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Moderator Guidelines

Thank you for your time supporting students during SPARK! Below are some guidelines for moderating your SPARK Session

Before the Session: 
· Prepare slide: Attached in the email is a SPARK Session Slide that you can use to start the session. Please consider using this so that attendees can ensure they have arrived to the right session. Please add the QR code from the shared google drive.
· Print QR code: In case of technical difficulties, consider printing this document as well as your session’s QR code for students to scan. 
· Arrive early: There are 15 minute breaks between most sessions. Please arrive at the start of this break to familiarize yourself with the room, equipment, and schedule. Presenters have been instructed in this window to ensure their presentations are ready.
· Contact presenters: Consider if you’d like to contact the presenters in your session to gather their presentation. Presenters have been asked to bring USBs with their slides, but you may contact them in advance to gather presentations. Email Beth if you would like their contact information.
· Brief presenters: Explain how the session will be structured, including time limits for presentations and Q&A. Please also be sure you know how to pronounce presenter’s names, if you intend to introduce them.

During the Session: 
· Start on time: Maintain a strict schedule to ensure all presentations and Q&A sessions fit within the allocated time. 
· Introduce each talk: Thank attendees for being present. Name each talk before it starts; encourage presenters to briefly introduce themselves. 
· Facilitate Q&A: If there is time after each presentation, manage the question-and-answer period, ensuring that questions are relevant and time is kept to a minimum. 
· Keep the session moving: Use transitions effectively to move between presentations and maintain audience engagement. 
· End on time: Conclude the session promptly to allow for breaks and other activities. 
· Be prepared to handle unexpected situations: Have a backup plan in case of technical difficulties or other issues. 
· Thank the speakers and audience: Acknowledge the speakers and thank the audience for their participation at the end of the session. 
· Share the QR code for Well core
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