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CLEVELAND ORIENTEERING KLUB

PLANNER’S HANDBOOK

Introduction 

The Planner's main task is to design courses that are enjoyable and provide fair tests of orienteering ability at the correct levels of technical and physical difficulty. This involves selecting control sites and deciding how to link them together to form the required range of courses. There are many other sources of advice on how to go about planning courses, and that is not the subject of this current document.

As well as planning the courses, the Planner is also responsible for implementing them. For a typical CLOK event this means: 

(a) Providing up-to-date maps -- marked up with the courses and the control descriptions -- for the competitors to pick up immediately after they cross the start line. 

(b) Getting the kites and correctly programmed SI control boxes out to the control sites before the event (and collecting them in again afterwards). 

(c) Arranging for the courses to be entered into the OE2003 event management software. 

(d) Putting out tapes as necessary to identify any out-of-bounds areas , crossing points, marked routes and/or hazards (such as dangerous crags) in the competition area.

This document covers these "course implementation" aspects of planning a CLOK event.

This is version 1.0 of these notes.  Please check the Event Organisation Toolkit area of the CLOK web site (at www.clok.org.uk) to see if there is a later version.

1. Providing the Course Maps

These days, competitors expect to get maps pre-marked with the courses (and control descriptions). We provide these pre-marked maps by using OCAD to generate electronic copies of the course maps and then using a colour laser printer to print the appropriate number of copies of each map.

Different arrangements apply depending on whether (a) you are going to do the planning using OCAD 8, in which case you can prepare the course maps yourself, or (b) you are going to do the planning the traditional way on paper, in which case you will need to have an OCAD Support Person to prepare the course maps.

Section 1.1 covers the arrangements if you are going to do the planning using OCAD 8.  

Section 1.2 covers the arrangements if you are going to do the planning on paper.

1.1 Planning using OCAD 8

If you're comfortable with using computers, OCAD 8 provides some very useful facilities for the course planning process itself.  For example, you can experiment with different control sites and course definitions and OCAD will calculate the course lengths for you.  Further information about this -- including step-by-step advice -- can be found in the separate note 
Using OCAD 8 for Course Planning, which can be downloaded from the Event Organisation Toolkit area of the CLOK web site.

OCAD Software

If you're planning a small event (with no more than five courses) then you should be able to use a combination of OCAD 6 and the demo version of OCAD 8, both of which are free. Further information about the various versions of OCAD -- and an on-line "OCAD version selector" -- can be found here. If you need any additional information or help, please contact Alastair Mackenzie

If you're planning a District or Regional event then you'll need to use one of CLOK's three OCAD 8 licences.  There is an on-line booking sheet in the Event Organisation Toolkit section of the CLOK web site.
ACTION:  If you need to use OCAD 8 then -- as soon as possible after you've agreed to be the Planner for your event -- contact Alastair Mackenzie to reserve the use of an OCAD 8 licence.

If necessary, Alastair will be able to help you get the OCAD 8 software installed on your computer.

The Map

You'll need an electronic copy of the map for your event. Please get the latest version of the map from the CLOK map library rather than, for example, using a copy that you've used before or gettting a map file from the Planner of the last event to use that area. This will enable us to keep track of our map versions and ensure that we don't end up with two (or more!) partly-updated versions of the same map.

The CLOK map library is in two parts. Alastair Mackenzie keeps most of the map files, but Paul Taylor is the custodian for some of the maps in the southern part of the CLOK area.  See Appendix 1 for a list of who keeps which maps.

ACTION:  Before your first visit to the competition area contact either Alastair Mackenzie or Paul Taylor and arrange to get a copy of the latest version of the map.

Map Corrections

CLOK's policy -- as agreed by the Mapping Committee -- is that Planners can make map corrections to the map being used for their event, but that map updates to the official version of a map can only be made by a Mapper. The key points are that a Planner is working with a copy of the map -- not the master copy --, and changes made by the Planner are not automatically incorporated into the master copy of the map. This is because (a) most Planners are not experienced Mappers and (b) a Planner is looking at the map from the perspective of a particular set of courses. This means that, while their map corrections may be quite appropriate for their particlar event, those corrections may not be right for the map as a whole.

The preferred approach is for you to (a) make map corrections as required, and (b) keep a note of those corrections -- plus any unresolved issues with the map -- so that they can be looked at by a Mapper later.  See Appendix 2 for the recommended format for the list of map corrections and unresolved.  An electronic copy of this form can be downloaded from the Event Organisation Toolkit section of the CLOK web site.

If you would prefer not to make changes to the map yourself then contact Alastair Mackenzie, who will arrange for someone to make the map corrections on your behalf.

