMMISSIONS AT THE ANNUAL MEETINGS OF EAAP

1.
GENERAL INTRODUCTION

These guidelines have been drawn up to take account of the changing needs of the Association, particularly in response to the trend for more joint sessions between the Commissions and to ensure that a standard approach is adopted across the different Commissions.

It is the aim of the Scientific Advisory Committee of EAAP to improve the scientific quality of the annual meeting and its relevance to the industry and the needs of consumers in Europe. This aim will be achieved by

· encouraging joint sessions between Commissions 

· limiting the number of sessions at each annual meeting to those that are sustainable 

· ensuring that satellite symposia are properly integrated with the annual meeting

· properly funding the attendance of invited speakers at the annual meetings

· encouraging young scientists to attend and contribute to sessions at the annual meeting

In relation to the Annual Meeting the Commissions will increasingly act as a programme committee through the activities of the Scientific Advisory Committee.

The key bodies involved in organising future annual meetings are

· The Commissions and the Country Co-ordinators

· The Local Organising Committees 

· The Scientific Advisory Committee 

· Session Chairs

· Wageningen Academic Publishers as publishers of the book of abstracts

· Presenters of Theatre and Poster papers

The responsibilities of the above groups are described below.  An agreed timetable for activities is given in Appendix I. It is vital that this timetable is strictly adhered to.

2.
RESPONSIBILITIES

Commissions and Country Co-ordinators

Commissions

The Commissions comprise officers in the form of a President, Vice presidents (normally 3) and Secretaries (normally 2).  The President and the officers of the Commissions are responsible for the activities of each Commission and for deriving and delivering the future programme for the annual meetings.  

Their responsibilities are

1) To derive the future programme by seeking the views of the 

a) Commission Co-ordinators by country (see below), 

b) Organisations with interests in Livestock Production

c) Annual meeting delegates attending the business meetings 

d) Other Commissions through the activities of the Scientific Advisory Committee.

2) To agree to undertake responsibility for organising sessions and to inform and update the Scientific Advisory Committee of the proposals for ‘their’ sessions.  The final version of each session will consist of 

a) The title of the session

b) The Commissions and other bodies responsible for organising/ supporting that session

c) The Chair of the Session 

d) Title and authors of Invited Papers

e) Title and authors of offered Theatre and Poster paper

3) To seek financial support for sessions according to the agreed procedures for the EAAP Foundation

4) To nominate a Chair for each of their sessions and to inform the Chair of their responsibilities (see later).  Nevertheless the ultimate responsibility for organising that Session rests with the Commission President.  The President must liase with the Commission contact and Chairs and ensure that progress is being made in organising the session.

5) To nominate a Commission contact(s) for 

a) Wageningen Academic Publishers for producing the Book of Abstracts

b) Scientific Advisory Committee and the Local Organising Committee

6) To agree the Invited Speakers with the Session Chair and inform the Scientific Advisory Committee and Wageningen Academic Publishers of their names.  It is the responsibility of the President of the Commission to issue the invitation and to liase with the EAAP secretariat and the Chair of the Scientific Advisory Committee in offering any financial support for the speaker.

7) To provide EAAP Secretariat and Wageningen Academic Publishers with a brief description of their sessions (up to 200 words) in accordance with the timetable. The summary will be posted on websites (EAAP, Wageningen Academic Publishers, Annual Meeting) to inform potential presenters of the purpose of the sessions.

8) To liase with the session Chairs and Wageningen Academic Publishers in organising the programme of offered theatre and poster presentations.

9) To inform the Scientific Advisory Committee and EAAP Secretariat by the end of the annual meeting of the prizewinners associated with the programme of that Commission.  For joint sessions it is the responsibility of the organising Commission to agree a nomination.

10) To provide reports of the sessions in accordance with the timetable to

a) The Chair of the Scientific Advisory Committee

b) The Editor of EAAP News

Country Co-ordinators 

A Country Co-ordinator should be identified from each member country for each Commission.  Preferably this would be an appointment by the Member Country or if that does not materialise, the Commission itself should make such an appointment.

Commission Secretaries are responsible for updating the list of Co-ordinators for their Commissions and ensuring that this list is distributed at the business meeting of each Commission.

