
 

 
 

 Updated June 2020 - Instructions for Institute Sessions  
 

Important Note to Institute Chair(s): The Meetings Department sends this information to session Institute 

chair(s) only with the understanding that the chair(s) will appropriately distribute these instructions to all co-

presenters. 

 

Due to a Virtual Annual Meeting format, Institutes will be pre-recorded with 

a live streaming question and answer/discussion session meant to solidify 

the learning from and add additional depth to the lectures. Recordings will 

be made available to attendees beginning October 12, and the live 

streaming Q&A will take place during the week of October 19-24. 

 

The Program Committee designated Institutes for this hybrid form of 

presenting due to the length of the program and nature of the talks. 

 

The didactic, lecture-style presentation with slides will be the pre-recorded 

portion, and the question and answer session/discussion will be live streamed 

at a designated day and time. There are ways to make both portions 

interactive and engage the audience in a virtual way. See details below for 

suggestions. 

 

Institute sessions focus on “how to do it” with respect to clinical problems, 

academic areas, or a blending of the two. Institutes have 4-5 hours of pre-

recorded content with 2 hours for live Q&A and/or panel discussion. Institutes 

are designed for attendees who wish to be taught a comprehensive and 

authoritative overview of a topic area. Attendees pay extra for Institute 

tickets.  
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Institute Notebooks  

• Chair: Submit your Institute’s presentations – formatted for publication – no later than Wednesday, 

July 29. This may seem very far in advance of your presentation; however, all materials must be 

assembled by the Institute chair, then reviewed and approved by our Institutes Subcommittee, and 

then formatted by AACAP staff before you record your presentation in September.   

• Presenters: Upload materials no later than Wednesday, July 22 to give your Chair time to review your 

notebook materials.    

• Presenters will be able to upload Institute materials to AACAP’s online submission system. More 

information on this system will be sent in June.   

• Institute notebooks will be provided in an electronic version for attendees to download.   

 

Scheduling  

• Your Institute presentations will be pre-recorded in September 2020. 

• The live streaming Q&A/panel discussion session (2 hours) schedule will be posted on our website– 

please check www.aacap.org/AnnualMeeting-2020 for your Q&A date and time. 

• If for any reason you find that you will not be able to present at the Annual Meeting, please contact 

AACAP immediately. 

Pre-recorded Session 

• This will be your didactic, lecture-style, content presentation.  

• You will be presenting slides with video/audio captured by a technician. 

• You will be contacted by AACAP to schedule a time to pre-record your presentation.  

• For your pre-recorded lecture, you will need access to: 

o A computer with high speed, reliable internet access.  

o Earbuds or headphones that can plug into your computer. Please Do NOT use a Bluetooth 

Headset or Apple AirPods.  

o Quiet surroundings: please make sure you have set aside a time and space where you will not 

be disturbed by others. 

• Technical support will be available during your recording session.  

• Separate instructions for each step of the process will be sent to you closer to the date.  

In order for the Institutes Subcommittee to have adequate time to compile all 

of your materials, look over the slides, and make sure they are CME acceptable, 

take note of the following important due dates.   

• Wednesday, July 22, 2020– Materials to Institute Chair for review.  

• Wednesday, July 29, 2020– Materials for Institute Notebook to 
AACAP including PowerPoint slides, learning objectives, disclosures, 
Institute questions, annotated bibliography, and any articles to be 
printed with your presentation with copyright permission.  

• September – AACAP will schedule a time for you to audio and video 
record your presentation with a professional recording technician.  

Important Deadlines 

 

http://www.aacap.org/AnnualMeeting-2020


 

 

Audience Engagement 

Even though the lectures will be pre-recorded, there are ways to make the presentation engaging for the 

audience. The Program Committee recommends these suggested techniques: 

• Polling – ask questions throughout your presentation; even in a pre-recorded version, asynchronous 
polling is available (details to come) 

• Include stories and real-life cases  

• Play music or video clips 

• Link visuals with text 

• Encourage social media posts about lessons learned 

• Be creative! 
 

Live Streaming Q&A Session 

• The week after your pre-recorded session is released to attendees to view, you will host a live 

Q&A/discussion session. This session should have some structure to it, as well as offer free-flowing 

questions and answers.  

• The structure can be presented in a variety of ways: 

o While viewing your pre-recorded lecture, attendees can submit questions in advance, which a 

moderator in your session can review and present to an individual or a panel of speakers during 

the live Q&A. 

o A chat feature can be enabled to allow attendees to ask additional questions to speakers and 

attendees during your live Q&A session. 

o You may opt to set up a panel-style discussion. 

o You may create break out rooms with specific speakers. 

o You may use real-time polling as a way for speakers to ask questions to get the discussion 

going. 

