
Tips for Hosting a Session

Session hosts contribute significantly towards making presenters, facilitators and participants feel welcome and appreciated. Here are a few tips intended to help your session go smoothly.

Pick up gift(s) for presenter(s) or facilitator(s) at the Forum Registration Desk.

Arrive in the allocated room 10-15 minutes before the session.

Greet and welcome presenter(s) or facilitator(s) as they arrive.

Give presenter(s) or facilitator(s) whatever support they may need in setting up. This may mean going after help for AV issues, climate control, seating arrangements, and so on. Hosts are not expected to be technical experts themselves.

Start the session right on time. Please, do NOT wait for stragglers!

Thank participants for attending.

Introduce yourself and state your role as host.

Introduce presenter(s) or facilitator(s). Bio's for all presenters and facilitators should be included in your Forum Participant's Package.

Keep presenter(s) or facilitator(s) mindful of time constraints.

Thank presenter(s) or facilitator(s) at end of session.

 Present gifts.

Thank you!
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