The responsibilities of Co-ordinators are

1. To ensure that communications between their countries and the Commissions are effective, 

2. To provide ideas / proposals for sessions for future meetings and to help identify authors within their country who might make valuable contributions to future session programmes.

3. To attend the Business Meetings of the Commissions to agree the proposals for future sessions that will be submitted to the Scientific Advisory Committee

4. To assist in the promotion of EAAP activities within their country.

Local Organising Committees

Representatives the Local Organising Committee will attend the Scientific Advisory Committee starting at the annual meeting 2 years prior to their meeting and then at each meeting subsequently.

In relation to the scientific programme of the meeting their responsibilities are

1) To provide the Scientific Advisory Committee, 2 years in advance, the proposed theme for the meeting 

2) To provide the Scientific Advisory Committee, 2 years in advance, with proposals for Satellite Symposia related to the annual meeting 

3) To familiarise the Scientific Advisory Committee with the venue and facilities available and to associated events and meetings.

4) To agree with Commissions at the SAC meeting 18 months in advance of the annual meeting, the rooms/ lecture halls available for theatre sessions and the audio-visual equipment required in these areas.  Normally the equipment will comprise an LCD projector with an associated computer, a slide projector and an overhead projector.  Audio equipment will include microphones for both Chair and speaker and for joint sessions, a roving microphone(s) for delegate questions.

5) To agree with Commissions at the SAC meeting 18 months in advance of their annual meeting, the areas for the display of posters.  The dimension of the poster board should be at least 1000mm wide by 1600mm long (this will accommodate the AO paper size of 841wide x 1189 mm long, increasingly the standard poster size across Europe). The areas for poster display must be 

a) readily accessible by delegates (adjacent to the relevant theatre location or a central location adjacent to reception/ meals area as agreed with the SAC)

b) well lit so that delegates can see all the posters clearly

c) arranged with sufficient space to allow easy passage of delegates between the posters 

6) To provide each Commission with an area  for a Commission Desk at the Annual Meeting venue to enable delegates to register their presence to present papers/ posters, to receive and organise distribution of any papers and to provide presenters with information.

7) To provide a Slide/ PowerPoint/ reception room to 

a) enable presenters to submit their presentations and to view them in advance of the sessions (powerpoint/ 35mm slides).

b) ensure that powerpoint and 35 mm slides are loaded prior to start of session

8) To provide tables immediately outside lecture theatres / rooms upon which authors can place the copies of any papers for collection by delegates 

9) To provide a desk for the registration of posters to

a) instruct presenters where to put their poster 

b) to provide materials to attach the poster to the boards

c) to record the presence/ absence of posters and inform the chairman of the local organising committee of the ‘no shows’

10) To provide staff for administrative and technical support for

a) Commission Desks

b) Slide / PowerPoint reception room

c) Poster reception

d) Lecture theatres and poster rooms

11) To provide feedback to the Scientific Advisory Committee on the progress of the meeting and to aid planning of subsequent meetings

12) To inform the Chair of the SAC of ‘no shows’ and to invoice the parent organisation of authors of ‘no shows’ for cost of poster site

Scientific Advisory Committee

The Scientific Advisory Committee comprises the Vice President (Scientific Affairs) as Chair and the President of each Commission. The Presidents may nominate another official of the Commission to attend meetings in their absence. The Committee meets twice yearly - in April at the venue of the meeting to be held in the following year and at the Annual Meetings.

Representatives of Local Organising Committees, Chairs of Working Groups, Wageningen Academic Publishers, the Editor of the Book of Abstracts, the Secretary General and Members of Council are invited as necessary to attend the meetings of the Scientific Advisory Committee.  

The responsibilities of the Scientific Advisory Committee are 

1) To agree the future programme of annual meetings and satellite symposia in liaison with the Commissions, the Local Organising Committees and Wageningen Academic Publishers.  In particular to agree the overall theme for the meeting, the drafts and the final version of the Commission sessions.

2) To ensure that the sessions being proposed are sustainable financially and scientifically, annual meetings will comprise

a) A minimum of twelve thematic joint sessions (12)

b) Up to two sessions per commission for commission topics provided that they can be sustained (18)

c) Up to 9 ‘Free Communications’ sessions.  Increasingly these will be organised thematically rather than by Commission (9)

These allocations must include time for a Business Meeting for each commission.  Commissions should aim to minimise b), but instead organise joint sessions with other Commissions.  Priority for financial support (see 7 below) will be given to the thematic and joint sessions

3) To agree the responsible Commission for organising joint sessions

4) To recommend the agreed programme to Council for their approval.

