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U3A HAWTHORN 

TIPS FOR U3A MEMBERS ORGANISING PRESENTATIONS 

These tips have been developed by the Program Planning Committee as a resource for U3A members 
organising presentations as part of the U3A Hawthorn curriculum. The aim is to provide guidance to 
members so that they ensure that presenters are well informed and have the assistance they need to 
provide for a smooth flowing presentation. Presenters may need more or less information and 
assistance depending on whether the presenter is a U3A Hawthorn member or external to the 
organisation. 

The following terms are used: 

Presenters: may be members or non-members who are invited by tutors/convenors/the course 
coordinator or members of sub committees to make a presentation to a class on a specific topic as part 
of a course. 

Contact person: the person responsible for organising all aspects of the presentation prior to the day, 
including providing information and assistance to the presenter. 

Chair: responsible to ensure that the presentation on the day runs smoothly, and that the presenter is 
supported. 

The contact person and the chair may be the same person, or two different people. 

Tips 

Initial & Follow up Contact with Presenters 

It is preferable that the contact person communicate with the presenter by phone or directly, as many 
issues can be discussed and dealt with quite quickly.  A combination of email and phone can be used 
but final arrangements should be confirmed in writing in one email so that the presenter can refer to 
them. 

The contact person should: 

• Make contact with the presenter as early as possible and get their email address and phone 
number. 

• Provide the presenter with their phone number and email address. 
• Provide information about U3A Hawthorn including: 

o A link to the U3A website. 
o As U3A Hawthorn is run entirely on unpaid volunteer labour, we are unable to offer 

you a speaker’s fee. 
o That the demographic is diverse, with an age range from the mid-50s to almost 100.  
o That many in the audience will have issues related to ageing, such as hearing loss 

and/or poor eyesight. 
• Inform the presenter that, due to our demographic, we use microphones in our sessions so 

that everyone can hear. 



 
 

 
     

o Advise them that on the day we will have an A/V operator who will mike them up and 
that the chair will ask the audience to use mikes as well for questions. 

• Advise the presenter that our members have regularly told us that they can’t see PowerPoint 
presentations. 

o Discuss with the presenter the possibility of adjusting their PowerPoint by using large font 
sizes and by limiting the number of words per slide.  

o If this isn’t possible suggest that a talk without visuals might be preferable. 
• Advise the presenter to inform contact person if circumstances change and they can no longer do 

the presentation. 
• Advise the presenter that our overhead projector is connected to our Microsoft laptop by an HDMI 

cable. 
o Inform them that it is best for them to bring their presentation on a memory stick to connect 

to the Hawthorn U3A Microsoft laptop. 
o If they wish to bring their own computer they can but they will need to ensure that the 

connecting cable is HDMI compatible. If not, they will need to bring their own connecting 
piece. 

o Advise that any links should be embedded into their presentation. 
• Advise the U3A A/V operator for the day of the presenter’s A/V requirements and ask that they 

arrive 20 to 30 minutes before the scheduled start to mike up the presenter and set up the A/V 
equipment for the audience and for the presenter. 

• Ask the presenter to arrive between 20 to 30 minutes before the scheduled start. 
• Advise the presenter if the chair for the day is a different person to the contact person and who that 

will be. 
• Confirm all arrangements in writing including location, date, time, A/V support, and chair. The 

“Confirmation of Arrangements” template can be used for this purpose. 
o If the chair is a different person, copy them into this email so that they are familiar with the 

arrangements. 
• Approximately one to two weeks before the talk contact the presenter to:  

o Check if they are still available to make the presentation,  
o Check whether they need any additional help or information, 
o Confirm the audio/visual arrangements,  
o Check whether they would like questions during or at the end of their presentation, and 
o Advise them of enrolment numbers and who will meet and greet them.  

 

On the Day of the Presentation 

On the day of the presentation the chair will: 

• Organise the room set up. 
• Meet and greet the presenter. If it is an external speaker, it is preferable that this occurs near 

the gateway from the carpark. 
• Introduce the presenter, manage the questions and thank the presenter at the end, or 

organise some else to do so. 
• Walk out with them when they are ready to leave. 
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