Information for Session Moderators/Facilitators

1. Moderators/Facilitators must begin sessions on time -- there will be a lot of noise and people standing around talking.  Need to call things to order and get started on-time.
2. Moderators/Facilitators need to introduce speakers for the entire breakout (thus collect ahead of time information to use as an introduction).

3. Moderator needs to acknowledge and introduce the Breakout Session Reporter.

4. Moderators/Facilitators need to determine, if it is not already known, how much time the speakers will be using.
5. Moderators/Facilitators need to keep speakers to the time that has been allotted them -- or the session will get out of hand.
6. Moderators/Facilitators need to make sure that speakers do not speak so long that there is little or no time for discussion in the breakout session.
7. Moderators/Facilitators need to facilitate Q&A or discussion time by recognizing people who raise their hands with a question, and insuring that no single person dominates the discussion time. 
8. At the end of the session, the Moderators/Facilitators need to remind the attendees to fill-out the evaluate form (found in the front pocket of the conference folder), thank the presenters and audience for attending, and close the breakout session on-time. 
