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Introduction
This handbook has been prepared to help you develop and present a successful presentation at
the Canadian Association of Occupational Therapists (CAOT) Conference. The contents should
assist you in the following ways:
•
•
•

Orientation to conference resources, staff and volunteers, and set-up for posters and
podium presentations
Preparation of presentations
Tips on how to provide conference participants with a positive, practical, educational
experience

Conference resources
Visit www.caot.ca/conference for information on the CAOT conference, including registration
fees and the full conference program (available February 1). Registration is not required if you
plan on attending just your session. Contact conference@caot.ca for details.
At the conference site, a number of resources will be available to presenters, including a speaker
ready room and conference volunteers. The conference on-site guide will list the location of the
speaker ready room where presenters can prepare prior to their sessions. The room will have
standard audio-visual equipment including an LCD projector and screen. The speakers are limited
to what the laptop provides.
Poster presentation monitors are grouped in a common area and each presenter is provided with
a 55” monitor and a connected laptop to defend their poster.
Podium presentations (paper and extended discussions) will be supplied with a laptop, an LCD
projector, screen, podium and microphone. Presenters will have 5 minutes between sessions to
set up their presentation. Time is limited, please consider the presenter following you and wrap
up your session in a timely manner to allow them to set up in the break.
Conference volunteers

Conference volunteers will be available to assist you during your session. Volunteers have three
primary roles: registration, session monitor, session moderator or speaker ready room.
Volunteers wear a conference t-shirt to be easily identified.
Session monitor

Session monitors are responsible for ensuring only authorized individuals are admitted into
session rooms and assisting with the set up of the audio-visual equipment. Session monitors
should be at the session room at least five minutes before the session begins.
Session monitors will, in cooperation with the session moderator, ensure the session starts on
time, assist with identification and seating of delegates, and assist the session moderator to
ensure that the session is kept on schedule.

Session moderator

Session moderators are responsible for introducing and thanking primary presenters and
facilitating the question period. They should be at the session room at least five minutes before
the session begins, introduce themselves to the presenter, discuss the time frame of the session
and ask if the presenter may require any assistance during the session.
Presenters are required to provide session moderators with the biographical information for their
introduction when they enter the room.
Once the session has begun, session moderators welcome delegates on behalf of the Canadian
Association of Occupational Therapists, introduce the presenter(s), make any special
announcements at the request of the conference organizers, provide the five- and one- minute
warnings, facilitate the question period, and close the session by thanking the presenter(s).
Registration

All delegates must register for the conference prior to attending their first session. The
registration desk is open throughout the conference. See the conference program for registration
desk hours.

General guidelines for preparation and presentation
The guidelines listed below can help you plan, prepare, and present your poster, paper, extended
discussion or hands-on sessions.

Preparation
Review the information sent by CAOT regarding your presentation. Your session type indicates
the length of the presentation you need to prepare. The length of each session type is listed
below:
Poster: 25 minutes, including time for questions
Mini-paper: 15 minutes, including time for questions
Paper: 25 minutes, including time for questions
Extended discussion: 55 minutes, including time for questions and discussion
Hands-on sessions: 55 minute - 1hour and 55 minutes, as indicated in your offer
Your presentation should describe the content of your accepted abstract. Review the abstract
and reflect on how you can convey the information to your audience.
The average person speaks at somewhere between 125 and 150 words per minute. Therefore,
for every 10 minutes, you want a total word count of about 1250 words.
Practice your presentation from start to finish at least once and preferably before a colleague
who can provide you with feedback. Check that your presentation stays within the allotted time,
is clear, understandable, and any multimedia or handouts you use are complementary to the
presentation to build your confidence and improve your performance.
It is your responsibility to stay within your allotted time. Consider what you could omit if you
were over your time allotment and what you could extend if you had extra time. Remember you
should include time for questions and discussion.
Before your presentation, consider what questions the audience may formulate during your
presentation and practice brief, concise answers.

