Informace pro vedouci sekci

Dékujeme za Va$ zajem i ochotu vést jednu z paralelnich sekci na konferenci ,Language Centres in
Higher Education: Sharing Innovations, Research, Methodology and Best Practices”. Nasledujici
stranky nabizeji podrobné instrukce, které by Vam mély usnadnit praci a které by souasné mély
napomoci hladkému prabéhu konference.

Vedouci sekci maji na starosti Ctyfi oblasti:

komunikace s pfednasejicimi v dané sekci pfed zahajenim konference (email)
naplfi prace v pribéhu konference pfied zahajenim sekce
organizace sekce

1
2
3
4) podékovani pfednasejicim po ukonceni sekce a zprava organizatorim

~— — ~— ~—

1) komunikace s prednasejicimi v dané sekci pred zahajenim konference (email)

Pfed zahajenim konference se vedouci seznami se jmény prednéSejicich ve své sekci i s jejich
abstrakty, a kontaktuje pfednasejici emailem, ktery by mél obsahovat nasledujici informace:

1.1. pfedstaveni se (neni nutné)

1.2. vétSinou se piSe douska o tom, Ze je vam cti nebo potéSenim tuto Cinnost délat

(jinymi slovy tim davate najevo, Ze tuto Cinnost berete vazné a zodpovédné).

1.3. vyjadfeni potéSeni nad tim, Ze se takovy Clovék s tak skvélou prezentaci pfihlasil (pokud piSete celé
skupiné sou¢asné, pak tataz informace, pouze v mnozném Cisle ...které se napf. v aj moc nelisi ©)

1.4. informace o tom:

- kdy a kde prednasejici vystupuje (nazev sekce, den, ¢as, mistnost)

- kolik na to ma €asu (20 minut na prezentaci + 10 minut na diskusi)

- koho ma kontaktovat, ma-li néjaké dotazy na technologie (technici.civ@rect.muni.cz)

- kde najde vSechny potiebné informace (http://www.civ.muni.cz/en/international-conference-2015-
brnol)

- kdy se ma dostavit do mistnosti prezentace (nejpozdéji 20 minut pfed zahajenim sekce)

1.5. dotaz na to, co by fecnik chtél, aby o ném a o jeho prezentaci zaznélo spolu s zadosti o zaslani
kratkého Zivotopisu (2-3 véty) a/nebo jednovétného shrnuti prezentace, na zakladé ¢ehoz si budete
schopni dané predstaveni pfipravit.

1.6. zavérecna douska o tom, ze se moc téSite na setkani

Formalnost emailu: zvolte podle viastniho uvazeni.

Délka emailu: idealni je, kdyZ je email co nejkratSi (5-8 vét).

Osobni / Skupinovy email: Pokud budete psat pfednasejicim jednotlivé, mizete vloZit jména dalSich
ze sekce, nebo jim miZete napsat hromadné (oném Ctyfem).

Obsah: Pokud chcete vlozit jakékoliv jiné informace, samoziejmé muiZete.

Upominky: Pokud néktery z pfednasejicich nereaguije, je dobré jej jednou max. dvakrat upozornit, aby
se ozval. Vickrat upozoriovat neni tfeba, protoZze pokud napiSete jeSté pfed vanocemi, mohou mit uz
dovolenou, a pokud napiSete aZ po vanocich, jsou k dispozici dva tydny, coz odpovida pfiblizné oném
dvéma pfipominkam.

V kritickém popfipadé Ize vyCkat, aZz se objevi na konferenci a dohodnout se pfimo na misté. V tomto
pfipadé je nutné ovéfit, ze se pfednasejici zaregistroval u recepce.

Ukazky emailG: viz Priloha 1 - je mozno, ale rozhodné neni tfeba vyuzZit!


mailto:technici.cjv@rect.muni.cz
http://www.cjv.muni.cz/en/international-conference-2015-brno/
http://www.cjv.muni.cz/en/international-conference-2015-brno/

2) napln prace v priibéhu konference pred zahajenim sekce:

2.1. Vedouci sekce se presvedCi na recepci, Ze vSichni pfednasejici skutecné dorazili a zaregistrovali
se. (Pokud néktery z pfednasejicich nedorazi, bude jeho prezentace vypusténa z programu a bude se
postupovat podle 3.15. Je mozné, Ze néktefi pfednasejici dorazi na konferenci aZ tésné pred zacatkem
vlastni sekce, proto nelze podnikat Zadné jiné kroky.)

