
IGCP 653 Lille Virtual Meeting Presenter Guidelines 
 
 
General information 
  
Please be advised that the meeting will be organized with the Zoom platform.  
  
To avoid speakers being interrupted during their talks, we therefore note that all microphones will 
be muted upon entering the virtual conference. Should you have a question, use either the chat 
function, or the ‘Raise hand’ function. The session moderator will then call out those who have 
questions (depending on what time permits). You can ask your question by pressing down the 
‘Space bar’ on your keyboard. 
  
 
Presentation Preparation: 
 
Regular Oral Presentation slots are a total of 20 minutes each. Your presentation should not 
exceed 15 minutes in length. We will have 5 minutes for questions and transitioning to the next 
speaker. Please keep your presentation to 15 minutes. For keynote talks, the length is of 30 (25 
+ 5) or 40 (35 + 5) minutes.  
 
Presentation format: 
Speakers may choose to (1) present live via-screen share from their own computer during their 
assigned time slot or (2) submit a pre-recorded presentation to be shared by the session convener 
during their assigned time slot. 
 
Live presentations can be developed using the preferred presentation mode of the presenter 
(PowerPoint, Google Slides, Adobe PDF).  During the presentation, the presenter should click in 
Zoom to share that screen with their slides and then implement presentation mode for their slides 
on their computer. 
 
Pre-recorded presentations should be saved as MP4. Please keep file sizes as small as possible. 
If you are pre-recording presentations, please use a headset with microphone for best quality 
audio. 

 
Pre-recorded presentations must be sent to the organisers.  
 
Please, note that all Lightning Talks must be pre-recorded. The length is of 5 minutes, 3 minutes 
for the presentation, and 2 for questions and discussion.  
 
 
Session Logistics 
Every session will have a session chair, an IGCP 653/735 meeting organizer, and helper present 
to assist if you need anything. The speaker lineup and moderators/helpers for each session, 
including times, for each day can be found on the meeting website. The IGCP 653/735 meeting 
organizer or helper will assist you with enabling screen share and ensuring your audio is working. 
For pre-recorded talks, the moderator or helper will play these during your time slot. We 
recommend that you use a headset for your audio if you are presenting live. 

Please try to join your session 10 mins prior to the start for a sound check. The moderator/helper 
will turn on your camera and give you the ability to use your microphone when it is your turn to 



present. You will be given 15 minutes (or 25 to 35 for keynote talks) for your presentation and 
then 5 additional minutes will be allotted for any questions from the audience. Attendees will 
ask the questions via chat or by raising their hands but the moderator/helper will choose which 
questions to ask of you and will ask you orally. You do not need to monitor the Chat or hands 
raised during your presentation.  
 
All sessions will be recorded, and your image will be streamed along with the presentation. 
However, if you do not wish to have your talk shared after the meeting, please let us know before 
the event. 
 
Zoom Security: Distribution of the Zoom meeting links are restricted to those who have 
registered for the conference and agreed to abide by the Code of Conduct, but it for any reason 
you feel uncomfortable by actions of any of the room attendees via Chat, contact the 
moderator/helper or IGCP 653/735 representative for your session. They can immediately remove 
this person from the room. 
 
Technical recommendations for Zoom: 

● We suggest the desktop client or mobile app, which use less bandwidth than Zoom in your 
browser. See Zoom help for more: https://bit.ly/2RM0rzQ. 

● Hardwire internet connection to computer to avoid possible wifi interruptions. 
● The best way for people to hear you clearly is through a wired or wireless headset with a 

microphone. Even the old white iPhone headphones are better than speaking into the 
computer mic. Do not use phone speaker mode. 

● If on laptop, have it plugged into the power adaptor and not running on battery. 
● When presenting, please close out all other programs on the computer except for Zoom 

and your presentation (is sharing your screen) to prevent any background noise, 
notification popups, etc. 

● If you get disconnected – Don’t panic! and return to the room as soon as possible. 
● We encourage you to upload a picture to your Zoom Profile.  This will show in case your 

camera is off. 
● You can edit your name and affiliation and add pronouns to your Zoom name. 
● Make sure your Zoom computer client is up to date. Zoom regularly introduced updates 

which sometimes require you to update before logging in if you are using an older version 
of the software (https://support.zoom.us/hc/en-us/articles/201362233-Upgrade-update-to-
the-latest-version) 

● Keep your computer on a solid surface to avoid camera movement. 
● Dress and act professionally as though it were an in person meeting. 

 
Video recommendations if you'll be on camera: 

● For the practice run-through, set up in the same location where you'll be doing the session 
from so you can see what the video will look like and can make adjustments if needed. 

● The light in the room should be shining towards your face and not coming from behind 
you. Try to face a window or light so your face is well lit. 

● People generally look better on screen when the camera is eye level or slightly above - if 
you're on a laptop this may mean putting the laptop on a box or a stack of large books. 

● Be aware that both you and anything in your background will be visible to the public!!! 
● Mute your mic when you are not speaking.  

 
 
Practice: 



● Try out every feature that you will be using and make sure you're comfortable with it. 
Practice what you'll be doing in the meeting to make sure transitions are smooth.  

● Please use the same phone, computer and internet connection that you will for the actual 
event when you are testing. 

 

Additional misc. recommendations for speakers:  

• Verbally describe important images or figures 
• Avoid overuse of pronouns such as this/that/here, use descriptive language instead 
• Take your time speaking, don’t rush through your slides.  
• Consider adding closed captions to your presentation.  Google Slides can produce 

automatic captions: https://support.google.com/docs/answer/9109474?hl=en as can 
PowerPoint https://support.microsoft.com/en-us/office/present-with-real-time-
automatic-captions-or-subtitles-in-powerpoint-68d20e49-aec3-456a-939d-
34a79e8ddd5f  