• Technical support will be available for you and the attendees during this time.  

Slides 

• All PowerPoint presentations are thoroughly reviewed by the Institute Subcommittee and Meetings 

and CME Department for clarity, comprehension, and formatting. 

• It is imperative for speakers to submit their slides in the form of a PowerPoint presentation (not a PDF) 

for a convenient and intuitive review and editing process. 

 

Slide Format for a Virtual Presentation  

Doing what you have always done may not apply in a virtual format. Take a step back and think about what 

message you want the attendee to get from your presentation. Well-organized slides become a focal point for 

the attendees. 

1. Keep it simple 

The main points and purpose of each slide should be easily identifiable with the details filled in by the 

presenter’s verbal teaching. 

2. Use colors effectively 

Keep slides colorful and use graphics/photos as much as possible. 



 

Light colors can easily wash out online. Stick with high-contrast color designs and avoid using subtle 

tone variations that can be difficult for virtual audiences to see. 

3. Minimize the use of transitions and animations 

Since virtual presentations are transmitted through the internet, depending on the quality of the 

connection, slide animations and transitions can affect lag time or produce audio-visuals not in sync. It 

is suggested to minimize these to avoid presentations streamed choppy to the audience. 

4. Tell a story or include case studies 

For virtual presentations you need to capture the attention of the audience without the use of body 

language. Presenting your messages with the aid of cases or stories will keep your audience attentive. 

5. Size of slides – craft your slides in 16x9 (rather than 4x3) as this size displays better virtually. 

 

• Order of slides: 

1st slide: Title of talk, your name, and affiliation (affiliation logo may appear on the title slide only).  

2nd slide: Disclosures of commercial interests as well as any off-label medication uses in your 

presentation. 

o If you have no conflicts, state “No conflicts of interest with commercial interests.” See below 

for more information on AACAP’s disclosure policies.   

3rd slide: 3-5 brief learning objectives of your presentation - put all in one slide.  

Content slides: Body of presentation - maximum 1 slide per minute of your talk. 

Second-to-last slide: Clinical relevance of the information presented.  

Last Slide: Summary slide.   

References: An optional slide listing all references used in your presentation. 

• Header for each page: Your name in the upper right-hand corner and the title of your presentation in 

the upper left-hand corner. Use Times New Roman, 12-point font.  To insert your header, go to: 

View/Master/Handout Master.  

• Generic names must be used for medications (with trade name in parenthesis). 

• DO NOT include copyrighted cartoons/pictures/images. AACAP staff will delete them from your slides. 

• DO NOT put blurry scanned pages from journals in your slides. 

• Only use official abbreviations, and when using an abbreviation, make sure to spell out the entire 

word, or term, the first time it is used in your presentation. A list of the most common abbreviations 

and acronyms can be reviewed here.  

• You can review a sample slide presentation in your Speakers Corner. 

Institute Questions 

• 5 Institute Questions with Answer Key: Multiple choice only; each question must have only one correct 

answer.  

• A well-written question is one that the attendee can answer without having to look at the answers. To 

do that, keep these rules in mind: 

o Do NOT include a question that is Which of the following is true (or accurate) or Which of the 

following is false. We will be asking you to rewrite these types of questions.  

o Stems should be a complete sentence or question. For example, avoid stems such as, "ADHD 

is..." This is unfocused and not a complete sentence or question.   

https://aacap-my.sharepoint.com/:b:/g/personal/aferdouse_aacap_org/Ed_bUFtUh1dAk1ywE5Aw5QMBt4G9JRImkykFuaQ5ljzWXg?e=sqVDGu


 

o Stems should be stated positively, asking for a correct answer, not a "wrong" answer. Avoid 

words like except, not, least, and never that suggest a negative stem.   

• Do NOT use answers such as All of the above, None of the above, or Both A and C. 

• Do NOT include fill in the blank questions.  

• Avoid imprecise terms like seldom, usually, sometimes, occasionally, rarely, few, many. 

• Answers should follow a logical order - dates should be chronological, numbers typically smallest to 

largest, the first word should be alphabetized, and options do not overlap (i.e., avoid answers such as 

1-5%, 5-10%, 10-15% - these answers overlap). 

• Please double check your answer key to be sure that the correct answer is selected.   

Annotated Bibliography 

• Include 3-5 references in your annotated bibliography. 

• All references should be AMA style.  

• An annotated bibliography includes a brief description of the summary of the citation. For example:   

Additional Presentation Materials 

• If you wish to include an article, copyright permission is required! 