2.2. O prestavce pfed sekci, kterou vedete, je tfeba byt v dané mistnosti nejméné 20 minut pfed
zahajenim sekce. V této dobé je treba:

- Zzkontrolovat, ze v8echno funguje (asistenti v mistnostech budou k ruce) a Ze je v mistnosti vse
potiebné.

- zajistit pfipadnou pomoc pfednaSejicim s technikou, nahravanim prezentaci z USB do pocitacl
v mistnosti a jinymi zaleZitostmi.

- jednotlivé prfednasejici vzajemné predstavit

- znovu véem piednasejicim zopakovat obecné instrukce k pribéhu sekci (napf. 20 minut slova + 10
minut diskuse)

- vyzvat prednasejici, aby mluvili klidné a nahlas (calmly and clearly), aby vSichni divaci porozuméli

- v pfipadé potfeby uzivani mikrofonu vyzkouSet praci s mikrofonem vSech prednasejicich

- omluvit se za pfisnost v otazce hlidani ¢asu

- s jednotlivymi pfednaSejicimi je znovu tfeba ovéfit zplsob a obsah jejich predstaveni, souCasné
dohodnout, ve kterych minutach pfed koncem své prezentace chtéji byt upozornéni.

3) organizace sekce

Vedouci sekce v uvodu:

3.1. se predstavi a vSechny pfivita.

3.2. shrne jednou vétou to, o ¢em sekce bude

3.3. pfipomene styl konference (kazdy pfednasejici ma 20 minut na prezentaci a 10 minut na diskusi)
- body 1-3 by nemély zabrat vice nez 40 vtefin — Pamatuijte, Ze ubirate ¢as pfednasejicimul!

3.4. pfedstavi prvniho fe¢nika
- opét idealné pod 40 vtefin
3.5. vyzve publikum k pfivitani fecnika (potlesk)

Vedouci sekce v priibéhu prezentace:

3.6. posloucha a piSe si poznamky a pfipravuje otazky (nejméné tfi otazky).

3.7. hlida ¢as - Vedouci je odpovédny za dodrzeni ¢asovych limitt v ramci sekce. Pokud pfednasejici
nedba vyzev ke konci, je nutné byt ,zdvofile neodbytny“ az do 29. minuty. Mezi 20. a 29. minutou je
tfeba zvySovat intenzitu vyraziva k ukonéeni prezentace po kazdé druhé minuté. V jakémkoliv momenté,
po ukonceni prezentace vedouci podékuje za prezentaci a vyzve divaky (v omezeném Case) k diskusi
(je mozno zvolit s ohledem na €as vyzvu pouze k jedné nebo dvéma otadzkam) viz.bod 8. Ve 29. minuté
(za jakéhokoliv stavu) je vedouci nucen vstat a prezentaci s omluvou odkazujici se na ¢as ukonCit.
Soudasné s omluvou oznami, ze nelze zahajit diskusi a ze dotazy na pfednaSejiciho mohou mit o
pfestavkach nebo kdykoliv v pribéhu konference.



Vedouci sekce po ukonéeni prezentace:

3.8. zatleska a podékuje za prezentaci

3.9. vyzve divaky k otdzkdm (podle ¢asovych moznosti) — je mozné je vyzvat k tomu, aby se pfi dotazu

