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General: 
Thank you for volunteering to be a session Chair/Co-Chair. As a session Chair/Co-Chair, you are expected to evaluate paper 
submissions and offer them the opportunity to share their experiences with one of the most influential communities in 
our industry. You may also invite speakers for your session. Once presentations are accepted, you need to follow up with 
authors to submit documentation in time and keep them informed of coming deadlines.  
 
Key Tasks by Chairs/Co-Chairs 

/community/sites/committees/program-committee/chair-guidelines-responsibilities
/community/sites/committees/program-committee/chair-guidelines-responsibilities
/community/sites/committees/program-committee/presenter-guidelines-responsibilities
/community/sites/committees/program-committee/presenter-guidelines-responsibilities
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DO NOT have to say “yes” to everybody.  A high-quality program is what our attendees are looking for us to provide. Refer 
to the “Abstract Scoring Rubric” document issued by AIChE as a guideline to evaluate the submissions to your session. 
 
Note: Consider allocating round times for your sessions (e.g., 20, 25 minutes) within the same Division or Forum, as much 
as possible. 
 
Speakers can upload information directly into Confex, or session Chairs may do so on behalf of speakers.  Required 
information includes: 

1. Author Name. 
2. Author Job Title and affiliation. 
3. Author Contact Information: Email, Phone Number, Address. 
4. Author Biography (approximately 150 words). 
5. Title of Abstract/Presentation. 
6. Abstract Text (maximum of 300 words). 

 
Checklist and Deadlines, for reference (Spring): 

Checklist and Deadlines, for reference (Annual): 

Update Session Title and Description Review upon session assignment ʹ 
Target: End of June 

Deadline for Chairs to Fill Sessions End of June  

Call for Abstracts Closes (AIChE deadline) October 

Session Abstracts Accepted/Rejected Mid-December 

  

Technical Program Live (AIChE deadline)
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Regarding commercialism (more important for the Spring meeting, but still applicable to the Annual Meeting) 

/resources/conferences/visa-procedures
mailto:invitationletters@aiche.org?subject=AIChE%20Meeting%20Invitation%20Letter%20Request&body=Hello%2C%0A%0AI%20wish%20to%20attend%20the%20%5Benter%20your%20meeting%20of%20interest%20here%5D.%0A%0AMy%20details%20are%20as%20follows%2C%0AName%3A%20%5Bname%5D%0ACompany%3A%20%5Bcompany%5D%0AAddress%3A%20%5Baddress%5D%0AD.O.B.%3A%20%5BDD%2FMM%2FYYYY%5D%0APassport%20%23%3A%20%5B%23%5D%0AExpiration%20Date%3A%20%5BDD%2FMM%2FYYYY%5D


Executive Board of the Programming Committee – Session Chair Guidelines 
 
 

4 | P a g e  
 

 
e. What if there are accessibility issues: 
 

A: Find AIChE staff member/facilities to support. If before the meeting, Chairs are made aware of any 
issues, contact AIChE staff 

i. Consider reserving a couple of seats in the front row to help 
ii. Include a question on the email template about accessibility needs 

 
 

f. What to do if people cannot find somewhere to sit (room is too small, audience is too big)? 
 
A: Report the issue to AIChE 

/sites/default/files/docs/pages/code_of_ethics_diversity_statement_-_nov.pdf
/sites/default/files/docs/pages/aiche_statement_on_equity_diversity_and_inclusion_jan_2021.pdf
/resources/conferences/code-conduct
mailto:programming@aiche.org
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3. Redirect the room back to the task at hand. If in a meeting, return to the agenda; if in a conference session, 

move on to the next speaker.  

 
If something bigoted is said or you witness harassment at an AIChE event: 
 

1. The action should be addressed quickly, directly, and publicly. It is best if a response comes from people in 

charge of the meeting or session, and, to relieve some burden from the targeted group, allies should engage in 

the response. 

a. Clearly state what occurred was unethical and unprofessional. 

b. Acknowledge that such behavior is damaging to individual AIChE members and the health of our 

profession. 

c. Explain that what occurred places the person in opposition to AIChE’s Code of Professional Ethics. 

d. If at a meeting or social event ask the person to leave as they are in violation of AIChE’s Meeting Code of 

Conduct. 

2. Reach out to the targeted person or group directly: 

a. Clearly state that you regard what occurred as unacceptable.  

b. Assure that the event will be addressed. 

c. Ask how you can be of help 

d. Then, once the event has passed, reach out again to the targeted person(s) to let them know what steps 

are being taken, offer additional support, and solicit their input on addressing such events in the future. 

3. Contact AIChE (programming@aiche.org) to relay the details of the event and initiate an organizational 

response. The 2023 Annual Meeting will have a QR code to report issues (under testing). Consider implementing 

it in the future for all meetings. 

 
 
 
 
 

Programming Best Practices (for Session and Programming Chairs) ʹ High level suggestions: 
 

a. In alignment with AIChE’s IDEAL Path Forward, AIChE has encouraged groups to strongly consider ED&I 
in selecting award winners, invited speakers, and group leadership. 
 

b. 

/sites/default/files/docs/pages/code_of_ethics_diversity_statement_-_nov.pdf
/resources/conferences/code-conduct
/resources/conferences/code-conduct
mailto:programming@aiche.org


Executive Board of the Programming Committee – Session Chair Guidelines 
 
 

6 | P a g e  
 

c. Contents embedded in a central location (Confex?) Add a link to guidelines in Confex? Include in Confex 
emails? 
 

 
2. Implement feedback to session chairs by attendees (attendees have the ability to provide feedback through the 

app – AIChE sorts through comments, but only in some cases. Used to provide session analytics). Chairs to point 
out to attendees to rate the sessions. 
 

3. Enforcement of content, dissemination throughout stakeholders (area chairs, session chairs) 
 

4. How to ensure appropriate content, acknowledgement, accessibility. Response in Confex to acknowledge 
reading instructions? Consider implementing a check box at Confex for acknowledgement. 
 
 

5. Pair an experienced session chair with a less experienced co-chair 
 

6. Consider shorter version of guidelines, fit for purpose. Add to the app. Shoot for one slide with highlights to 
share during the conference. Consider tailor the one-slide to the audience (speakers, chairs, etc). 

 
 
 
 


