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Symposium Schedule

IN PERSON

• Friday banquet, keynote speaker & graduating senior ceremony

• Saturday plenary followed by student presentations in four concurrent topical 
sessions

• Saturday keynote speaker followed by student presentations in four 
concurrent topical sessions

• Students give ~8-minute PowerPoint presentation, ~2 minutes Q&A 

IN PERSON

VIRTUAL

BOTH



Symposium Setup

• Zoom (capacity 500)

• Five meeting links (no breakout rooms)

• 10-minute student presentations + Q&A back-to-back
• Presentation controlled fully by hosts

• 10-minute breaks every hour
• PowerPoint of graduating seniors, opportunities, “next steps” tracking
• Refresh rules, setup, and topical session







Session Security

• Password Protected (same for all links)

• Camera and mic off upon entry

• Disabled screensharing from all attendees

• Shared meeting links only with known people



Session Moderators

• 1 Host & 2 Co-Hosts per topical session

• Created their session’s Zoom link, provided for abstract booklet

• Had contact information for all other co-hosts

• PowerPoints pre-downloaded on computer in order of presentation, tested on 
computer for errors, etc. 

• Practiced together and designated tasks for the meeting



Host & Co-Host Responsibilities

HOST CO-HOST #1 CO-HOST #2

PowerPoint Control ”Voice” of session Back-Up

“Next Slide” Introduced Speaker Keep Time

Breaks Fielded Questions Ask Questions



Student Submissions & Practice

• One 150-word abstract

• Including personal information & indicating 1-3 preference of topical session

• Abstract writing workshop

• One ~8-minute PowerPoint presentation

• Mandatory: PowerPoint practice session (held 3 sessions total)

• All submissions made at least 5-days out. No day-of submissions, no exceptions. 



Positive Feedback

• High attendance

• Easy to hop from session to session

• Parents and friends able to participate

• Some interns preferred this presentation style

• Save on cost (food, keynote speaker, etc.)





Constructive Feedback

• Limited networking and downtime

• Lots of chatter in the chat box, not many questions to presenter

• Concluding session



Tips
• Check the meeting capacity for your platform

• Camera on during presentation or breaks if able/comfortable doing so

• Use registration to get OEPM information

• Create a back-up plan in case of security issues

• Practice with students and hosts (for example, “next slide”) 

• Reminder to have professional photo, full first/last name, pronouns, school abbreviation in meeting 
profile 

• Have a plan for cutting someone off, keeping time, and receiving/answering questions
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