vzdy predstavili a sdélili instituci, ve které pracuiji

3.10. fidi diskusi
- vybira z divakl, kdo se mlze zeptat (pokud to bude bezprostfedni, mlze nechat iniciativu
vybéru na pfednasejicim)
- kromé vybéru maze preformulovat, poZadat o specifikaci, nebo kdyz ma nékdo hodné dlouhy
dotaz, mUZze vyzvat tazajiciho se, aby svlj dotaz zkratil — to ovS§em pouze vyjimeéné, vétSinou
se nechava (opét, pokud to bude bezprostiedni, muize tyto Cinnosti na pfednasejicim)
- pokud se objevi les rukou a divaci maji zajem se ptat, je zdvorilé, aby se vedouci sam neptal
(ma vysadni postaveni a mlze si s pfednasejicimi popovidat kdykoliv jindy)
- pokud po vyzvé nebudou zadné otazky (pocita v duchu ,jedna-dva-tfi-Ctyfi“), mé vedouci
povinnost otazku poloZit nebo prezentaci okomentovat, tak, aby mohl pfednasejici reagovat
- pokud nejsou dalSi dotazy ani po prvni otazce, je tfeba postup opakovat (a to nejméné tfikrat,
tedy vedouci je povinen poloZit alespon tfi otazky nebo konstatovat alespon tfi komentare, na
které je mozno reagovat)
- pokud je situace kriticka a nic vedouciho nenapadd, muze jakymkoliv zplisobem zapojit
publikum

Vedouci sekce po ukonceni diskuse:

3.11. podékuje za diskusi
3.12. oznami pétiminutovou prestavku, v pribéhu které Ize prejit k dal§im prezentacim v jinych
paralelnich sekcich, nicméné zdurazni moznost zlstat v dané sekci

Vedouci sekce u druhé a dalsSi prezentace v ramci sekce:

3.13. pfedstavi pouze dalsiho fe¢nika a jeho prezentaci (neboli jiz nepfedstavuje sebe a nepredstavuje
sekci)

3.14. pokud (vyjime€né) je zfejmé, ze publikum tvofi v naprosté vétsiné novi divaci, ktefi nebyli pfitomni
Uvodu sekce, Ize postupovat podle bodl 3.1.-3.3.

Plan B:

3.15. V pfipadé, Ze dojde ke zruSeni prezentace v ramci sekce, informuje vedouci divaky o nastalé
situaci a vyhlasi:

a) prestavku (zejména, pokud se jedna o planovanou posledni prezentaci)

b) a povede otevienou diskusi na téma dané sekce (zejména jsou-li pfitomni pfednasejici, ktefi jiz své
prezentace prednesli a u kterych bylo tfeba prerusit diskusi z divodu omezeni ¢asu)

c) a povede diskusi na jedno urcité téma, které sam zvoli

d) ,aktivitu na posledni chvili“ — neboli jakoukoliv jinou aktivitu (workshop, interaktivni seminéf, video),
kterou pro dané divaky povede

Vlastni obsah i forma (napf. mira formalnosti nebo zaclenéni humoru) uvodniho slova i dalsi
organizace sekce je plné na rozhodnuti vedouciho! Ukazky moznych frazi viz Priloha 2 - je
mozno, ale rozhodné neni tfeba vyuzit!



4) podékovani prednasejicim po ukonéeni sekce a zprava organizatortim

4.1. Vedouci sekce kazdému pfednasejicimi prezentaci osobné podékuje za ucast a nejméné jednou
vétou se zmini o kvalitach pfednesené prezentace. (Pokud to nebude mozné okamzité po prezentaci -
bude mit napfiklad mnoho zajemct o rozhovor nebo naopak bude nékam spéchat, je vhodné vyhledat
pfednasejiciho v pribéhu konference a podékovat pozdéji.)

4.2. Vedouci sekce necha zpravu organizatorim o pribéhu sekce (ve formé formulare na recepci)
Formul&F zpravy viz Pfiloha 3 (bude pfipraven, neni tfeba tisknout).

Pokud mate jakékoliv dotazy, ptejte se — radi odpovime! Pro detailni diskusi vyuZzijeme informacni
schlizku 12.1. ve 14.00 v Jazykové studovné CJV.

Dékujeme mnohokrat za pomoc a spolupréci.
Organizacni tym konference



Priloha 1.

Ukazky emailli vedoucich sekci:

Jsou to reainé ukazky, slouzi pouze jako inspirace. Realné udaje byly zaménény.

