
Guidelines for Oral Presentations 
 
Introduction 
The following notes are for speakers and session chairs. We are extremely grateful for your participation in the 
Old Age Annual Conference 2019. 
 
Speakers 
1. Prior to the talk you might wish to check out the room where you will be speaking to see the size, layout etc. 
This can be done during registration/refreshment breaks or lunch depending on the time you are presenting. 
 
2. You may be invited by your session chair to meet prior to the session (see point 1 below). 
 
3. The audience will be mixed with a number of trainees, psychiatrists from different specialties, clinical 
Psychotherapists, nurses and researchers. 
 
4. In keeping with the objectives for the conference, the aim of the presentation should be to develop knowledge 
and understanding, skills and attitudes of the members of the audience. 
 
5. Strict timings will be enforced (see point 3 below). In your presentation, you should take account of time to set 
up, be introduced etc. and for questions either during or at the end of your presentation (see point 2 below). 
 
6. If possible use a PowerPoint presentation which you should send at least two weeks prior to the event (see 
accompanying notes “Audio-visual Equipment and Aids”). Consider giving your email address for requests for your 
presentation to be sent. 
 
7. Bring written notes and/or a copy of your presentation for the worst-case scenario where there is a complete 
failure of audio-visual equipment. 
 
8. Please see the AV guidelines below.  
 
Session Chairs 
1. It would be helpful if you could meet with the speakers in your session before it starts. In particular, you should 
clarify timings and any speaker requirements. Contact the Centre for Advanced Learning & Conferences 
(caroline.simms@rcpsych.ac.uk) who will help to organise this.  
 
2. The College hopes that sessions will be as interactive as possible. Some speakers may feel comfortable in points 
being raised during their presentation. Others will prefer to keep a time at the end of the session for questions. 
Your job will be to clarify speakers’ preferences and facilitate. 
 
3. Timekeeping is critical. Sessions should commence on time even if people are arriving late. Speakers should be 
given a two-minute warning before the end of their talk. The session should not overrun even if the room is not 
being used immediately afterwards. 
 
 
 
 
 
 
 
 
 
 
 
 



 
Audio visual Guidelines 
 
Rehearsal and Preview Facilities 

1. PowerPoint computer preview facilities will be available on-site.   
 
PowerPoint Presentations 

2. PowerPoint is the preferred method of presentation at this meeting because it allows greater flexibility 
of movement for the speaker and better size, clarity and definition of images.  PowerPoint will be 
available in each lecture room.  

 
3. Please ensure that you email your PowerPoint presentation to caroline.simms@rcpsych.ac.uk or 

catherine.ayres@rcpsych.ac.uk by Friday 1 March 2019 if you would like it to be included in the 
conference booklet.     

 
4. Please let us know if you are intending to connect live to the internet or play video during your 

presentation. 
 

5. Here are some general pointers on handling PowerPoint presentations: 
a. Images - avoid using unnecessarily large image files.  High quality scans and photographs do not usually 

need to be any larger than 100k in size. Save images in a compressed file format (e.g .jpg). 
b. Naming your presentation - always try to include your name in your chosen filename: e.g. SmithJ.ppt and 

NOT OA2019ppt – it’s easier for us to identify your presentation that way. 
c. For presentations containing video and /or audio clips, please send both the PowerPoint file and the 

video/audio file to maintain the links in the presentation. Please bring a copy of both the presentation 
and the video/audio files with you as backup to the event.  
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