Presentation
Your audience is interested in your topic and genuinely wants to hear what you have to say.
Please speak clearly, loudly and at an understandable pace. If you are using a microphone you
must have it directly in front of you at all times or your words will be lost. Convey enthusiasm
and interest for your topic by modulating your voice, pausing for emphasis and expressing
emotion where warranted.

Try to relax. Many presenters are nervous presenting before a group. There are several strategies
that presenters use to stay focused and calm. For example, try focusing on one or two responsive
members of the audience. Remind yourself to take a deep breath before you begin each section.
Make eye contact with your audience and remember to shift your gaze between the audience,
your presentation materials, and any multimedia you may chose to use. Try to use a relaxed
posture and consider your body language during the presentation.
Incorporate questions or invite comments during portions of your presentation to encourage
interaction with your audience. The type of interaction you facilitate depends on the session type
you are presenting. For example, a poster may invite an informal discussion of a specific topic,
while an extended discussion requires a structured group discussion or learning experience.

Preparing papers, extended discussions & hands-on learning sessions
Paper and extended session presentations typically involve a formal presentation with
audiovisuals such as PowerPoint and include audience interaction. Hands-on learning sessions
may have a short formal presentation but will focus on skills learning. All three presentation types
occur in breakout rooms with chairs and /or tables for audience members, as well as a podium
and audiovisual equipment.

Presentation content
The content of your presentation should be structured and clear and flow logically from
beginning to end. There are a few basic principles that guide opening a presentation. First,
welcome your audience and ensure everyone can see and hear you. Establish how you would like
to manage questions during your session (see Questions and answer sessions below).Open the
presentation with learning objectives so that the audience knows what to expect for the duration
of the session.
Describe the purpose and topic of the presentation in the first two to three minutes. Ground your
message by providing the audience with some background information, such as the research
questions guiding the study, study setting, the clients or population involved in the study,
research supporting your study, or data collection procedures. Your audience is interested in how
your research applies to them in terms of their own setting, client population, or research
interest.
Describe your intervention, research project, or topic area in-depth. Consider your audience;
conference attendees typically have six to ten years of professional experience and would like to
know about new developments or applications in professional issues, assessment and
intervention, and research. Highlight how your topic fits into a current research gap or addresses
a current issue or trend in the profession.

Avoid simply telling the audience what you did, how you did it and what the outcomes were.
Communicate your interest in the topic, how the findings changed your professional reasoning or
practice, and how your study or topic area lends itself to further research and development.

Involving the audience
Involving the audience adds depth to a presentation and increases the learning potential for
audience members. Not all presentations have an interactive component, but at the very least
there should be time set aside for questions and discussion. Conference attendees are typically
present to acquire knowledge and explore new topic areas they feel are relevant to their
professional and clinical development and are therefore willing to learn interactively and take
responsibility for a portion of their learning.
Involving the audience in your presentation can be as simple as posing a couple of “show of
hands” questions to the audience when you open your presentation. However, the audience may
appreciate an opportunity to apply some of the principles they have been learning in a group
discussion, simulation, or structured learning activity. Consider how you could include one of the
following methods of involving the audience in your presentation. The methods you use will be
influenced by the presentation format. Paper and poster sessions allow the opportunity for
question and answer and brief audience participation activities. An extended session provides
more opportunity for structured small and large group discussion.

Guided large group discussion
Large group discussions are useful for stimulating discussion on a particular topic. As a presenter,
consider how you would like them to participate: provide feedback on a topic or event,
brainstorm ideas on a topic, share experiences from their clinical practice or personal
experiences. Your role is to pose the discussion topic, invite comments, link audience comments,
and pose questions to focus the discussion.
When guiding a large group discussion, encourage many participants and avoid hearing from the
same audience members repeatedly as they may monopolize the discussion. Bear in mind that
you are there to direct the discussion and keep audience members on topic.

