
 

  

 
 
 

UK Stroke Forum speaker guidelines  
 

1. Speaker confirmation form  
Please complete and return the ‘speaker confirmation form’ to the UKSF team by 12 
August 2022. This form gives us all the information we need.  
 
Returning this form will be taken as confirmation of your agreement to speak at this 
event. 
 

2. Your presentation 
 Limit the use of jargon, make sure it is appropriate for the intended audience. 
 Arial font should be used for PowerPoint presentations.  
 Limit the amount of text on your slides.  
 Highlight key data in busy tables or present a summary rather than all of the 

data. 
 Make your presentation as accessible as possible. 

 
3. Making your presentation more interactive  

Delegate feedback indicates that opportunities to interact with speakers during 
events are highly valued. Below are some ideas to help make sessions interactive.  

 
 Ask delegates to discuss a point with the person next to them (can feed back 

to the main group or not, depending on size of audience and time available). 
 Use social media or a discussion forum that people can contribute to during 

the event. 
 Polls – speakers will be able to include polls during presentations and the 

UKSF team will provide further information closer to the event     
 Introduce activities before or after the day e.g. something to read or some e-

learning.  
 Discussion boards to enable discussions to continue after the event. 

 
Please contact the UKSF team as early as possible if you would like to incorporate 
any of the above suggestions into your presentation.  
 

4. Sharing your presentation with registered delegates 
On occasions, the UKSF team would like to share your presentation in a PDF format 
with registered delegates.  Please tick the relevant permission box on the speaker 
confirmation form and provide us with a copy of your presentation if you are happy 
to do so. 

 
5. Learning points 

Please provide us with five learning points, which will be included in any pre event 
marketing material for your presentation. Presentations should begin and end with 
a summary of the key learning points and your session should meet them.  
 
 



 
 

6. Recorded sessions 
All parallel and plenary sessions will be recorded and uploaded to the conference 
app.   
 
Approval: If your presentation is selected to be included on the conference app, 
there will be a statement making it clear that all views expressed in the 
presentation are yours rather than those of the UK Stroke Forum. 
 
 

7. Copyright  
Please ensure that you read the guidance document on the UKSF website.  
 
It is essential that you check your presentation for any copyright issues as failure to 
comply may result in legal action against the UK Stroke Forum. 
 

8. Patient data 
It is essential that presentations do not include any text or images that might 
identify a patient. You can use photographic images of patients created in your 
place of work as long as they are fully anonymised and patients are not identifiable 
from the images or any data files attached. This means not only removing their 
name and date of birth from the actual image, but also any identifiers such as NHS/ 
hospital number, hospital name, doctors name, etc. from any metadata file 
attached. 
 

9. CPD allocation 
The UK Stroke Forum is accredited through the Federation of the Royal Colleges of 
Physicians. CPD points will be awarded per hour and are awarded for attending live 
sessions. Delegates can gain up to 18 CPD points for attending UK Stroke Forum.  
 

10. Audio-visual facilities 
A laptop with PowerPoint facilities and laser pointer will be provided as standard.   
If you need an internet connection, audio speakers or a Mac connection please let 
the UK Stroke Forum team know on your form. 
 
If you are intending to use your own MacBook to present, please ensure you bring 
the correct adaptor with you.  
 

11. Travel and expenses 
Travel and expenses will be paid in line with the UK Stroke Forum Travel and 
expenses policy agreed by the UK Stroke Forum Coalition.  
 
To clarify: 

 Registration: You will not need to pay a registration fee to attend the event. 
A registration link will be sent to you with a promotional code deducting this 
cost from your booking. 

 Travel: Depending on your session, a contribution will be made to speakers 
travelling from within the UK and from the EU. Travel receipts will need to be 
submitted alongside speaker expense claim forms so please ensure these 
are kept safe. 

 Accommodation: Depending on your session, the UK Stroke Forum will 
subsidise 1  night accommodation  



 
 

 Fringe and sponsored symposium speakers will not receive a free 
registration, travel or accommodation  

 Speakers will need to book their own travel. This year we are suggesting that 
speakers opt to book refundable travel where this is available.  
Accommodation should be booked via our Accommodation Partners 
Reservation Highway and speakers will be emailed a link to book their free 
night of accommodation. (additional nights can be added at their own 
expense) 

 
12. Declaration of conflicts of interest  

All speakers must complete the declaration of conflict of interest form that will be 
sent prior to the event. If you have a conflict of interest, you must include a slide and 
make an oral statement at the beginning of your presentation. We will provide a 
template slide. 
   

13. Marketing  
All events will be marketed through the standard UKSF channels (professional 
newsletters, website, social media, web listings, journal adverts) however as a 
speaker selected to talk on a particular subject, please suggest any relevant 
organisations, publications and groups that could be targeted to the UKSF team. 
Please also send the programme to members of your networks who may be 
interested in attending.  
 

14. Important deadlines: 
 
August 12th 2022 Speaker information forms to be sent to 

ukstrokeforum@stroke.org.uk  

August 19th 2022 Speaker slots and times confirmed with session 
organisers. PowerPoint template sent to all speakers 

August 31st 2022 Deadline for early bird registration: speakers to register 
via the link in their invitations  

November 22nd  
2022 

All speaker presentations to be sent to 
ukstrokeforum@stroke.org.uk  
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