• A letter or statement from the publisher or copyright holder indicating electronic permission of the 

article for inclusion in our notebooks must be sent to AACAP.  

• Any article lacking electronic distribution authorization cannot be included in the notebook. This 

includes AACAP Practice Parameters/Clinical Practice Guideline/Clinical Practice Updates and articles 

from JAACAP (see information below). Costs associated with obtaining electronic permission of an 

article are the responsibility of the presenter. Permission is not required for electronic articles from 

AACAP News. 

• To request electronic permission from JAACAP (including AACAP Practice Parameters), visit 

www.jaacap.org and click on the Rights/Permissions link in the Article Tools menu to open a 

prepopulated form directly from the article page. Once permission has been obtained, download the 

article directly from the website and provide unaltered in your notebook submission. Permission to 

include the material must accompany your notebook submission. More information can be found at 

www.jaacap.com/content/permission.  

• When including articles, please make sure to submit a PDF. 

• If electronic permission is not granted or you wish not to pursue copyright permission, an option is to 

include the reference in your annotated bibliography. 

Gleason MM, Egger HL, Emslie GJ, et al. Psychopharmacological treatment for very young children:  

contexts & guidelines. Journal of the American Academy of Child and Adolescent Psychiatry. 

2007;46(12):1532-1572.  

 

This article reviews developmental considerations related to preschool psychopharmacological 

treatment, presents current evidence bases for specific disorders in early childhood, and describes 

the recommended algorithms for medication use.  

http://www.jaacap.org/
http://www.jaacap.com/content/permission


Disclosure of Conflict of Interest and Affiliations 

• Disclosure is required of all Annual Meeting presenters.

• BEFORE beginning your presentation, you have a duty to disclose:

▪ Any commercial interest, financial, or other affiliations. The Accreditation Council for Continuing 
Medical Education (ACCME) defines a commercial interest as any entity producing, marketing, re-

selling, or distributing health care good or services consumed by, or used on, patients. The ACCME 
does not consider providers of clinical service directly to patients to be commercial interests.

▪ Any off-label medication uses recommended.

• Disclosure must be made:

▪ In writing and in advance to AACAP (in the Call for Papers).

▪ On the first content slide in a presentation.

▪ Verbally at the beginning of each presentation.

• Use of the Standard Disclosure Format is required.

▪ The standard slide is available at: www.aacap.org/AM20DisclosureSlideSample.   If slides are not 
used, verbal disclosure is acceptable.

▪ When in doubt, report!

• When there are no conflicts of interest or affiliations, this should be indicated on a slide and verbally.

▪ The reporting time frame is the past TWO years and imminent support. If external funds have an 
impact on that particular presentation, then any time frame is relevant, e.g., funding for a study 
which ended prior to two years ago but is now being reported must be disclosed.

▪ If there has been a change to your disclosure, email appropriate information immediately to AACAP 
at meetings@aacap.org.

Recording Permission 

• AACAP records all Institute presentations at the Annual Meeting.

• AACAP sells the recordings to individuals after the meeting as well as may repurpose content for future

programs.

• All presenters should have completed the Recording Permission Form during the Call for Papers.

Registration 

• Presenters must pay registration fees for AACAP’s Annual Meeting, either online or by mail, starting in

August 2020.

• The only exception are presenters who are not psychiatrists; these presenters still need to register but

will be charged a lower presenter non-psychiatrist registration rate.

Honoraria 

• Honoraria for an Institute Chair is $1,500 U.S.; this amount is split for co-chairs.

• Each chair is expected to give a presentation.

Final Notebook Materials are due to AACAP by Wednesday, July 29 

http://www.aacap.org/AM20DisclosureSlideSample
mailto:meetings@aacap.org


 

• Presenters receive honoraria of $750 U.S. for each standard 1-hour presentation; this amount is split 

for co-presenters. 

• You must submit a W-9 to AACAP to receive this honorarium.  The form can be downloaded on your 

speaker’s corner page.  
 

Publications  

• Information about your Institute will be posted in a variety of places. 

• Please inspect the online Program Schedule, and report errors in names, titles, and other information 

to AACAP’s Meetings Department at meetings@aacap.org.  

 

 

   

AACAP Contact Information       Institute Subcommittee Chair 

American Academy of Child and Adolescent Psychiatry   Jeffrey Strawn, MD 

3615 Wisconsin Avenue, NW, Washington, DC 20016-3007  Email: strawnjr@ucmail.uc.edu 

Tel: 202.966.7300, ext. 2006 

Email: meetings@aacap.org   

 

mailto:meetings@aacap.org

