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SESSION MODERATION GUIDING NOTES FOR CO-CHAIRS/CHAIRS 

 
 

Respected Chair and Co-Chairs, we are very grateful to your contribution and help that you are 
going to offer to The Grassroots Institute and the partners/collaborators in organizing 27 
technical sessions over a period of 9 days. Honestly, these technical sessions of the Summer 
Field School are not possible without your time commitment, dedication, and interest in 
conducting the sessions of 3 hours each.  
 
We have tries to prepare certain points to facilitate your moderation and facilitation work to 
conduct the earmarked session(s).  
 
 
Time Zone and Time Conversion 
 

1. The time zone proposed is Central European Summer Time (CEST) Zone. In the month of 
September, there will still be moderate length of the day in Northern Hemisphere, so 
early classes of the Summer School are possible. Thus, the first session is scheduled to 
start from 08.00 hours CEST.  

2. All the sessions and lectures/presentations are marked with the start timing. To convert 
to your local/national time, please type in Google search the given CEST hours and you 
will get links of the time conversion tables. This way you can easily know and set your 
local/national time of the start of the session. For example, your session is to start at 
08.00 hours CEST, and you are in Indonesia, the search can be done as follows: 
 
Google Search> “08.30 CEST equal to Indonesia time” 
You will get links >  
https://24timezones.com/difference/cest/jakarta 
https://www.worldtimebuddy.com/cest-to-indonesia-jakarta  
http://www.timebie.com/timezone/centraleuropeansummerjakarta.php 
 
It will be 13.00 hours (or 01.00 pm) in Indonesia when it is 08.00 hours (or 08.00 am) 
CEST. 

 
 
 

https://24timezones.com/difference/cest/jakarta
https://www.worldtimebuddy.com/cest-to-indonesia-jakarta
http://www.timebie.com/timezone/centraleuropeansummerjakarta.php
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Zoom Link and Access to Online Platform 
 

1. We will be using Zoom Meeting platform. You are requested to download Zoom 
software on your computer or mobile phone or both.  

2. There will be no Meeting ID or Passcode. The moment you click the website 
https://www.grassrootsglobal.net/mer2023 of the Summer School, you get ZOOM link. 
This feature will be available from 25 August 2023 onwards. You are suggested to 
register in Zoom as soon as possible and should not wait for the day of your lecture or 
the presentation. On the last moment you may face a technical glitch and may not be able 
to enter Zoom room. If you do not have a Zoom account already, you cannot register in 
our program using the Zoom link; so you need to create your own account first on the 
Zoom. 

3. If you have not used Zoom before, you may learn using and operating Zoom from the 
following links:  
https://support.zoom.us/hc/en-us/articles/360061554732-Getting-started-with-Zoom-
Apps- 
https://support.zoom.us/hc/en-us/articles/200942759-Getting-started-with-Android 
https://www.businessinsider.in/tech/how-to/how-to-use-zoom-on-your-computer-or-
mobile-device-a-quick-guide-for-video-meeting-basics/articleshow/78645162.cms 
Moreover, there are Zoom related tutorials available online. Few links are as under: 
https://www.youtube.com/watch?v=U_JohBDMur4 
https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started 
https://blog.zoom.us/quick-info-how-to-zoom-new-videos/ 

4. Troubleshooting: Our Admin will be able to sort out the basic issues related to giving an 
access to you and resolving mic/video or screen sharing etc. In case of any major issue at 
the end of your computer, zoom installation, Zoom connectivity or hardware related 
matter; our team will not be able to solve the issues. In such circumstances, you are 
requested to consult few links, such as: 
https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting 
https://support.zoom.us/hc/en-us/articles/206175806-Frequently-asked-questions 
https://www.digitaltrends.com/computing/common-problems-with-zoom-and-how-
to-fix-them/  