Small group discussions
Small group discussions include six to eight people and are a useful way of generating focused
discussion and completing learning activities that would be difficult in a larger group. These
discussions tend to work best in the extended discussion sessions.
Your role is to pose the discussion topic or describe the activity and ask each group to assign a
recorder or reporter who can summarize the group’s discussion to the larger group. Be sure to
describe how long the groups have to complete their discussion or activity and provide any
handouts necessary for the task.

While the small groups are in discussion, it is helpful to move from group to group to encourage
discussion, clarify directions, or answer questions as they arise. Your role is to assist groups to
facilitate their own rich discussions of the topic.

Hands-on learning activities
Learning activities include hands-on activities for the participation of the audience that serve to
confirm or illustrate an important point in your presentation. Hands-on activities are an
opportunity to be creative as long as the purpose is clear and applicable to the presentation.
Activities can occur individually or within small groups and can contribute to a larger discussion.

Case studies
Case studies are useful for reinforcing concepts or information from the presentation and can be
used in both large and small group discussions. Audience members can work on exercises related
to a case study you have provided, or you can ask the audience to provide case study examples
from their own practice setting.

Question and answer sessions
Question and answer sessions invite audience-generated questions related to their
understanding of your presentation. Remember to repeat the question to the larger group to
ensure that everyone hears it. Alternately, you can pose questions to your audience to encourage
discussion and open up dialogue between audience members. Typically, each session should
include a question period.
There are many different ways to use questions throughout your presentation:
•
•

•
•
•
•
•
•

At the beginning of the presentation, ask the group what they hope to learn from the
session
At the beginning of the presentation, survey the audience to learn more about their
clinical background, level of experience with an assessment or intervention, or why
they are interested in your topic.
Invite the audience to ask questions throughout the session or to hold them until the
end of the session.
Pose a question that challenges the audience to think critically at any time in your
presentation.
Invite feedback on the evidence you are presenting or the potential impact of the
data.
Invite the audience to share examples from their clinical or professional settings.
Address questions that serve to clarify the topic area immediately but save questions
that address larger issues that promote discussion to the end of the session.
Take questions from as many audience members as you can in order to address many
perspectives and points of view. Avoid a lengthy discussion with one person by inviting
them to talk with you after the session.

•

Be aware that there are questions you will not know the answer to and consider how
you can respond to them. You could get back to the questioner later once you have an
answer, suggest an appropriate resource for them to find the answer, or invite
suggestions from other members of the audience.

Closing the presentation
As you approach the end of the presentation, take time to summarize the “take-away” message
of your presentation.
The closing of the presentation is an opportunity to link your research or presentation topic to
current developments in the profession. How does your presentation influence the profession?
What are the future directions for research and development? How is your research, data or
topic applicable across different areas of practice?
Be sure to thank the audience for their attendance and participation and provide them with your
contact information, if it is not already provided on the handout.

Preparing a slide presentation
Many presenters use PowerPoint presentations to describe their project and summarize
information for the audience. PowerPoint can be used to produce an effective, clear and visually
appealing presentation. There are numerous other brands of presentation software as well –
Visme or Prezi are also popular. The following guidelines can help you plan and prepare such a
presentation.

General guidelines
•

•

•

•

•

Choose a simple backdrop with a colour scheme that is visually appealing and easy to
read. Contrasting background and font colours can make it easier to read, and slides
should appear professional.
Summarize key points and avoid packing too much information on each slide. A
general rule is no more than six lines of text with no more than six words per line per
slide. The points on the slide serve as a guide for the audience.
Organize your slides using headings with bulleted points. Avoid lengthy paragraphs
and try to keep bullets brief. Rather than packing information into one slide, use a few
slides with the same heading to convey your information.
Practice your presentation from start to finish, preferably in an environment similar to
the one where you will be presenting, such as a classroom or conference room. Sit at
the back of the room and make sure you can clearly read the slides and that the colour
contrast increases visibility without being distracting. Be sure to time yourself to
ensure that you have enough time to comfortably finish your presentation within the
time limit.
If you have the opportunity, ensure your PowerPoint presentation works in the
speaker ready room in advance or your session so you can troubleshoot, if necessary.

