NEW ENGLAND OPHTHALMOLOGICAL SOCIETY
GUIDE FOR MEETING MODERATORS

I.	Moderators are expected to:

A. Develop a program for a NEOS session, with assistance from the Program Committee (PC) during the Planning Meetings (see Section II).
Moderators are responsible for:
a. Developing a theme for their program.
b. Identifying and inviting Local Speakers and a Guest of Honor (GOH) if applicable for their session.
c. Ensuring speaker and GOH compliance with guidelines including COI.

B. Utilize their “PC Coordinator” as needed. Each Moderator will be assigned a PC Coordinator to assist with planning and implementation throughout the program development process.

C. Attend all PC Planning Meetings, held during the lunch breaks of NEOS meeting days one full year in advance of the year during which their program will be presented. Attendance in person to the PC meetings is preferred, but Zoom attendance will be available.    Please make every attempt to attend these meetings and if you will be absent, please speak to your PC coordinator and ask them to present for you at the meeting. Please let the Program Committee Chair and your Program Committee Coordinator know if you will be absent. If the NEOS meeting is held virtually and not in person, then the Program Committee meeting will be held by Zoom likely on a different day than the NEOS meeting at a time convenient to most of the moderators and members of the Program Committee. Moderators do not attend meetings the year their program is being presented, as these meetings are devoted to planning for the following year.  

D. Instruct Speakers on abstract submissions. Abstracts must be submitted on-line at www.neos-eyes.org, in advance of established deadlines. 

E. Respect all deadlines for completion of specific benchmarks assigned in the planning process. Significant failure to meet important deadlines may result in moderator dismissal and replacement.  (See Section III regarding Deadlines and Deliverables.)

F. Complete NEOS Conflict of Interest (COI) Form. Also, remind your speakers and the GOH to complete their NEOS COI forms on the NEOS website.

G. Review all speaker talks prior to the meeting for COIs, appropriate content/length, and commercial bias. Rough drafts are generally reviewed by the moderator approximately 2 weeks prior to the meeting.  Speakers are allowed to make changes to their talks after submitted to the moderator for review.

H. Prepare a summary Conflict of Interest Slide for all of the speakers in your session. The standardized NEOS COI slide must be used and must be presented during the introduction of your session. Please verbally state any significant COIs out loud and keep the slide visible for members to view the slide with adequate dwell time. 

I. Attend Speakers’ Dinner Thursday night prior to their session and introduce the GOH with a brief presentation.  (See Section IV for more information on Guests of Honor). Dinners will not be held if meeting is held virtually.

J. Attend NEOS Session and introduce the session, present the summary conflict of interest slide of all speakers, introduce speakers, introduce GOH, and moderate the panel discussion (if applicable). Moderators are responsible for ensuring that the speakers stay on time. If the meeting is being held virtually, then you will be responsible for recording your introduction of the session and introduction of the GOH and ensuring that all of the speakers have recorded and uploaded their talks to the NEOS site in a timely fashion prior to the meeting. 

II.	Goals for Planning Meetings

	A. 	1st Meeting
Moderators and program committee review planning procedure policies and goals for the program year. 
Themes and potential Guests of Honor for each session are discussed. 
Guests of Honor may be invited only after NEOS Executive Board approval.

	B. 	2nd Meeting
Themes and guest of honor are confirmed. 
Moderators present outline and initiate discussion of local speakers and talks. Moderators should provide three (3) prioritized choices for each speaker slot. Speakers may be invited only after NEOS Executive Board approval.

N.B.	In order to encourage an equitable distribution of presentations at NEOS programs, Speakers will be allowed to present once per program year, with an exception for subspecialty session and debates speakers.  Moderators may not present at the program they have organized. 

	C. 3rd Meeting: 
		     Confirm all talks, GOH, and Speakers. Finalize all programs and finalize program timetable.
			Submit final timetable using NEOS format including times, speakers, talk titles, program 
			objectives and practice gaps.		

		D.   4thMeeting (lunchtime): Program Committee Retreat- (Program Committee only)
Program Committee meets for future planning.

		E.   4th Meeting (dinnertime) Program Committee Retreat- (Program Committee only)
Program Committee meets for future planning.


III.  	Deadlines & Deliverables

A. Submit a complete, proposed program time table, including presentation titles, speakers’ names, time and length of presentations, panel discussions, and breaks, to the Program Committee (PC) Chair no later than three months in advance of your program year (i.e. June). PC Chair will present proposed programs for approval to the NEOS Executive Board. Final approval for planned GOH and Speakers must be obtained from the Executive Board prior to the issuance of invitations.  

