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Instructions for chairs of discussion sessions 
 

Essential requirements 
The following information is provided to help chairs to prepare for their sessions. 

1. Discussion sessions (DS) will be streamed live during the congress days of 9 – 11 April.  

2. There will be no PowerPoint presentations in this session format. 

3. All DS will be recorded and made available on demand for all registered participants to access 
until 8 July 2021. 

4. The World Physiotherapy team provide a facilitated meeting to prepare for the individual DS. 

A series of speaker preparation webinars was offered to speakers and chairs in February/March 2021. If 
you missed the webinars, you can still watch the recordings:   
https://congress.physio/2021/programme/training  
 
The chair’s role  
Online or in person, the chair of DS is leading the session by ensuring the individual contributions 
complement each other and the overall session is a coherent unit. The main tasks for the chair are to: 
 

• introduce the session topic, speakers and facilitate a lively discussion 

• introduce any polls  

• advise participants on the use of the questions and comments options, and the difference 
between them 

• engage the audience through optional polls (planned in advance) and direct questions to the 
participants 

• advise participants on the use of Wordly to support translation (available via the translate button) 

• ask the moderator for questions from the audience and have some prepared in case there are 
none 

• keep the session to time  

• remind the audience to rate the session using the evaluation button 

• provide concluding remarks and take away messages 

• thank all contributors to the session 

 

https://congress.physio/2021/programme/training
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The audience 
You will see all speakers and your technical moderator on screen. It is more difficult to engage with the 
audience as there is no way to judge the atmosphere in your audience. We therefore recommend the 
following: 

• encourage the audience to use the comments function for short introductions, where they are 
from, time zones, and to add observations as the session progresses 

• encourage participants to post questions throughout the live discussion using the questions 
button, where they can also like the questions they are most interested in  

• advise the audience that the moderator will be the voice of the audience putting their questions to 
the speakers 

 

• advise that the Wordly option can support translation into 19 languages with transcription and 
optional audio translation (available via the translate button) 

• consider turning to the audience asking them a question and encourage them to put in their 
thoughts in the comments box; this will complement your polls, where participants will only be 
able to select one answer from a selected list of answers 

• remember your audience (and speakers) will be in different time zones with some people joining 
very early in the morning or late at night 

• remember at the end of the session to encourage the audience to evaluate the session 
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Your session moderator 
You have a technical moderator assigned to support your session. They are not topic experts, but 
experienced physiotherapists. They will be ‘the voice of the audience’, keep an eye on the questions 
coming in and put them to the panel when invited by the chair. This will help the chair to focus on the 
panel and the discussions.  

The moderator will also conduct any polls and display the findings.  

Moderators will also be able to delete any aggressive/inappropriate questions. 

 
Polls 
Polls are a tool to promote audience engagement and provide feedback. Early engagement options in a 
session can help grab attention. They can also be used to break up the session or provide concluding 
feedback. They may also provide an opportunity to compare a before and after assessment about a topic 
if the same question is repeated at the beginning and end of the session.  

The poll questions will appear at the top of the questions section.  Please ensure the audience has this 
tab selected when the poll is activated by the moderator. 

A poll question should be short and easy to understand with the answer being one of a simple multiple 
choice format; the system does not support multiple answers to a question. They need to be quick to 
introduce and answer. Think in terms of: 

Poll question one Poll question two Poll question three 

Possible answers: 

• Yes 

• No  

• Do not know 

Possible answers: 

• Very confident 

• Confident 

• Ok 

• Not very confident 

• Terrified / worried 

Possible answers: 

• Intervention A 

• Intervention B 

• Intervention C 

  

Final poll questions must be submitted by 26 March.  

 
Technical support  
Each session will have a dedicated technical director facilitating the session. They will flag up any issues 
through a chat box only available to the panel participants. Ensure you attend the technical rehearsal 
session to get a hands-on experience on the live congress platform. 
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Chairing an online session 
Without the option for session teams to meet prior to the actual live session, we strongly recommend a 
video call in advance to prepare for the session. 

Participants in an online setting are more likely to switch channels or do other tasks when they feel the 
content is not engaging. 

You might find the following tips helpful: 

• your performance in the first few moments will set the tone 

• consider the tone of your voice and verbal expressions 

• consider non-verbal communication (body language, facial expression and gestures) 

• consider the setting and background where you want to present from 

• standing up or sitting at the front half of your chair might help you to maintain an active posture 

• check your audio is clear and there is no background noise 

• think about lighting so you are not in shadow and your background is not distracting  

• keep your energy levels up 

• focus on the camera lens – it may help to put a soft toy or marker next to it 

• it is helpful to have agreed signals with your presenters to be used if 

o someone wants to speak to a point  

o someone needs to wrap up as they are at, or over, time 

Prepare for the situation that one of the speakers has connection problems and their video/audio freezes 
during a discussion, so be ready to move to another person or throw a question to the audience to invite 
feedback. 

 

Back up plans 
All chairs and speakers will receive a unique code via email to access the session 30 minutes before the 
session starts.  Please join as quickly as you can to ensure everything is working correctly. In case a 
speaker is not available, the technical team will try to call the speaker and get them online. If this is not 
successful,  the session will  go ahead with hopefully the missing speaker joining during the course of the 
session. 

In case the allocated moderator is not available, one of the back-up moderators from the World 
Physiotherapy team will be informed and take on this role. 

If you as chair are unavailable, you need to identify a back-up chair from within your session.  
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