5. Because the host (Admin) and co-host (everyone who is going to speak during the 
session) can operate mic and video, you (as Chair or Co-Chair) will be made co-host 
during the session. It means you will be able to use mic and video (you can on and off the 
mic/video). This is explained here for you because all other participants (except few 
speakers in the session) will be kept mute centrally. Nobody will be able to speak or 

https://www.grassrootsglobal.net/mer2023
https://support.zoom.us/hc/en-us/articles/360061554732-Getting-started-with-Zoom-Apps-
https://support.zoom.us/hc/en-us/articles/360061554732-Getting-started-with-Zoom-Apps-
https://support.zoom.us/hc/en-us/articles/200942759-Getting-started-with-Android
https://www.businessinsider.in/tech/how-to/how-to-use-zoom-on-your-computer-or-mobile-device-a-quick-guide-for-video-meeting-basics/articleshow/78645162.cms
https://www.businessinsider.in/tech/how-to/how-to-use-zoom-on-your-computer-or-mobile-device-a-quick-guide-for-video-meeting-basics/articleshow/78645162.cms
https://www.youtube.com/watch?v=U_JohBDMur4
https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started
https://blog.zoom.us/quick-info-how-to-zoom-new-videos/
https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting
https://support.zoom.us/hc/en-us/articles/206175806-Frequently-asked-questions
https://www.digitaltrends.com/computing/common-problems-with-zoom-and-how-to-fix-them/
https://www.digitaltrends.com/computing/common-problems-with-zoom-and-how-to-fix-them/
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show video while the session is running. This decision is taken because 600 or more 
number of participants is expected at one point of time, and, if the access of mic/video is 
given to them all, definitely you will not be able to speak properly. 

6. Whenever you want to use the mic, please keep it on. Else, you will be requested to keep 
it off. Your video should remain ON most of the times (except in some exceptional 
situation or your need).  

7. Your full speech and moderation will be recorded on the video on Zoom. The parcels of 
recorded videos will be saved and uploaded on the Summer School website. Moreover, 
there will be Live Streaming broadcast of the entire session on the following links: 
Facebook: https://www.facebook.com/grassrootsinstitute.net 
YouTube: https://www.youtube.com/user/grassrootsinstitute  

8. The Program Director will not only be mostly online (with the name Hasrat Arjjumend), 
but also be in hotline contact with you using Viber/WhatsApp +91-9868993710. At any 
moment, you can also contact him.  

9. The access to Zoom is NOT restricted to the session you would be lecturing/presenting 
in. It is for entire program from 10 to 20 September. You will be accessing all the technical 
sessions on all 10 days and the inaugural session on 10 September.  
  

Session Structure and Details of Lectures/Presentations 
 

10. In one full day, there will be 2 sessions of 3 hours each dedicated for Lectures; each 
session having 5 lectures of 30 minutes each. In the 3rd session, the Delegate/Speaker 
Participants are given 10 minutes each to present their papers. You can see the structure 
on SCHEDULE page.  

11. To locate your Technical Session assigned to chair or co-chair, please read carefully the 
updated SCHEDULE page from where you may scroll down each Day and each Session.  

12. All the Lectures will be given by the Faculty Members in English only. Only in rare case, 
we will allow a translation support (to be arranged by the Faculty Member 
himself/herself). The presentations by the Delegate/Speaker Participants will also be 
done in English only. 

13. The Chair and Co-Chair are requested to quickly go through the information about each 
of the lecturers and presenters who are going to speak in their respective session. Their 
information is available on the links attached on their names. Just click the name of the 
person and the page will open in new window.   
 
