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PANEL CHAIR BEST PRACTICES 
 
 

The UAGC Teaching and Learning Conference (TLC) wants to ensure you have an enjoyable and successful panel 

chair experience. The following packet contains useful information about the panel format, the call for 

presentations, marketing and communication support, and best practices for preparing your panelists and leading 

your discussions. 

 
Please review this information closely; plan to attend a panel chair preparation session on Zoom; and email 

TLC@uagc.edu if you have questions. 
 
 

 
ABOUT THE PANEL FORMAT 

 

 

TLC aims to connect, engage, and inspire online higher-education professionals. The panel format directly supports 

this aim by deliberately creating an environment in which presenters can both highlight their individual works 

around a common theme and engage in a conversation about those works directly with their colleagues. The panel 

format is a vehicle not only for professional and scholarly networking but also for creating interdisciplinary 

interaction toward actionable ideas. 

 
Typically, panel sessions at in-person academic conferences last upwards of two hours, during which each panelist 

presents their own 10 to 20-minute paper and engages in a moderated discussion after everyone has presented. 

The TLC panel offers a variation on this theme, which ensures that it serves our diverse audience who lives across 

time zones and whose personal and professional obligations vary. 

 
In a TLC panel, individual panelists’ presentations occur separate from the panel discussion, thereby allowing 

conference attendees to enjoy the entire panel track or portions of it as their time permits: 
 

 
EXPECTATIONS FOR PANEL CHAIRS 

Panel chairs must: 
 

 

• Actively contribute to advertising their panel track to their professional networks during the TLC open call 

for presentations. 

•   Review proposals for their panel tracks and select participants. 

•   Support conference website creation by ensuring their panelists create speaker profiles. 

• Communicate their expectations to their panelists, including when presentation drafts are due, how they 

will prepare for the panel discussion, how they will structure the discussion, etc. 

•   Attend live or watch and participate in the asynchronous discussion forum of each of their panelist’s 

individual presentations. 

•   Attend and moderate the live 30-minute panel discussion.
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EXPECTATIONS FOR PANELISTS 

Scholars and practitioners who want to participate in a TLC panel must: 
 

 

•   Submit a presentation proposal to the UAGC TLC open call for presentations. 

• Complete an up-to-20-minute presentation related to the panel track either in a live session or as a pre- 

recorded video. 

•   Inform the chair of their presentation type, which will be built into the conference schedule. 

• For those who opt to create a pre-recorded presentation – be active in the TLC asynchronous discussion 

forum throughout the conference. 

•   Attend and actively participate in the live 30-minute chair-moderated panel discussion. 

•   Submit the presentation to the chair in advance of the conference (per the chair’s expectation). 

•   Be available for preparatory emails, phone calls, or meetings (per the chair’s expectation). 
 

 

TLC strongly encourages panelists either to attend live or to watch and participate in the asynchronous discussion 

forum of their fellow panelists. 
 
 
 

THE CALL FOR PRESENTATIONS (CFP) 
 

 

TLC supports an open call for presentations to source qualified conference participants. While we leverage UAGC’s 

robust communication channels to advertise the conference, we rely on our panel chairs’ rich personal and 

professional networks to attract diverse, interdisciplinary presenters from institutions and fields external to UAGC. 

 
TLC CFP SUPPORT 

TLC offers the following resources to support broad communication of each panel chair’s call for panelists: 
 

 

•   Posting of UAGC TLC CFP on university internet, intranet, and social media channels, including: 

o UAGC and TLC websites 

o UAGC intranet and CETL website 

o UAGC and CETL social media 

•   Drafting of email templates that can be edited and shared. 

•   Drafting of social media posts that can be edited and shared. 

•   Maintaining a “Panelists Needed” board on the conference app and website, which will highlight panel 

tracks in need of presenters. 

•   Managing the TLC CFP form and informing chairs of numbers of proposals. 
 

 

PANEL CHAIR CFP EXPECTATIONS 

TLC expects that panel chairs will play an active role in advertising their calls for panelists by:

https://bpiedu.sharepoint.com/sites/AshfordCETL/Shared%20Documents/Email%20template%20and%20a%20social%20media%20template%20you%20can%20use%20to%20advertise%20your%20panel%20track%20with%20your%20network..pdf?CT=1621867758064&OR=ItemsView
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•   Leveraging the above templates to: 

o Send emails advertising their panel tracks to their professional networks and beyond. 

o Post to appropriate social media channels about their panel track’s CFP. 

•   Providing TLC content for “Spotlight on Panel Tracks” social media posts. 

•   Reviewing TLC’s updates on proposal numbers and informing  TLC@uagc.edu if a post to the “Panelists 

Needed” board is necessary. 
 
 
 

REVIEWING PROPOSALS AND FORMING YOUR PANEL 
 

 

During the open call for presentations, TLC will inform panel chairs of the number of proposals to their panel 

tracks, so that they can appropriately curate their lineup of panelists and – if necessary – work with TLC on the 

“panelists needed” board. At the close of the call for presentations, TLC will give each panel chair access to their 

panel track’s proposals via a system that allows them to review and document their decisions about panel track 

participants. TLC will provide proposal review and systems access. 

 
When chairs have selected their panelists (generally, 3-5 panelists work well), TLC will manage conference 

invitations, which – in addition to offering critical dates and instructions – will directly connect chairs to their 

panelists, so that you can maintain communication. 

 
Important Dates: 

•   Call for Presentations Opens – 5/10/21 

•   Call for Presentations Closes – 7/2/21 

•   Proposal Review – 7/6/21 – 7/30/21 

•   Panelist Invitations – 8/9/21 

•   Panelist Acceptance Due – 8/16/21 

•   Panelist Profile Page and (if applicable) Recorded Presentations Due – 9/30/21 
 

 

CONFERENCE PREPARATION 
 

 

Chairing a conference panel is a fulfilling experience, both professionally and personally. Take advantage of the 

opportunity by maintaining contact with your panelists before and during TLC: 

 
•   Offer preparatory Zoom sessions to get to know each other, your institutions, and what you work on. 

•   Discuss the main points of each panelist’s presentation and how they intersect. 

• Brainstorm how you want to manage the live 30-minute panel conversation: Would the panelists like you 

to focus on specific topics/questions? Might they want to come up with questions for each other? 

•   Set expectations for panelist preparation: 

o When should they provide you drafts of their presentations, so that you can prepare?
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o How will they engage with each other’s presentations, either live or in the TLC asynchronous 

discussion? 
 
 

POST-CONFERENCE LEADERSHIP OPPORTUNITY 
 

 

The UAGC Chronicle is planning a special TLC 2021 Conference Papers edition to be published in early 2022. This 

offers select TLC participants a unique opportunity to shape their works in progress into potentially-publishable 

essays/articles and to receive useful, critical feedback from peers on how to develop their work toward academic 

publishing. 

 
Panel chairs play a key role in this process as: 

•   Scouts for high-impact contributions to scholarship on the topic/issue their panel tracks address 

•   Mentors for scholars and practitioners who are developing their work and research and building their CVs 
 

 

Panel chairs who opt to make recommendations for the TLC 2021 Conference Papers will be expected to lead the 

review and editing of their panelist’s essay/article to ensure the appropriateness of its development, organization, 

methodology, and adherence to norms of the field. The UAGC Chronicle will manage proofreading for mechanics 

and formatting. 

 
TLC will offer additional details about this program in the fall. 


