Concurrent Session Presenter Guidance
MSP Regional Meetings 

FY2010
Previous MSP conferences have produced a clear idea of what the MSP regional meeting audience wants in a conference and what works with presentations. These guidelines are provided to help concurrent session presenter teams as they prepare for the conference. 

1. Meeting participants hope to learn from one another. MSP projects differ in many ways including successes, challenges, and solutions. The discussion in concurrent sessions is one place where these discussions can occur. Therefore, there must be a full 30 minutes for conversation with the audience following the session’s presentations. Presenters are expected to facilitate the conversation; thus, you should be prepared to answer questions from and pose questions to the audience. 
2. Presentations should last no more than 15 minutes. A staff person from either the U. S. Department of Education or Abt Associates will be present to facilitate introductions and time management of the session. 

3. Rooms will have an LCD projector, laptop, and screen. The presentations will be pre-loaded on the laptop. Rooms will be set up either in “theater style” (rows of chairs) or “rounds” with chairs grouped around a table. The particular setup will depend on conference registration and room size. 
4. You may not modify your slides or add visual materials to your presentation after they are reviewed, see specific meeting guidance for dates. The U. S. Department of Education will review all visual materials and may ask for presentation changes focusing on presentation rather than content.

5. We will provide copies of slides to the audience provided we receive the presentation in time, please see specific meeting guidance.
6. All PowerPoint presentations should include a disclaimer slide stating: “The instructional practices and assessments discussed or shown in these presentations are not intended as an endorsement by the U. S. Department of Education.” 

7. Additionally, you should verbally state, at the beginning of your presentation, that the instructional practices, materials, and assessments were chosen to meet the needs of your program. Please point out that other options exist, and the use of the practices, materials, and assessments chosen by your project is not intended as an endorsement by the U. S. Department of Education.

Advice to Presenters

1) Remember, your goal is to engage your audience. Many attend the meeting to learn from other projects. This is the purpose of the concurrent sessions. Your presentation can facilitate the opportunity to learn from one another if you:  
a) briefly describe your project, 

b) discuss the novel aspects, successes, challenges and solutions of your project, and 

c) summarize findings to date. Make sure you discuss your findings with respect to teacher knowledge, teacher practice, and student achievement. 
i) If you are a first year project, please be sure to let your audience know this. During your presentation, you may want to briefly discuss how you plan to measure the effects of your program on teacher knowledge, teacher practice, and student achievement. 
2) YOU are the presenter, not your slides. 

a) Think about your presentation manner including: How do you hold yourself? Where will you stand? How will you advance the slides? Will you move around the room? How can you be sure your voice is projecting to the back of the room? 

b) Make sure the slides strengthen your presentation rather than distract the audience. Slides should be viewed as illustrations for your presentation.  Please try to avoid reading directly from the slide, as your presentation will be more engaging if you expand upon bulleted points rather than reading sentences verbatim.
3) You might think of the slides as an advertisement for your project. 
a) What can other projects learn from you? 
b) What challenges might other projects be able to help you with? 
c) What are your findings to date with teachers? With students? 
4) Present sufficient information so the audience can follow your presentation. 

5) Try to economize the number of slides used. Not every point needs to be represented in a presentation by text or image. 
6) Consider using one substantive slide for every two minutes of presentation. Using this rule of thumb, your presentation should have no more than eight substantive slides and probably not exceed 12 slides total.
7) Makes sure your slides are readable. We recommend: 

a) A minimum 22-point font.
b) Be cautious in your use of animation and slide transitions. You don’t want to distract the audience. 

c) Some suggest no more than 30 – 35 words (or 6 – 8 lines) per slide.
d) Present numbers selectively. Use charts or graphs where possible rather than a large table of numbers.

e) Use only two levels of bullets. 

f) Cleaner fonts are easier to read. Try Arial, Helvetica or Calibri. 

g) Use dark text on a light background as it tends to be easier for the audience to read. If you are using a dark background, make sure your text is light. 

h) Limit logos to the first slide. 

8) Consider describing your slides briefly. This will help keep the audience engaged and oriented to your talk. For example, “This slide demonstrates the range of partners in our MSP project” or “This picture shows teachers working together to develop lesson plans for photosynthesis in one of our summer sessions.”
9) You may not promote any specific materials (i.e., curricula) during your presentation. If you reference any materials, please make sure you state “We selected materials which fit our project. However, there are other options available that are equally good.” 

10) Remember there are navigation shortcuts which may be useful during your actual presentation: 

a) Type number and press enter to go to that slide. The audience won’t see a thing. 

b) Type B and get a blank screen – helpful if you want to “hide” the slide for a moment. 

c) Type A and the pointer on the screen goes away. 