5) To liase with the organisers of the Round Table to ensure that the subject of the Round Table accords with theme of the annual meeting. 

6) To liase with Commissions, the Local Organising Committees and the EAAP Secretariat in seeking external financial support for the annual meeting sessions.

7) To agree priority sessions for EAAP and ASAS financial support of invited speakers and to nominate appropriate speakers to the EAAP secretariat (to agree with ASAS as relevant).

8) To liase with the EAAP Secretariat, Wageningen Academic Publishers and the Editor of EAAP News in publicising and promoting the future programme

Session Chair

It is essential that the Commissions identify a suitable Chair for each Session.  It does not follow that an eminent scientist necessarily makes an ideal chair.  What is required is someone who is known to be a reliable administrator, a good organiser and who has the right personality to conduct the meeting so that the maximum response is obtained from the participants. The correct choice of chairman for each session is one of the most important decisions for the responsible Commission.

The responsibilities of Session Chair are

1) To plan the structure of the session and its content (see Chapter 3 for instructions / guidelines)

2) To identify potential invited speakers and liase with the Commission contact in agreeing a short list and in accordance with the timetable shown in Appendix 1.

3) To contact invited speakers to confirm their contribution and to inform the Commission contact of any requirement for support.  (Note: It is the responsibility of the Commission President to formally invite the speaker and, in particular, any offers of support must be agreed with the Secretariat)
4) To review the abstracts submitted for their session and together with the Commission contact to derive the programme of offered Theatre papers and Posters in accordance with the timetable shown in Appendix 1.

5) Chairing the session at the meeting to include

a) Introducing the session and the speakers

b) Ensuring that speakers keep strictly to their time allocation

c) Encouraging discussion.  The chair should have in reserve at least one question in the vent that there are no questions from the audience

d) Encouraging the inclusion of the posters in the discussions

e) Briefly summarising the main points of the session

Wageningen Academic Publishers in the production of the Book of Abstracts (with the Commission Contact)

Wageningen Academic Publishers is the publisher of the Book of Abstracts.  Their responsibilities together with those of the Commission contact in producing the manuscript and in keeping presenters/ delegates informed are

1. Wageningen Academic Publishers to provide all the information necessary for submitting an abstract through their website. This includes the digital abstract form, instructions for submitting abstracts and the latest draft scientific programme.

2. Wageningen Academic Publishers to add to the website, on receipt from the Commission contact, the names of the invited speakers and the brief descriptions of the sessions in order to attract delegates. To provide updates on the submitted abstracts per session to the Commission contacts and the Local Organising Committee.

3. Wageningen Academic Publishers to liase with the Commission contact and the EAAP Secretariat to ensure that invited speakers, supported young scientists and scholars have submitted an abstract.  If there is no response from the author and/or the Commission contact, the Commission President will be responsible for encouraging the invited speaker to submit an abstract.

4. Wageningen Academic Publishers to provide the Commission contact by the 1st April all the abstracts submitted for the sessions for which they are responsible.  Also, a list of all submitted abstracts per commission and per session will be provided, to enable Commission contacts to check if exchange of abstracts between Commissions is necessary. Abstracts not fitting into the session should either be sent to another session (via the commission contact or via Wageningen Academic Publishers) or indicated for rejection to Wageningen Academic Publishers. In each case Wageningen Academic Publishers should be informed in order to inform the author.  Authors can be requested directly for a revision of their abstract. The author should submit a revised abstract, quoting the unique abstract number, to Wageningen Academic Publishers and to the Commission contact.  However, the Commission contact remains responsible for providing the necessary information before the deadline (and for giving instructions to the session chairmen).
5. The Commission contact to complete and return to Wageningen Academic Publishers the list of abstracts (as an MS-Excel file) by the 1st May.  The Commission contact to provide Wageningen Academic Publishers with information on the full programme of each session and comprising: 

· The allocation of abstracts to sessions, format (as poster or theatre) and for the latter, the time reserved for the presentation. 

· A list with rejected abstracts and abstracts forwarded to other commissions. 

