
2015 Presiding Officer Orientation 
Minneapolis Convention Center, 205 A, Second Floor 

Sunday, Nov. 15, 7:00-7:30 am & 12:00-12:30 pm 
Monday, Nov. 16, 7:00-7:30 am & 12:30-1:00 pm 

Tuesday, Nov. 17, 7:00-7:30 am & 12:00-12:30 pm 
Wednesday, Nov. 18, 7:00-7:30 am 

During presider training you will learn to upload presentations on the computer, adjust lighting, 
operate equipment, keep the session on schedule, and other responsibilities. 

Before the session starts:  

 Check the online program—Check the time and room assignment of your session. The 
final program is posted at: www.acsmeetings.org/program.  

 Arrive early—Plan to arrive about 30 minutes before the session starts. Familiarize 
yourself with the audio-visual equipment. You may need to help presenters upload their 
presentations before the session.  

 Keep to the schedule—Start and end your session on time. Each speaker in a 
volunteered session receives 15 minutes. If a speaker is missing, take a break and do not 
skip to the next presenter. It may be helpful to use arranged signals to indicate when a 
speaker’s time is almost finished.  

 Media—Members of the pre-registered media and ACSESS staff are allowed to 
photograph, and audio tape all sessions. ACSESS or contractors staff may videotape all 
sessions. Otherwise there is to be no use of photography or personal recording devices in 
the session rooms.  

 Oral session report form—please record your session title, attendance, and no-show 
speakers on this form and return it to the Info Desk after your session is complete.  

 CEUs—look for a sheet of paper on the table for CEU sign-up and see if your session 
title is at the top. If it is, let people know they can sign in and out for CEU credits or scan 
the QR code. At the end of the session, please bring the sheet to the Information Desk.  

At the beginning of the session:  

1. Introduce yourself as the presider for the session.  

2. Encourage the audience to take seats at the front of the room and to fill empty seats.  

3. Remind audience to turn off or silence their cell phones. 

4. If there’s a CEU form, let the audience know to sign in and out to receive credits.  

5. Encourage the audience to join the community/division holding the session and use 

the hashtag #ACSMtg to tweet about what they learned in the session.  

6. Remind the presenters they will be required to stay within their time limit.  

7. Make sure to fill out your oral session report form and return it to the Info Desk.  

Questions on audio visuals, light, sound, or temperature control? 
Audio visual staff will be roaming the hallways at session start times to answer any questions. 
Please look for one of them in your area. If you do not see anyone, please visit the Information 
Desk or call it at 612-335-6655. 

In Case of Emergency: Do not call 911--an EMT is in the building. Call the security office at 
612-335-6040 from a cell phone or x6040 from a house phone. 