1)
Dear XXX,

| feel privileged to have been invited to chair the "YYY" session on “Friday 16 January 2015, 14:00-
15:15” that you participate in. Your "ZZZ" abstract promises a really inspiring session and | am looking
forward to hearing your presentation.

As a chair | am asked to introduce you, so it would be excellent if | could get a short biography with the
points you would like to be mentioned. Please let me know if this is fine with you, or if you wish to
introduce yourself or if you would like to be introduced otherwise. | hope you have received the
instructions for presenters (www) and you understand the organisers would like us all to stick to them,
so | am going maintain a fairly tight timing in this session (20 minutes for the presentation + 10 minutes
for discussion). | will be in the room XXX to help before and during the session, however, if you have
any enquiries related to the technology use or the venue itself before the conference, please, contact
the organisers at (@).

Thank you for your cooperation.
| very much look forward to meeting you in Brno,
Kind regards,

2)
Hello everyone (v pfipadé, Ze to je pro vSechny dohromady),

My name is XXX and | have the pleasure of chairing your session "YYY" at the “Language Centres in
Higher Education: Sharing Innovations, Research, Methodology and Best Practices” conference.

It is certainly an honour having been asked to chair such an experienced panel of presenters. The
abstracts to your individual talks are all fascinating and | am very excited about hearing more.

As we are four speakers in total and the session lasts XX minutes, | thought it appropriate to email you
in advance a framework of how we will proceed through the session. It is important to bear in mind that
the session is the last of the day before .../ the firstonein ..... .

In the late afternoon, having seen numerous presentations during the day, many delegates will be
desiring a more interactive experience. | therefore suggest that you keep the number of (powerpoint)
slides/visuals down to an absolute minimum as pure support in delivering your message.
So, please aim to deliver your key message to maximum ... minutes (... to max. ... slides).

If you wish to deliver information in more detail, | suggest you bring copies of a paper with you, or you
provide a link where people can download a PDF file etc. As many delegates are online during the
conference it is a good idea to provide a shortened link which they can immediately enter and access.
To save time, my introduction to each of you before you start your presentation will be very short - name
and current position/institution.

| also intend to pose you an initial question before you start which relates to the key message of your
presentation/findings of your project, and which you during the course of your presentation will answer.


http://www.cercles2014.org/images/instructions_for_oral_presentations.pdf

So I'd be grateful if you could email me in one short sentence the key message of what you intend to
say - and I'll formulate an appropriate question out of it.
The order of the presentations as listed below.

1)
2)
3)
4)

My apologies for the lengthy mail. Please contact me if you have any questions or if | can help you in
any way.

| very much look forward to meeting you in Brno.
In the meantime | wish you a lovely Christmas time / weekend / ... and safe travelling!
Kind regards,

3)
Dear speakers,

| am XXX and | have been asked to chair the session of YYY. | really look forward to hearing your
presentations. | find the subject very stimulating, and the range of experiences in the panel promises an
exciting session. If you do not have each other’s abstracts or presentations it might be a good idea to
share them. | leave it to you to decide. This, however, would allow us to avoid overlaps, to see which
are the points in common, and from there to see how we can stimulate debate. In this respect | invite
you to provide some seed questions that we can use to interact with the audience.

From your previous exchange of emails with the conference organisers | understand that the
arrangement of 20 minute presentation and 10 minute discussion would fit all, so | propose we endorse
and stick to it. To be fair, and | am sure you appreciate this, | will have to maintain a fairly tight timing in
this session. We will follow the order on the programme: name, name, name and name.

As chair | am asked to introduce each speaker. Please tell me if you are fine with me using the
descriptions on the programme or if you would like to be introduced otherwise. | could not find ....., so |
would appreciate receiving this beforehand.

| would like to receive your information beforehand and at the latest by ... in the morning. This will allow
me to better understand/anticipate how the session will develop, and to better introduce it.

| very much look forward to meeting you all in Brno. If you have any questions before the conference,
please feel free to contact me.

Until then, | wish you all well.

Best regards,



Priloha 2
Ukazky autentickych vét pfi vedeni sekci. Jde pouze o inspiraci nikoliv o névod, co a jak fikat!

Uvod:

- Ladies and gentlemen, welcome to this session in our afternoon programme. Some household first.

