INFORMATION FOR PRESENTERS AND CHAIR-PEOPLE (draft at 30.9.2024)
Biennial Conference of Oral History Australia, Naarm / Melbourne, 21-24 November 2024, ‘The Power of Oral History—Risks, Rewards & Possibilities’ 
Conference Sessions

On Friday and Saturday, all sessions will be held at Trinity College Gatehouse Centre, University of Melbourne. We will discourage participants from moving between different rooms in the same time slot - it is distracting for presenters and there is no guarantee that the paper they want to hear in another session will be at the precise time they expect. Two of the conference rooms are in the Gateway Centre; the other two are about a one-minute walk from the Centre.
Notes for Presenters
Please stick to the allocated time, in fairness to your fellow presenters and to ensure ample time for questions and discussion. The chair-person will give you a time warning and then stop you on time. Standard presentations should be no more than 20 minutes (if you use less time for your presentation, you’ll get extra time for discussion of your work). Lightning presentations should be 5-minute snapshots of your oral history project. Workshops and panels should ensure that at least one third of the time available is used for discussion. Before each session starts, the chair and panelists will decide whether discussion occurs after each presenter or after all presenters, according to what is most appropriate for the session.
You should have a USB with presentation computer file/s you wish to use and bring it to the room for your session in a break well before your session starts. Use the following file name convention so that it will be easy to locate your file/s on screen: Your surname – OHA2024. (please also save your file/s to the Cloud eg your Google drive or OneDrive folder – so we can find them if your usb does not work). Technical support will be available to help you load your PowerPoint and/or other file/s on the computer in the room and check it all works. We prefer you to to use the computer in the room rather than connecting your own laptop to the system (unless you have special hardware of software you need to use – in which case please email the conference organisers in advance, notify us at registration, and then make sure you try out your technology in advance during a break). Note that the Trinity College Gatehouse Centre uses PCs, so if you have created a file on a Mac you need to ensure in advance that it is PC compatible.
At an oral history conference, we encourage you to use extracts from interviews or oral history productions (within your allocated time). If you have embedded audio or video files within PowerPoint (PPT), it is always a good idea to also have those audio or video files saved separately on the USB, just in case they don’t play from PPT. Only embed in PPT the exact extract you plan to use, and when you embed audio or video into your PPT file, set it up so that the audio/video plays when you click on the link, NOT when you click for that slide. If you are using PPT, ideally use a recent version. Audio should ideally be in MP3 format (not .wav); videos should ideally be in MP4 format at 16:9 ratio aspect.  
For PPT presentations, a font size of 36-44 points for headings and 24-28 points for body text is generally recommended with Palatino, Georgia, Verdana, Tahoma, Arial, and Helvetica being the preferred fonts for accessibility. Ref: https://www.linkedin.com/pulse/best-font-size-readability-powerpoint-presentations-achu-emmanuel-ol6yf/
And please, practice in advance with your slides and any audio/video links. If you are new to conference presentation (and even if you are experienced!) we recommend you also bring a print-out of your slides / talk with you.
Notes for Chair-people

Please get to the room of your allocated session in the break before the session starts, introduce yourself to presenters and make sure equipment and slides are working for their presentation. If there are any problems the conference volunteer allocated to the room will help out, and if necessary will contact the Trinity tech expert. 
Discuss with speakers if they would prefer to present papers in sequence followed by Q & A at the end, or have Q & A after each presentation (in which case a presenter who speaks for less than their allocated time gets the balance as extra discussion time). 
Start on time! Only do very brief introductions to each presentation. Make sure the time is equally shared between presenters (see above), and that there is ample time for questions and discussion. Keep a note of the start time for each presentation and use a 5 and/or 2-minute warning note. Please don’t let a speaker use up other speakers’ time or discussion time. Try to draw out connections between the presentations if you can.  Thanks!
