New York State School Music Association (NYSSMA)
Information for Conference Session Presiders and Room Chairs
The purpose of Presiders and Room Chairs is to ensure sessions are successfully organized, managed and that the presenter(s) have all equipment and necessary items for the session. These positions provide the professional courtesies that the clinicians, performing groups and the membership are entitled to as you represent NYSSMA in this leadership capacity.

PRESIDERS (Make sure your Name Badge is visible)
Prior to the session

· Pick up certificate and any other materials at the NYSSMA Collegiate Check-In desk. NOTE: If the clinician sent you a bio, make sure to review the bio that you will read prior to the session.

· Before the session begins introduce yourself to the presenter and clarify stopping time of the session

· Check room for proper equipment and set-up including AV equipment.

· Introduce the clinician / performing group. Learn a few important facts about the presenter and/ or performing group for your introduction. NOTE: You’ll need to speak to the presenter and (a) make sure you know how to say their name, (b) what their current job title is, (c) where they work (city, state, school district, college, etc.) (d) some other interesting fact that would interest the audience.
At the end of the session
· Present certificate when appropriate at the conclusion of the session. Thank the presenter for a wonderful session and ask the audience to give a round of applause to the presenter. Shake their hand.
NOTE: Certificates and other pertinent material will be available prior to your session at the NYSSMA Collegiate Check-In desk.
· Assist as needed in clearing the room for the next session. Put chairs back in order, pick up loose handouts and place on table up front.

ROOM CHAIRS (Make sure that your Name Badge is visible)
· Assist Presider with room set-up and check for proper equipment

· Check individuals for conference badges at the door.

Concerts are open to the public so badges are not necessary.

Clinics are open only to registered attendees displaying conference badges and/or “performer” sticker on badges.

· Should a person not have a badge direct them to the Conference Registration Booth located upstairs so that they may register for the conference.

After the session
· Assist as needed in clearing the room for the next session. Put chairs back in order, pick up loose handouts and place on table up front.
MANAGING THE TIME AND LENGTH OF THE SESSION: HERE’S HOW!

15 minutes before the session is over: Both Room Chair and Presider stand in the back of each section of chairs.

10 minutes before the session is over: Both Room Chair and Presider move up to the sides of each section of chairs.

5 minutes before the session is over: The Presider moves forward and as time begins to run out, moves up front, faces the attendees and when there is a break in presentation, says something to the effect of:


Wow, thank you so much for your session. I wish we had more time. 
On behalf of the New York State School Music Association 
(NYSSMA), we, the collegiate section of NYSSMA would like to 
present you with this certificate of appreciation. Thank you for sharing 
your knowledge with us. Then, initiate a round of applause for the 
presenter. If possible, get a picture so that Tayler can post on social media. 

Thank you for providing this invaluable service for NYSSMA.