 
 

https://www.facebook.com/grassrootsinstitute.net
https://www.youtube.com/user/grassrootsinstitute
https://www.grassrootsglobal.net/mer2023/schedule.html
https://www.grassrootsglobal.net/mer2023/schedule.html
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Moderation of Technical Session by Co-Chair 
 

14. The Co-Chair (Moderator) is expected to stay for entire period of about 3 hours of the 
session. The Chair will open the session with her/his opening remarks (for 2 minutes) 
and will hand over the session to the Co-Chair (Moderator) who will then moderate the 
entire session. If not comfortable or not suitable, the Chair may open the session with 
his/her remarks and may leave the session. If he/she prefers to stay for entire length of 
the session, he/she will give concluding remarks at the end of the session. Thus, the Co-
Chair is the most critical person in the entire process of session delivery. In case of any 
emergency, the Co-Chair is requested to prior inform, so that an alternate arrangement 
can be made, though it is remotely possible to find an alternative person on instant basis. 
Alternatively, the Co-Chair can request the Chair to conduct the full session in case of 
emergency with the Co-Chair. 

15. Once all 5 lectures of Experts/Faculty Members complete, the Chair will sum up the 
session with her/his concluding remarks and takeaway points, in case the Chair prefers 
to stay for the entire length of session. The same will be done in a session when the 
Delegate/Speaker Participants will present their 10-min presentations. 

16. The Co-Chair (Moderator) will invite each lecturer (Faculty Member) sequenced in the 
schedule to deliver lecture on the topic. S/he will also facilitate time management during 
the session, while optimizing the delivery of full contents by all the lecturers. In case, any 
lecturer is not available online at the time of his/her turn or is joining late, the Co-Chair 
will invite the next lecturer, and later exchange the late joiner. In case any lecturer is 
absent instantly, the Co-Chair will rearrange the entire schedule of the session in 
consultation with the Program Director. Similarly, in the session of 10-min presentations, 
if any Delegate/Speaker Participant is absent instantly, all the present Speaker presenters 
will be arranged to present their respective presentations.  

17. The Chat Window will be gathering comments/feedback from the audience. All 
participants will be reading these comments/feedbacks without any restriction.  

18. Q&A: In the Q&A slot, the questions will be gathered from Chat Window texts or by 
announcing loudly. The corresponding lecturer or the speaker will answer in brief.  

19. Direct feedback and one-to-one discussions can always be done privately. We have 
placed on SCHEDULE page the information of everyone engaged in this program. The 
email IDs are given.  

 
 
 
 

https://www.grassrootsglobal.net/mer2023/schedule.html
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Profile of Faculty Members  
 

20. The full profile of each Faculty Member is attached with his/her name. For the Co-Chair 
(Moderator), reading the profiles of all the Faculty Members in that particular session is 
essential to make short notes and speak briefly about each of the Faculty Members while 
inviting his/her to deliver the lecture.  

 
Profile of Delegate/Speaker Participants  
 

21. The profile of the enrolled participants is diverse and heterogenous. There are Bachelors, 
Masters and PhD students on one hand, and the Assistant/Associate/Full 
Professors/Postdocs, officers and senior researchers on the other side registered as the 
participants. Another set of participants comes from the field practitioners who are 
handling the implementation projects. Geographical range and socio-cultural 
backgrounds are also diverse. Almost all the continents are represented: Europe, Asia, 
North America, Africa, South America and Oceania. We suggest you to survey the 
diversity of participants (countries, languages, education, experience, disciplines, etc.) by 
visiting the weblink https://www.grassrootsglobal.net/mer2023/list-of-
participants.html. From this link, you may also get an idea of current number of 
delegates and learner participants. Overall, there will be nearly 600 people belonging to 
nearly 60 countries. 

 
Further Clarifications and Contact 
 
For any clarification or doubt, please contact the Program Director, Dr. Hasrat Arjjumend using 
email harjjumend@gmail.com, director@grassrootsinstitute.net  
 
 
 
 

 
 
 
 

https://www.grassrootsglobal.net/mer2023/list-of-participants.html
https://www.grassrootsglobal.net/mer2023/list-of-participants.html
mailto:harjjumend@gmail.com
mailto:director@grassrootsinstitute.net