B. Confirm that all elements for a program have been submitted to NEOS at least three months in advance of the program, including:

1. Final program timetable entered on NEOS web planner.

2. Overall Program Objectives and Practice Gaps from Moderator. In order to comply with MMS regulations for accreditation, 2-3 overall objectives must be indicated for each session in the final program, such as:

The content and format of this educational activity has been specifically designed to fill the practice gaps in the audience’s current and potential scope of professional activities by:
a. Increasing the competence of the audience in the areas of _______ (e.g. ocular trauma, cataract surgery, glaucoma management, etc.)
b. Improving the performance of the audience in _______ (e.g. surgery, clinical practice, risk management, communication, etc.)
c. Improving outcomes in the area of _______. (e.g. patient care, surgery, risk management, etc.)

3. Abstracts for all presentations submitted by Speakers via on-line NEOS abstract form.  Abstracts must include References, Objectives, and Conflict of Interest Form for each Speaker.

4. Provide contact information for all Speakers (especially non-member speakers).

5. GOH biography/introduction written by Moderator (not a C.V.).  

6. GOH digital "head and shoulders" photo. 

7. Inform all speakers that at least a draft of their presentation (slides/videos) is due to the moderator for review no later than one month prior to the meeting date. The moderator will then promptly review the materials and provide feedback to the speaker so that when necessary, presentations can be modified to ensure a lack of redundancy and minimize the risk of running over time during the educational session. The talks must also be reviewed to ensure that there is no commercial bias and that off-label medications and devices are stated as such in order to maintain compliance with CME standards. In addition, the moderator should feel free to provide guidance to the speaker as to how he/she might modify the presentation to improve effective communication to the audience.

a. Presentations should be submitted electronically by email or whatever shared folder system is currently being used by NEOS at the time of their submission
b. Every presentation must include a conflict of interest disclosure slide for every speaker.
c. MODERATORS will present the standard NEOS template summary COI slide at the introduction of the session with sufficient dwell time for the audience to read the slide. 

9. If the meeting is held virtually, speaker presentations should be recorded and uploaded to the NEOS site by the deadline for that meeting. 

IV. 	Guests of Honor

NEOS tradition places emphasis on a personal and collegial welcome for Guests of Honor (GOH) for their Thursday/Friday stay in Boston. One GOH per session will be invited. There is a Speakers’ Dinner for GOH and all Speakers, in the GOH’s honor, Thursday evening before the meeting, and the GOH must attend both the dinner (along with their guest) and the meeting the following day if the meeting is being held in person.  The Moderator will introduce the GOH at the Speakers’ Dinner and present the GOH with the Revere Bowl. There will be no Speakers’ Dinner if the meeting is held virtually. 

A. Moderators should:

1. Recommend or better to actually provide transportation to/from the Speakers’ Dinner personally, if possible.

B. Only Guests of Honor receive travel reimbursement or an honorarium.  (Local speakers do not). The NEOS administrative assistant acts as a point person for the GOH and will make the hotel reservations, arrange for distribution of the honorarium, and provide the Revere Bowl for the GOH. 

GOH will receive: 

1. One full, round trip, economy class airfare between the home city and Boston; booking well in advance is appreciated. Upgrades or additional travel (e.g. a third city) are not reimbursed.

2. Two night's hotel accommodations will be made by NEOS. If guests arrange alternative accommodations, reimbursement for these accommodations will be limited to the cost of the room that would have been arranged by NEOS. 

3. Reimbursement for all reasonable meals and ground transportation expenses.

4. $1,000.00 honorarium.

5. A Revere gift bowl, which is a NEOS tradition. This occurs following the GOH's introduction at the Speakers' Dinner the evening before each meeting.

C. NEOS requests that GOH speakers will:

1. Arrive Thursday before the meeting in time to participate in 7:00 p.m. Speakers’ Dinner in their honor.  GOH’s guest is also invited.

2. Give two 20-30 minute presentations or one longer presentation during the Friday meeting on subjects determined by the moderator and the GOH, unless otherwise determined by the Program Committee. GOHs should submit detailed abstracts including references three months in advance via the NEOS website.  

3. Deliver the named lecture if planned for the session.

4. Participate in panel discussions during the meeting. 

5. Participate in lunchtime roundtable discussion or lunchtime seminar (if applicable). 

6. Complete NEOS Conflict of Interest Form.  

V. 	Program Format & Logistics

A. Program scheduling: Time for each a.m. program is 3.5 hours (210 minutes) and each p.m. program is 3 hours (180 minutes).  It is NEOS’s policy that precise enforcement of starting times and coffee breaks will be carried out according to the following schedule if an in person meeting is being held:

	Morning Session:	Starting time	8:30 a.m.
						Business meeting	10 minutes before break
						Coffee break		30 minutes
						Adjournment	12:00pm.

	Afternoon Session:	Starting time		1:00 p.m.
						Coffee break		30 minutes
						Adjournment	4:00 p.m.


