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Room Moderator Duties

**There is a possibility of being assigned more than one lecture room at a time. In this instance, you will be responsible for these duties in each room. (We are trying to recruit more moderators to avoid this situation. Please let us know if you know any good volunteers.)

1.  Audio/Visual Equipment Check

Prior to the session, check that the speaker has the correct audio/visual equipment. Also, check that the lighting in the room is working properly. Provide any needed support and act as the liaison with the AV technician for the speaker during the seminar. Upon check-in you’ll be given a laser pointer for the speaker’s use throughout your assigned sessions. You are responsible for returning the laser pointer to the Speaker Ready Room at the end of the day.
2.  Speaker Instructions
Briefly introduce the speaker and topic to the audience. A personal biographical information sheet that includes the speaker’s name, university/degree, position, etc, will be provided in your confirmation package. We encourage you to get acquainted with the speaker before the first seminar. During your introduction of the speaker to the audience, please state that seminars are restricted to paid registrants only – the seminars are not open to guests or children. Please remind everyone to either turn off all cell phones and beepers or turn them to a mute setting to avoid disturbing their neighbors.  (If you are assigned to multiple rooms, please have your speakers introduce himself or herself and topic title of the session; this information is required not only for the audience but the audiotapes as well.)

3. Speaker Tardiness 

* If your speaker does not show by 5 minutes before the seminar should start – don’t panic, but let Dr. Davis or a CVC staff member know.

* If the speaker has not shown by start time – don’t panic, just let audience know that the program will start in a couple of minutes.

* A CVC staff person will notify you if a speaker has cancelled or will be extremely delayed.
4.  Assist in Ending Sessions 

Arrange a signal with your speaker that can be used to notify him or her when time is up. Some speakers appreciate a subtle wave. Encourage the speaker to allow 5 minutes for questions at the end of each session.

5.  Attendance Count 

Take a headcount midway through the session and record the count on the attendance sheet. At the end of your assigned sessions each day, return your attendance sheet(s) to Dr. Davis in the Speaker Ready room.

6.  Crowd Control 

Try to tactfully control distractions and disruptive side conversations that may occur in the audience.  Do not permit attendees to sit on the floor, in the aisles, or in front of doorways. Enforce the “No Smoking” and “no cell phone and page rule” in all seminars.

7.  Session Admittance 

Only paid registrants are allowed in the seminars. Seminars are not open to children and guests. If you have people wearing guest badges or people with children in your seminar, especially if the room is crowded, please remind everyone in your opening announcements and introductions that seminars are restricted to paid registrants only — no guests — no children. 

8.  Problem Solving 

You have been selected for this important position because of your exceptional interpersonal skills. We have entrusted you to exercise good judgment in solving problems. Situations requiring additional assistance can be addressed by Dr. Davis, who is in the Speaker Ready Room, or CVC staff members at the registration desk. All CVC staff members are easily identifiable by their blue shirts and name badges.

9.  Room Moderator Attire 

Please dress appropriately and in a professional manner for your sessions. Business attire is appropriate (coat and tie for men, comparable for women).
It is mandatory that all room moderators report to the Speaker Ready Room at least 30 minutes prior to your block of sessions on the days you moderate to meet with Dr. John Davis, Room Moderator Coordinator, for final instructions and check in. 

Please complete the information below if you wish to be a Room Moderator for the 2012 CVC  Washtington, D.C. Convention, April 26-29,  and return the following information by fax to (913) 871-3908.  Please note: If you fill out this form and return it, you are making a commitment to CVC and we will depend on you to be there.
	
	
	
	
	
	
	

	First Name
	
	MI
	
	Last Name
	
	Degree
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	Address


	
	
	
	
	

	City
	
	State
	
	Zip Code

	
	
	

	Daytime Telephone Number
	
	Cell Phone Number

	
	
	
	

	
	
	
	

	Fax
	
	E-mail
	


Please mark your four choices for assignment days and seminar in order of preference.

(1=first choice and 4=last choice) 

Day preference:  
Thursday         Friday                Saturday          Sunday     
Seminar preference: 
Large Animal    Small Animal         Technician         Practice Management 

	Topic 
preference:
	



	Speaker preference:
	


I’m interested in moderating an evening session on Thursday, Friday, or Saturday evenings. 

Yes    No  

Which one(s) ?

I agree to comply with the requirements listed on the Room Moderator Duties form

Proceedings: All moderators will receive a complimentary CD copy of the proceedings.
Lunch preference:       Regular    Vegetarian              
	University and graduation year
	

	How many years have you attended CVC?:
	


I’m not interested in moderating this year, but keep me on the mailing list for 2013.       Yes          No

Please note: This form will act as your registration form for the 2012 CVC Washington, D.C. Convention. Additional fees are required for any Wet Labs, Ask the Expert Luncheons, Tours, Child Care, or pre-conference programming. If you are interested in attending any of these events please indicate by using the registration form provided on the last pages in the registration program. 