· A list with abstracts that need revision

6. Wageningen Academic Publishers to inform each author in Mid May on the acceptance of the abstract and the presentation format.  Wageningen Academic Publishers will include information from the Local Organising Committee on registration for the meeting, the dimension of the poster boards and the procedures for slides and power point presentations.

7. Wageningen Academic Publishers to inform presenters of the consequences of ‘no shows’ and to inform the Commission contact and the Local Organising Committee of presenters who are unable to attend.  Those ‘no shows’ who do not inform Wageningen Academic Publishers within 2 weeks of the date of the meeting will be invoiced by the Local Organising Committee for the cost of their absence

8. Wageningen Academic Publishers, based on all the information provided by the Commissions, the Local Organiser Committee and the EAAP secretariat, to produce the book of abstracts, including preliminary pages, table of contents, all abstracts, author index and, if desired by the local organisers, advertisements.

Instructions / Guidelines to Presenters of Theatre and Poster Papers

The timetable in Appendix 1 shows the planning cycle for annual meetings. The key events/ deadlines for presenters (invited and offered) are 

1. Information on the meeting is available in increasing detail from 2 years before the date of the meeting on the EAAP and Wageningen Academic Publishers websites and in EAAP News 

2. Abstract forms together with information on how to fill them in are available electronically from the Wageningen Academic Publishers website from about 9 months before the date of the meeting (i.e. Mid December)

3. Invited speakers should have been informed of their participation within 9months of the date of the meeting, usually before 1st January.  

4. The deadline for the submission of abstracts is 7 months before the date of the meeting and is normally 1st March. Abstracts should be completed for both offered and invited papers

5. Authors will be informed of the acceptance of their paper together with the session and mode of presentation within 5 months of the date of the meeting (usually early May).

6. Guidelines for the preparation of posters are shown in Appendix 2(a).  The instructions are general and so they may differ slightly from meeting to meeting.  You will be informed of any changes when you receive the acceptance of your paper from Wageningen Academic Publishers.

7. Presenters of invited papers will agree their time allocation with the session chair. It will normally be 30 or 45 mins to include time for some immediate discussion/ clarification.

8. Presenters of offered papers are given an allocation of 15 mins to include time for questions of about 3 to 5 mins.  Practice your presentation with colleagues to ensure that it is clear.  Guidelines for the preparation of visual aids (powerpoint/ slides/ overheads) are shown in Appendix 2(b)

9. We realise that funding can be difficult and that you may have to cancel your presentation.  ‘No shows’ can cost the organising committee a lot of money and cause disruption of theatre sessions.  If you inform Wageningen Academic Publishers of cancellation within 2 weeks of the start of the meeting there will be no penalty.  If you fail to do this, the local organising committee will inform your institution and invoice them for the cost of the ‘no show’.  In addition abstracts from authors with history of ‘no shows’ will not be accepted for future meetings.
10. You are expected to bring 100 copies of the manuscript of your paper to the meeting.  Note: It is planned to offer a restricted access facility (registered delegates only) on the EAAP website for authors to provide an expanded summary of their paper.  This will mean that there will be no need to carry large numbers of paper copies to the meeting.  Further details on this will be posted on the websites/ your acceptance of abstract letter.
11.   When you arrive at the registration desk at the meeting venue ask to be directed to 

a. Commission desks to register your presence and to receive further information in relation to theatre and poster presentation and to deposit any manuscripts.  
b. A Visual Aids Reception Room to submit and review theatre presentational material.  Information on the powerpoint version in use etc will be provided with the acceptance of paper information.  Poor material will be rejected.  Spare acetates and pens will be made available for authors to use in re-submission of their material.  You should not hand in acetate sheets for overhead projection but take them to the theatre.

c. Poster reception desks for instructions of where to hang your poster.  Materials will be available to fix your poster to the Board
12. Powerpoint disks and 35mm slides must be handed into the reception room one day before the presentation.  You will have an opportunity to view them and 35mm slides must be sorted in the correct order and numbered in the upper right corner.  Commission, Session, and abstract number should also be written on each slide (e.g. G 3.5).

13. Theatre presenters should report to the theatre at least 15 mins before the start of the session.  It is the responsibility of the presenter to check that the powerpoint/ slides are in the correct order.  You will be expected to present your own aceteate sheets on the projector.