- Welcome back everybody. Have you refreshed and reinvigorated?

- Welcome to the first of the parallel sessions. The system we have got here is that there are breaks
between papers, so if you want to go off and go to another one you are not stuck in this stream. Allan
and Michelle would be very happy if you stayed but there is no obligation to stay for the whole
three/four. So we've got five minutes between each session for you to go and find other things to do if
you want to.

- OK, | will be chairing this afternoon session in this track or strand. There are three/four papers in this
session, and, all the sessions are 30 minutes long and that will generally comprise of 20 minutes of
presentation and hopefully 10 minutes or so for questions from the audience.

- Can you, please, welcome Ms. Stone. (+ potlesk)

- OK, first we've got Andrew who needs no introduction from me. And we are visiting CARELTS, | am
sure you will tell us more about that as you go on. OK, thank you. Do you want to start?

- Would you like to start?

- | am not going to introduce the speakers as you want to hear them speaking not me speaking about
them. (napf, kdyz nereagovali na email a nic o nich nevite nebo je tfeba ¢asovy pres...)

- Ok, welcome everybody to this presentation on ....... and | really must thank Rosalind and Marta for
the last presentation because it was strikingly similar in context to what we are going to hear now. (napf.
kdyz zjistite, Ze se budou informacné hodné prekryvat )

- OK. This is the last one, | think, this is the last session. | would like to introduce Rita Hejtoff. And Rita is
going to talk about ..... . Over to you.

- So | am about one minute late. It gives me a great pleasure to introduce Martin Lawson from the
University of Cumbria, UK. Over to you Martin.

- Ladies and gentlemen, let me introduce lan Huglop, who is going to talk about his personal experience
with ...

- Chris is here from the University of Leicester. And it is great because he is here, he is in the right place
and he is on time. Well done, Chris, thanks for that. OK, so Chris is going to be talking about — well, you
can seeitonthe board—................. and some other stuff.

- That is an interesting day today. The last speaker went to the wrong room and we were all here and he
was somewhere else looking for us. Quite interesting he finished exactly on time. Right, this is, let me
introduce Peter Roy, who comes from deepest Dorset in UK and he is going to talk to us about ..........

Otazky:
- Just raise your hand and | ask you to give your name and institution.
- Just wave your hand and say your name and institution.

Handouty:
- | am afraid, there are not enough handouts for everybody but | think sharing is a good opportunity to
make friends. (jak komentovat problem — obratit to v néco pozitivniho)

Cas:

- In the interest of time we need to move on.

- In order to make sure to be fair on those that are presenting subsequently to have time to change over,
but also for those of you who may wish to go to a different strand or those who wish to come to a strand
in mid-session, | am going to try to be fairly strict on time. So, that is for the presenters and also for the



audience, so we will try to keep to the half hour slot. So this should give an opportunity to move to
another session if you need to and for others to arrive.

- The problem we've got is that we have to finish at 9:30 or at 9:35 at latest, there is another speaker in
here and there is another speaker downstairs which | have to be there for, so you're gonna have to be a
little bit quicker, if that's all right....

- This is the final paper of today’s session; we are going to try to stick carefully to time because we want
to give you the opportunity to get to the keynote at 25 past. After which there is the surprise and then
fun on the beach.

Mikrofon:

- | think that’s all | need to say. Except when it comes to question time because all of this is being
recorded, if you can indicate clearly that you want to ask a question, once my colleague here has
decided who he is selecting for a question, | will then pass the microphone to you so that everybody can
be heard clearly but also so that it's been recorded as well.



Priloha 3
Zprava ze sekce

Jméno prezentujiciho

Datum a ¢as

Mistnost

Nazev prezentace

Priblizny pocet divaku

Zajem o prezentaci ze strany divaku min.1 234567 89 10 max.
Zajem o diskusi ze strany divaki min.1234567 89 10 max.
Zajimavost pfispévku z pohledu CJV min.12 34567 89 10 max.

Komentare k oblastem mozné budouci spoluprace
(uvnitf nebo mimo CJV)

Jméno vedouciho sekce

podpis