•

Bring a hard copy of your presentation slides that includes cues for additional visuals
and activities. You can use it during your presentation alongside the slides. It also
serves as backup in care of technical difficulties that result in your being unable to use
PowerPoint.

Presentation structure
PowerPoint presentations begin with a title slide that includes the project title, no more than 10
words in length, and the presenter name(s) and designation(s) or credential(s). The title should
be in a large, non-serif font such as Arial in 44 point to 77 point size. The presenter(s) names
appear below the title in a smaller font size, generally 24 point to 44 point.
The body of the presentation is composed of content slides. The introduction may include a slide
outlining the learning objectives you expect the audience to achieve by the end of the session
and background information on the project, including but not limited to study site, population,
stakeholders, and purpose and study objectives.
Following the introduction is a set of slides that describe relevant aspects of the project in an
organized and structured manner. This may include the theoretical model guiding the research,
methods of data collection and analysis, results or findings, and implications.
The concluding portion of the presentation generally provides a brief summary of the information
presented, discusses limitations of the study, and future directions for research and/or
development.
Some presenters include a section on discussion questions or provide instruction for a group
activity. This is helpful for facilitating an activity by providing the audience with directions and
visual cues for transitions between didactic and hands-on learning.
Bring your presentation on a USB that you will plug into the provided laptop in the room. If you
plan on bringing your own laptop, you will be required to bring all necessary cables to attach your
computer to the LCD projector. You must plug the room provided laptop back in before the next
presenter arrives to set up.

Use of handouts
Some presenters print their presentations in a handout format with six slides per page. When
printing slides in handout form, be sure to select multiple slides per page in the printing option on
your computer to avoid printing one slide per page.

Using audiovisual or multimedia
•
•

Considering set-up, timing, purpose, and potential technical difficulties when using
additional audiovisuals or multimedia can improve success during the presentation.
Be sure to preview the video you will be using and get it ready so all you have to do is
press play.

•

•
•

•

Plan how you will lead into the video clip. Be sure to provide an explanation or
introduction so the audience knows what is happening. Consider how you will
integrate the clip back into your presentation by providing follow-up questions or
asking for audience reactions.
The sound for speakers is limited to what the laptop provides.
Remember that the onus is on the presenter to ensure that he/she is respecting
copyright restrictions and obtaining permission to reproduce to present copyright
protected materials.
Be sure to save the multimedia files on the same USB as your presentation.

Preparing an e-poster presentation
A poster is a graphic presentation of your research. Posters at the CAOT
Conference will be presented in electronic format. They will be displayed
on large monitors run off laptops.
Poster presenters will need to stand by their poster monitors and be
prepared to answer questions from attendees in a one-on-one format.
While you do not need to give a formal presentation, typically a 5-10
minute presentation is given to encourage questions.

E-poster information
•
•
•
•

•
•

The easiest format to create your poster in is PowerPoint.
When you create your slide, the size should be 40.96 inches by 23.04 inches (104.04 cm by
58.52). Presentation slides should be set to this size, which is a 16:9 ratio.
You can set your size under the Design tab, then slide size and then custom slide size.
You can enrich your poster by embedding a video. We
recommend that it would only be 30 seconds in length and
that you use only one video in your poster. The video format
should be avi, .mp4, .mov or .mpeg. It is not recommended
to link to a video as the conference Wi-fi is being shared by
all delegates and may not be reliable enough to play videos.
Print posters limited the amount of content printed on a
poster. E-posters allow you to use more than one slide to
expand on your content.
The most effective way of using more than one slide is to use
multiple slides and the slide zoom function.
o Leave your first slide blank.
o Then create a slide for each section of your presentation: introduction, objectives,
method, results, practice implications, conclusions, etc.