14. Poster presenters will be informed in their acceptance letter of when they are expected to stand by their posters to enable discussion with delegates.

3
MEETING AND SESSION ORGANISATION 

The importance of forward planning at least two years ahead has already been stressed in these guidelines and the agreed timetable produced in Appendix 1.  Whatever the design of the programme, however, there are some important principles and actions which underpin the successful organisation of the annual meeting.

Theatre Sessions

Each session is normally programmed to last for up to 4 hours (including coffee break).  Main considerations in planning are

· The standard unit for presentation will be 15 mins. or multiples of 15 mins to include presentation and immediate discussion.  Thus invited papers should be planned to take either 30 or 45 mins and offered papers 15 mins.

· A coffee break of 30 mins should be planned at approximately the mid point 

· A major objective within each session must be to encourage discussion and debate.  Except for free communications sessions, a minimum allowance of 15 mins should be allowed for an integrating discussion at the end of each session 

· Each chair should maintain strict time keeping

For example a session of 4 hrs could consist of 

Brief Introduction by Chair

Up to 3 invited papers of 30 / 2 x 45 mins

Coffee break of 30 mins

5 to 7 offered short papers of 15 mins

Final discussion of 15 mins

Free Communications sessions will comprise a series of 15 min papers (to include 3 to 5 mins discussion)

Poster Sessions

Poster presentations have become an important part of the proceedings.  Care must therefore be exercised in ensuring that the posters are sited centrally or where appropriate within easy reach of the meeting room.  The areas for poster display must be 

· readily accessible by delegates (adjacent to the relevant theatre location or a central location adjacent to reception/ meals area as agreed with the SAC)

· well lit so that delegates can see all the posters clearly

· arranged with sufficient space to allow easy passage of delegates between the posters 

It is important that time is devoted for poster viewing by the delegates.  Also a brief outline of those posters that relate to a session topic should be presented in the theatre session.  The Chair or a person nominated by the chair can do this.

Commission Desks.

The Commission Secretary prior to registration will brief staff manning the commission desks.  In general the staff will be required to

1. Register the presence of presenters in the programme for the information of the Commission Secretary and hence the Session Chairs

2. Remind theatre presenters to submit their visual aids to the reception

3. Ask theatre presenters to report to the session chair at least 15 mins before the start of the session

4. Inform Poster presenters of the location of the poster desk and the time for display and attendance

5. Deposit copies of any papers to be taken later to the appropriate session room.  Six copies of papers submitted (12 for joint sessions) will be retained for the commissions

Visual Aids Reception 

There should be two staff on duty to help delegates to review their presentation and to deliver presentations (discs. CD, 35mm slides) to the the theatre

Theatre Rooms/ Poster Room Staff

There should be at least two members of support staff present throughout the theatre sessions (although this can be reduced to one for the smaller single commission sessions).  They must have been briefed by the Local Organising Committee in the operation of the visual aids system, the lighting and the audio system and be competent in their use.

Staff should be available in the poster rooms/ areas at appropriate times to direct presenters to poster boards and to assist them in displaying their posters.  They must have sufficient materials (pins/ tape/ Velcro) to hang the posters on the boards.

Appendix 1

Timetable for Scientific Advisory Committee planning actions for Annual Meetings

Note: The Scientific Advisory Committee normally meets twice yearly; during the annual meeting in August/September and then in April at the venue of the next but one Annual meeting.

	Date 

(X = date of planned meeting)
	Action
	Who is responsible for action

	X – 24 months

(at Annual meeting)
	Propose Theme for meeting
	Local Organising Committee 

	
	Proposals for Satellite meetings 
	Local Organising Committee 

	
	Proposals for Sessions
	Commissions after consulting Country Reps and Business Meeting

	
	Agree responsible Commissions for organising joint sessions
	Scientific Advisory Committee

	
	Agree 1st draft programme (Draft Session titles and Satellite Symposia)


	Scientific Advisory Committee

	X – 18 months

(at April meeting)
	Confirm Session Titles
	Commissions

	
	Nominate Chairs of sessions
	Commissions

	
	Confirm Satellite Symposia
	Local Organising Committee

	
	Agree 2nd draft programme

(Session titles, Session Chairs, Satellites)
	Scientific Advisory Committee

	
	Inform/ Familiarise Commissions with Conference venue, timings and other events.