Preparing a "Print Ready" Version of the Map

Defining the actual courses in OCAD 8 is pretty straightforward. Sorting out where to put the control descriptions, map legend, etc. can be trickier. If you would like help with turning your OCAD file into a "print ready" version then contact Will Dehany, Alastair Mackenzie or Paul Thornton.  [Need to check this with Will and Paul.]

Map Printing

Map printing is usually done by Kemprotec (i.e. Will Dehany).

ACTION:  As soon as possible, and in any case at least [HOW LONG] before the event, contact Will Dehany to confirm the timetable for getting the course maps and control descriptions printed, and the arrangements for getting the course maps to the event.

A typical timetable might be as follows:

[How long?] before the event 
Deliver the "print ready" OCAD 8 file to Will Dehany.

Note: The Controller should already have checked and approved your courses. 

[How long?] before the event 
Check the proof prints of the course maps and the control descriptions, and give the okay for the printing to proceed.

Notes:

(a) Remember to check that control circles and connecting lines have been broken where necessary so that they do not hide any significant map detail, particularly in the vicinity of controls.

(b) The Controller should also check and sign off on these final proofs before printing goes ahead.

[How long?] before the event 
Collect the course maps from Will.

Note: At some events the Planner collects the course maps from the printer and takes them along on the morning of the event. At other events the map printer takes them to the event. 

The decision about how many maps to print for each course is usually taken by Will and the event Organiser.

After the Event

ACTION:  After the event, please send the map file and the list of map corrections and unresolved issues to Alastair Mackenzie.

This will enable the Mapping Committee to get the master copy of the map updated. 

1.2 Planning on paper

OCAD Support Person

If you'd rather not do the planning using OCAD then you'll need to find someone to take your course definitions and put them into OCAD for printing. People who are willing to do this include Will Dehany, Alastair Mackenzie and Paul Thornton.  [Need to check this with Will and Paul.]

ACTION:  As soon as possible after you've agreed to be the Planner for your event, find someone to be your "OCAD support person".

As well as putting your courses into OCAD, your OCAD support person should be able to (a) print off maps for you to use during your planning and (b) make any necessary corrections to the OCAD map, and (c) arrange for the course maps to be printed.

When the time comes for the courses to be entered into OCAD, you'll need to provide your OCAD support person with: 

(1) A master map showing the locations of the Start, the Finish, all the controls, plus any crossing points out-of-bounds areas and marked routes. 

(2) The list of control descriptions. 

(3) A list of the controls that make up each course. 

Timetable

ACTION:  As soon as possible, and in any case at least [HOW LONG] before the event, contact your OCAD support person and agree the timetable for getting the courses into OCAD and getting the maps printed.

A typical timetable might be as follows:

[How long?] before the event 
Give the course information to your OCAD support person.

Although it will still be possible to make changes to the courses after they have been put into OCAD, it is advisable to get the Controller to check your courses before you send the information to your OCAD support person. 

[How long?] before the event 
Check the initial proof prints of the course maps and control description sheets and identify any necessary corrections.

[How long?] before the event 
Check the final proof prints and give the okay for the printing to go ahead.

Note: The Controller should also check and sign off on these final proofs.

Getting the Maps to the Event

ACTION:  At least [how long?] before the event, contact your OCAD support person and/or the map printer and arrange how the maps are going to be taken to the event.  Make sure that the Organiser is aware of the arrangements.

At some events the Planner collects the course maps from the printer and takes them along on the morning of the event.  At other events the map printer takes them to the event.

2. Providing the Course Maps

Out in the competition area, the courses depend on properly set up control sites. Each control needs to be in the right place and to have (a) a kite to mark the site, (b) the correct identifier and (c) an appropriate way of letting competitors prove that they have visited the control. These days, the way of letting competitors prove that they have visited the control is usually an SI box. Each of these boxes needs to have the right ID and to be programmed to be "awake" for the right period of time.

Deciding Whether to Use SI Punching

ACTION:  Before you start doing any planning, check whether your event will use SI punching or conventional pin-punching.

[How can a Planner check whether his or her event will be using SI punching?]
3. Getting the Courses into OE2003

xxxxxxx.

4. Other Equipment

xxxxxxx.

Alastair Mackenzie

January 2005

Note to other orienteering clubs

You are very welcome to use these notes as they stand, to adapt them for your own circumstances, or to extract relevant sections for inclusion in your own Organiser’s Handbook. Where appropriate, a brief acknowlegement that the material originally came from CLOK would be appreciated.

If you have any questions, comments or suggestions for improving these notes then please contact Mike Rickard at chairman@clok.org.uk.
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