•
•

o Once you have your slides complete, go back to the first page. Under the Insert
tab, choose zoom and then slide zoom. This will present you with the different
slides you have created.
o Check them to add them to the first page. Arrange them in the order you would
like them to appear.
o Once you start the slide show, your first page appears. Click the image to zoom
into that slide. Click again to get you to the next slide. Or click the return button at
the bottom to get you back to the first page.
You can include hyperlinks within your presentation. However, as previously mentioned,
Wi-fi I shared by all delegates. This may decrease the Wi-fi speed.
The laptops connected to the monitors have the most updated version of Office, Skype for
Business and Adobe Acrobat. If you have a different format contact conference@caot.ca
Monitors can provide sound if required.

General Guidelines
•

•
•
•
•
•
•

•

Posters should be well laid-out, professional and visually appealing, with a balance of text,
graphics (charts, pictures, diagrams) and neutral space. To assist you, it is a good idea to
look at other examples of e-posters like those found here:
https://www.eposters.net/posters/
Choose a simple backdrop with a colour scheme that is visually appealing and easy to
read. Consider using a white background with black font for poster sections with text.
Use a minimum of 2 cm margins around the edge of the poster and ensure that there is at
least 8-10 cm space between columns.
Use a non-serif or almost non-serif font (i.e., Arial, Comic Sans, Berlin Sans, Tahoma) to
increase the poster’s readability.
Summarize key points and avoid packing too much information into each section.
Avoid cluttering your poster with too much detail. Avoid lengthy paragraphs and try to
keep bullets brief.
Ensure that your poster is legible from a distance. Use a large font size (see suggestions
below) on light-coloured background and use uppercase and lowercase letters.
Suggested font sizes:
Title: 85 - 210 point
Author names: 56 point
Headings: 36 point
Paragraphs: 24 point
Captions: 18 point
Arrange the content of your poster in a left-to-right order, and, if using columns, arrange
them so that they may be read from top to bottom. Be sure to define sections clearly by
making headings larger than regular text and/or using coloured backgrounds to delineate
sections.

Example of a simple Poster Layout

Poster Content
The poster content should reflect the content of your abstract and you can use the abstract
headings (introduction, objectives, methods or approach, results or practice implications,
conclusions) as a basic template. Consider what information is most appropriately summarized
on the poster and what can be translated into tables, figures, charts or diagrams.
Title and Author Names

Use the title of your accepted abstract. This should be a label (not a sentence). Place author
names under the title, including the appropriate credentials after the names. Include the
sponsoring institution or worksite under the presenters’ names, if applicable. Centre both the
title and the names at the top of the poster.
Abstract

Some presenters include their abstract on their poster to provide a brief and concise overview of
the research.
Introduction or Rationale

The introduction should include relevant background information to situate the research and
define significant terms, concepts, or theories. It may also include the rationale or motivating
circumstances that gave rise to the project. This is also an appropriate space to succinctly
summarize a literature review.
Objectives

The objectives of your study or project can be bulleted in this section. In some cases, research
questions that guided the study can be reformulated into objectives.
Methods or Approach

This section includes the study design, participants, instrument(s), and procedures for
recruitment, data collection and data analysis.
Results or Practice Implications

This section should comprise the majority of the poster. Although often one of the shorter
portions of a written paper, it is the major portion of a well-designed poster. Include your main
findings; report factual data in enough detail to support conclusions drawn. Factual data should
be followed by tables and figures. Tables and/or figures will have greater visual appeal if they are
in colour. Be sure and label or title each table or figure or note explanation at the bottom of the
table or figure.
Conclusions

Relate results with research questions in this section. Include interpretations of the results, a
comparison with literature reviews, and summary of findings and implications. Identify future
lines of inquiries or research.
Acknowledgments

Acknowledge any sponsoring institutions, funding bodies, or supports that contributed to the
research project and/or poster presentation.