	Local Organising Committee

	X – 12 Months

(at Annual Meeting)
	Agree priority Sessions for EAAP/ ASAS supported speakers
	Scientific Advisory Committee

	
	Agree 3rd programme

(Confirmed Session titles, Session Chairs, Satellites)
	Scientific Advisory Committee

	
	Outline Procedures for Abstracts/ Publication
	Wageningen Academic Publishers

	
	Nominate Commission Contacts for Wageningen Academic Publishers
	Commissions

	X – 9 months

(by 1st January) 
	List of Invited Speakers to Wageningen Academic Publishers


	Commissions after consulting Chairs of Sessions

	
	Nominations for supported EAAP/ ASAS speakers to Chair Scientific Advisory Committee and EAAP Secretariat
	Commissions

	
	Brief description of session purpose to EAAP (for website) and Wageningen Academic Publishers


	Commissions

	X – 7 Months

(1st March)
	Deadline for submission of Abstracts
	Authors

	
	Support for invited speakers agreed and speakers informed
	EAAP Rome and ASAS

	X – 6 months

(April meeting)
	Update on progress
	Local Organising Committee, Commissions, Wageningen Academic Publishers

	
	Agree 4th Draft Programme (Session titles, Session Chairs, Invited Speakers, Satellites) for Brochure and Websites


	Scientific Advisory Committee

	X – 5 months

(May 1st)
	Final programme of invited and offered papers and posters agreed


	Commission Contacts and Wageningen Academic Publishers

	X – 5 Months

(May 10th)
	Authors Informed of acceptance and format/ time 


	Wageningen Academic Publishers



	X – 4 Months

(by 1st June)
	Final Version of Programme to Wageningen Academic Publishers and EAAP Secretariat for Book of Abstracts/website.


	Local Organising Committee, EAAP Secretariat

	X 

(at Actual Meeting)
	Nomination of Theatre and Poster Awards to EAAP Secretariat


	Commissions

	X + 1 Month
	Session Reports to Editor EAAP news
	Commissions


Appendix 2 (a) 

GUIDELINES FOR THE PREPARATION OF SCIENTIFIC POSTERS FOR EAAP MEETINGS

The ABC of a poster is to be Attractive and Audience adapted, and also Brief and Clear in conveying the message. You need to make delegates interested to look at your poster, to read it, and to easily find the most important points or “take-home” messages.

Posters with too much information, too much colour and too much design have weak messages. A simple graph (in colour), a table or a photograph will attract and aid understanding, but too many will confuse. 

Making the poster

· Make the poster fit the board, which will normally be about 1000mm wide by 1600mm long. The exact dimension of the board and desired dimension of the poster will be sent to you by Wageningen Academic Publishers at the time your paper is accepted. Make sure to make your poster in portrait and not in landscape orientation.

· Your poster can be made as a single-sheet poster created fully on a computer (e.g. in Power Point) and printed on a poster printer, usually on paper. If the paper is covered with plastic laminate a matt surface is preferable. Increasingly the standard for a single sheet poster is paper size AO (841 wide x 1189 mm long). 

· The poster can alternatively be produced as a multi-part poster, where individual elements (text sheets, figures, photos, etc) are mounted on a unifying background paper or card and split into four or maximum six segments for easy transport. The final mounting is done at the conference site where the segments are joined with wide tape on the back. Save some sheets/illustrations to mount finally to hide parts of the joints.

· The poster content is often presented in sections under headings such as Objectives, Introduction, Methods, Results and Conclusions, but you might also use more informal headings, e.g. short statements or questions. The content can be arranged in columns or rows, or in some other structure, e.g. circular. 

· Each section of the poster should contain just a few important messages, written in a few words. Bullet points are easier to read and to understand than long paragraphs of text. Remember that the most important messages of the poster, e.g. the conclusions, should be placed where you think the audience will notice them best. They might also be highlighted.

· The poster title should be placed at the top of the poster, and be the same title as in the meeting program. The title should be followed by the author names and addresses. A small photo of the poster presenter near to the name(s) might help the audience know who to approach for questions and discussion.

· Text size must be large so that the poster can be read from a distance. The title should be 2.5cm high, text about 1cm high.

· Photocopy enlargements should be avoided as they produce poor quality

· Tables and figures should be easy to read and to understand. A written take-home message next to the table or figure might help.