B. The importance of keeping on time cannot be overemphasized.  Begin at exactly 8:30 a.m., end at exactly 4:00 p.m., and respect all breaks.  Exhibitors depend on their paid access time to the membership, and without the financial support of our exhibitors, we would have to levy a substantial increase in the annual dues and registration fees. We have therefore made a firm written commitment to the exhibitors that we will not shorten the coffee breaks if the program is running behind schedule. Having a panel discussion at the end of the session allows some flexibility if the program is running behind or ahead of schedule as the panel can be shortened or lengthened to fit the required time for the session. 

C. At the beginning of the scientific session, the President of the Society will open the meeting and introduce the Moderators at 8:30 a.m. and 1:00 p.m.

D. The Moderator will introduce the session, present the summary conflict of interest slide of all speakers, and introduce each of the speakers. The Moderator will provide a 5 minute introduction to the GOH prior to their first talk. The Moderator along with the Program Coordinator will keep track of time and facilitate the changeover of speakers. 

E. The Moderator will leave 10 minutes before the morning break for the NEOS Business Meeting or at an agreed upon time decided by the current NEOS President.  This does not take away from the 3-hour program time. The morning session must end at exactly 12 p.m.

F. For named lectures, the Moderator will allow for 5 minutes for introduction of the named lecture by an individual determined by the NEOS Board.

G. For risk management/ethics sessions, the Moderator will allow for 25-30 minutes for OMIC to give a talk. This allows for NEOS members to obtain an OMIC discount. 

H. The length of each presentation is largely at the Moderator's discretion. But, an ideal program consists of eight 10-minute talks, two 20-minute GOH talks, a 30-minute break, a 20-minute panel discussion, and 10 minutes for Moderator introduction and turnover time.  Keeping to shorter talk times (10 vs. 15 minutes) allows for more talks and gives the program better variety, while allowing Speakers enough time to convey their message.

Make speakers aware that overtime presentations will not be allowed.  Speakers will be given a warning when two minutes are left, then one minute, then cut off at the end of his/her scheduled time.  Moderators should encourage speakers to rehearse and time their presentations in advance to avoid being cut off.

I. CME guidelines require the completion of post-meeting evaluation forms. Moderators should keep this in mind while planning their program, and confirm along with the program committee member responsible for their program that each speaker has completed the conflict of interest form in advance of the meeting and before showing slides to the moderator. In addition, any audience members asking questions must verbally state any relevant conflict of interest when asking a question/making a comment. If the question is submitted in written form to the moderator, the moderator should, prior to the reading of the question aloud, state that individuals name and any disclosed conflict of interest.

J. The early and late portions of each meeting often have somewhat sparse attendance.   Therefore, presentations by the GOH should be strategically programmed for maximum meeting attendance, i.e. not first or last, and not immediately following a break.

K. Moderators are encouraged to allot time for panel discussions including questions from the audience for a minimum of fifteen (15) minutes at the end of their session.  The Moderator should take an active role in controlling the discussion and bears considerable responsibility for ad lib management and continuity of the discussion. These discussions are often quite valuable to the membership, and attentive planning of the desired format often leads to a successful panel.

VI. 	Named Lectures and Sponsored Sessions

A. Named Lectures: Certain sessions will have a named lecture, to be determined by the Program Committee Chair and the NEOS Board. An introduction for the named lecture will be given by a NEOS Board member or another NEOS member decided by the NEOS board.  Most Named Lectures will be delivered by the Guest of Honor. In the event that a second invited speaker delivers the named lecture, the Moderator will adjust the schedule to accommodate the second invited speaker. 

B. Sponsored Sessions: Sponsors will be acknowledged by the Moderator during the introduction of the program and the sponsor will be listed in the meeting program. No special lecture is given to acknowledge the sponsor. 

VII. 	NEOS Office Functions

A. Program/Speakers:  Once all information is received by the NEOS Office, i.e., final program timetable, all speakers with contact information for any nonmember speaker, GOH name/contact information, abstracts, COI forms, NEOS Office will:

1. Send each Speaker a letter with invitation to Speakers’ Dinner with a guest, time/length of their presentation, and AV instructions.

2.   Send GOH a letter with hotel confirmation information and above information, as well as an expense form with instructions for submission after the meeting.

B. Website:  Add all of the above to the website, including GOH bio and photo, luncheon seminar information for registration at least 2 months prior to meeting date.

C. Printed Program:  Prepare the printed program material including timetables and all abstracts and COI information 3 weeks prior to meeting.  A copy of the first draft from the printer will be sent to the Moderator for approval before final printing.

D. Virtual Meetings: Assist speakers and moderators with any questions regarding recording and uploading presentations to the NEOS site.

E. Can be reached at NEOS-eyes@mms.org, 781-434-7314, in case of any questions.

F. 
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