Uploading up your poster
•
•
•
•
•

If you created a PowerPoint presentation and have a video embedded or are slide linking
your poster has to be saved in the .pptx format.
If you don't have a video included or are slide linking, your poster can be submitted as a
PDF.
A note to Apple Mac users: The PowerPoint file must have the .ppt or .pptx suffix to be
accepted.
While we are not setting a maximum poster size to upload, it is recommended as a
maximum size around 40mb for a PDF and 100mb for a PowerPoint.
You will be able to upload your poster presentation beginning May 1st.
1. Login to your profile on the CAOT website. If you do not have a profile, you can create
one.
2. Under the section CAOT Conference 2019 Submit your poster, choose ‘Upload a
poster’.
3. Then
to upload your poster.

4. You will need to provide the following information:
o Title
o Session ID (ex. T1, F1, S1)
o Day
o Time
o Author(s) (name(s) only, no credentials or employers)
o Keywords
o Description
5. Then save.
•

If you want to update your poster. You can go to the same place and instead ‘Add
new’, you find the poster in your list of posters and hit the pencil button. This allows
you to upload a new poster or update the information you have provided.

Posters not being uploaded
•
•
•

It is recommended to upload your poster so that conference delegates can view them in
advance to encourage them to attend your poster defense.
However, if you are not comfortable with uploading your poster, you can bring your
poster on a USB.
If you bring it on a USB, it is highly recommended that you try it on one of the laptops/
monitors in advance. Poster monitors will be available starting at 7:30 am.

Presenting your poster
Poster presentations typically involve a presentation of the poster contents to a group of
people gathered in front of the poster. Poster presentations can be more intimate than a
paper or extended discussion presentation and offer more of an opportunity for dialogue
between the presenter(s) and the audience. Consequently, presenting a poster can be more
informal than a podium presentation.
The content of your presentation should be structured and clear and flow logically from
beginning to end. There are a few basic principles that guide opening a presentation. First,
welcome your audience and ensure everyone has a handout (if you are using one) and can see
and hear you. If you feel comfortable, encourage participants to ask questions as you proceed
through an overview of the poster.
Stand to one side of the section of the poster you are presenting so that the participants can read
the poster as you speak. Ask the audience questions regarding their practice areas, research
interest, or interest in your poster to spark discussion.
At the end of the presentation, thank the audience for their attendance and participation.

Presentation checklist
Before the conference
✓
✓
✓
✓
✓

✓
✓

✓

Read through the CAOT Presenter’s Handbook, conference program and other resources
Prepare a presentation or design an e-poster
Prepare a handout
Collect feedback from a peer or colleague on your handout materials. Make any
appropriate changes for clarity, consistency or readability.
Once you have completed the final versions of your presentation handout, print
hardcopies or make your presentation available after conference for people to
download(see “After the conference).
If you are preparing an e-poster, upload your poster to the CAOT website before the
conference as per instructions above?
Make sure you have the appropriate supplies and materials for your presentation,
including handouts, biographical introduction for the session moderator for podium
presentations.
Podium presenters will need an electronic copy of their presentation on a USB and hard
copy back-ups.

At the conference
✓ Familiarize yourself with the conference site layout and identify conference volunteers.
✓ Locate the room in which you will be presenting. If you are presenting an e-poster, ensure
you know the exact location of the monitor you are assigned.
✓ Locate the speaker ready room. If possible, check that your audiovisual materials are
compatible with the supplied equipment at the conference site prior to presenting.
✓ Come to your presentation session 5-10 minutes early to be ready to set up as soon as the
session before finishes. Ensure you have all presentation materials.

After the conference
✓ Follow up with any comments or requests from participants who attended your session or
would like more information on your project.
✓ Send your presentation to be posted on the CAOT website for conference attendees
conference@caot.ca. (optional)