· Illustrations such as photographs are useful to enhance a poster, but remember that there should be a balance between text and illustrations.

· Logos (maximum two per poster) should be discrete – this is a scientific meeting (10cm x 10cm maximum).

· Colours can be useful to highlight, separate, or associate information, and to “harmonise” the poster. Using too many colours might distract or give an uncoordinated effect.

· No references in the poster.

Remember

Most people passing your poster are not interested in details – those who are will read your paper. Think of how much of other people’s posters you read! It is therefore advisable to have a handout of your paper or copy of your poster to distribute.

Further details are given in: Malmfors, B., Garnsworthy, P. and Grossman, M. 2004. Writing and Presenting Scientific Papers. Nottingham University Press, Nottingham, UK

Appendix 2(b)

GUIDELINES FOR THE PREPARATION OF SLIDES (POWERPOINT, 35MM, ACETATES) FOR EAAP MEETINGS

Visuals should support your talk. They should thus relate to the words spoken, be seen clearly, be well organised and emphasise the important points. A visual that is overloaded or difficult to read or understand will only be distracting.

The aim is to get your message across, not to show the range of functions available in Power Point! Keep things simple for maximum impact! 

Some rules

· Make a title slide to introduce your talk and set the scene. Put it on when you are ready to start to get peoples’ attention. This is the only slide in your presentation that might have a logo. 

· Headings should be short. Keep your other messages short as well. Do not write your text in sentences. Rather use key words and bullets to focus attention.

· Illustrations may help emphasising your messages.

· What to include? Consider what main points you wish to put across to the audience, and then devise slides to illustrate these as concisely and clearly as possible.

Too many slides?

You should have less than one slide for each minute allocated for the talk. Beware that slides that build information (e.g. by use of animation) may take you longer. Be prepared to leave slides out if time is against you. The most important slides are often at the end, i.e. the conclusions and implications. Plan your presentation so there is no risk you will need to leave out the most important slides!

Not too much information!

· Keep it simple. It is difficult for audiences in long sessions to absorb complex information from a slide (most slides are up for less than 90 seconds).

· Tables – if you have more than four rows of four columns it will be difficult to read. Tables taken straight from a journal or your paper might be impossible to read and understand in a slide. Rounding numbers may add to clarity. If the major purpose is to show a trend or make a comparison rather than showing the precise data it is better to show a graph or chart.

· Graphs and charts. Do not use too many lines in a line graph, or bars in a chart. It might be easier for the audience to quickly see what a line represents if you put a label next to each line instead of having explanatory legends outside the graph. Pie charts can be labelled in the same way. Using different colours or shades will help distinguishing lines, bars etc. (see section “Colours”). Remember that the axes should be quantified and named.

· Pictures and photos will add impact and help illustrate but can be overdone. Ask yourself if they assist the talk, or are they just pretty?

Avoid small font sizes!

Font size 24 is usually a minimum size for the text, but the size can preferably be larger, both in text and headings. Use fonts that have been used widely for many years, such as Arial, Verdana, Comic Sans, Times New Roman, Symbol. That reduces problems that might occur when the presentation is done in another computer than the one where it was produced. Another option is to save the file by using “Pack and go”.

Words written in lowercase letters (or with an initial capital) are easier to read than words all in uppercase.

Colours

· Colour can make visuals more attractive, but too many colours in a slide can distract from your message. Text and diagrams are usually seen best on a plain background.

· Make a good contrast between text and background, e.g. dark text on a light background. If you use a dark background, make the text white or yellow (and preferably bold). 

· Avoid basing a distinction solely on red vs. green; those that are colour blind might miss it. 

· Choose colours, contrasts and font sizes that maximise the possibility to keep room light on during your presentation. Having the room illuminated improves contact with your audience and helps them keep awake!

Test

Test your presentation in a hall to make sure it is clear for those sitting at the back of the room. As a first test, however, you can check that your slides are easy to read in PowerPoint “slide sorter view” (select zoom 100%).

Check

There is usually an opportunity for you to do a final check of your slides in the Slide Reception room when you have arrived to the congress.

Further details are given in: Malmfors, B., Garnsworthy, P. and Grossman, M. 2004. Writing and Presenting Scientific Papers. Nottingham University Press, Nottingham, UK
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