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Manual for tovholderrollen
En af de opgaver, der i Hovedstadens Svømmeklub skal varetages af kunstsvømmernes forældre er rollen som tovholder.
Rollen indebærer, at man planlægger og arrangerer holdets deltagelse i interne stævner, eksterne stævner og i træningslejre, der er fastlagt i sæsonplanen. Det er varierende, hvor omfattende tovholderfunktionen er på de forskellige hold. Typisk er arbejdet mest omfattende på A, B og C holdene, da de deltager i flest stævner. 
Hvert hold repræsenteres af mindst én tovholder i Kunstsvømningsudvalget (herefter Kunstudvalget), men opgaverne kan sagtens deles af flere forældre på de enkelte hold. F.eks. kan én tage ansvar for træningslejre, mens en eller to andre deles om stævner. Det beslutter man selv i forældregruppen på holdet.
Opgaverne består således i planlægning og koordinering i forbindelse med:
· Træningslejre 
· Stævner og mesterskaber uden overnatning 
· Stævner og mesterskaber med overnatning 
· Interne stævner i svømmernes træningstid
· Stævner, som HSK er arrangør for
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Alle hold i kunstafdelingen deltager i stævner fordelt over hele sæsonen – varierende i antal i forhold til svømmernes alder. 
Ved stævner og mesterskaber skal tovholderne f.eks. sørge for, at klubben stiller med det rette antal officials, at der enten er fælles eller egen transport til stævnet og at der er tilknyttet en holdleder til de hold, som deltager i stævnet. 
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Tilmelding: Kontoret sørger for opsætning af tilmelding og betaling i medlemssystemet. Inden da skal det mellem tovholdere, udvalg og trænere aftales, hvad der skal åbnes for tilmelding til. Sædvanligvis svømmere, dommere og holdledere, men der kan f.eks. også være brug for chauffører, hvis der ikke arrangeres fælles transport. 
Transport: Tovholderne sørger for, at der bestilles fællestransport eller koordineres privat kørsel. 
Overnatning og forplejning: Tovholder skal have overblik over antal svømmere, trænere, holdledere og officials, og giver besked til den træner, der står for tilmelding i værtsklubben.
Holdleder: Tovholder sikrer sig, at der er udpeget en holdleder. Hvis der mangler holdleder for et hold, skal der findes en blandt forældrene. 
Overblik over tilmeldte: Tovholder skal sikre, at holdledere og trænerne ved hvilke svømmere og holdledere, der deltager ved stævnet. Tovholder skal samtidig sikre, at holdlederen har kontaktinfo til forældre i nødstilfælde.
Info til forældre: Tovholder skal sikre, at forældre er orienteret om praktisk information, herunder, hvem der er holdleder og dennes kontaktinfo, mødetider, madpakker, klubtøj osv. Der ligger link på klubbens hjemmeside med pakkelister.

Betaling: Efter stævnet sender Svøm Danmark en regning til klubben for deltagelse i stævnet. Denne regning skal afstemmes med tilmeldinger. Det er sædvanligvis kun få poster: antal tilmeldte, evt. i kategori, forplejning og evt. overnatning. Tovholder tjekker om faktura stemmer overens med tilmeldinger og returnerer faktura til kontoret med besked herom.
Yderligere muligheder
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Der kan bestilles klub t-shirts til alle svømmere, trænere og holdledere hos Sportyfied: kontakt@sportyfied.com. 
T-shirts har klubbens logo på ryggen og ikke andet, på forsiden er der mulighed for at få påtrykt mesterskabsbetegnelse samt fornavn på svømmer, træner eller holdleder under klublogoet. Kvalitet af t-shirt afhænger af budget og aftales med forpersonen for kunstudvalget.
Bed helst Sportyfied om et ”preview”/korrektur, inden du siger endeligt god for bestillingen. Bestilling skal afgives senest 14 dage før levering skal finde sted. HSK betaler for t-shirts til svømmere, trænere og holdledere. 

Rent praktisk kan man bede træneren om hjælp til at svømmerne angiver navn og størrelse i et excell ark. Eller hvis der er tale om et stævne, hvor der skal tilmeldes i klubmodulet, kan der her tilføjes rubrikker, hvor svømmeren skal angive navn og størrelse på t-shirt.

Træningslejre
Tovholderne kan sammen med trænerne beslutte at arrangere træningslejre – f.eks. op mod et stævne. Klubben dækker udgifter til trænere og et minimum af holdledere til træningslejre. 


Manual for team coordinators
One of the tasks that the parents of the artistic swimmers in HSK must perform is the role of team coordinator.
The role involves planning and arranging the team's participation in internal competitions, external competitions and training camps, which are determined in the season plan. The extent of the team coordinator function varies between teams. Typically, the work is most extensive on the A, B and C teams, as they participate in the most competitions.
Each team is represented by at least one team coordinator on the Artistic Swimming Committee (hereinafter referred to as the Artistic Committee), but the tasks can easily be shared by several parents on the individual teams. For example, one can take responsibility for training camps, while one or two others share the competitions. This is decided by the parent group on the team.
The tasks thus consist of planning and coordination in connection with:
· Training camps
· Competitions and championships without overnight stays
· Competitions and championships with overnight stays
· Internal competitions during the swimmers' training time
· Competitions that HSK organises
General competition tasks
All teams in the artistic swimming department participate in competitions distributed throughout the season, varying in number in relation to the age of the swimmers.
At competitions and championships, team coordinators must, for example, ensure that the club provides the right number of officials, that there is either shared or private transport to the competition and that a team leader is assigned to the teams participating in the competition.
Checklist for team coordinators at competitions, etc.
1. Registration: The HSK office ensures the setup of registration and payment in the membership system. Before that, the team coordinators, the committee and coaches must agree on what will be opened for registration. It’s usually swimmers, referees and team leaders, but chauffeurs may also be needed if shared transport is not arranged.
2. Transport: The team coordinator ensures that shared transport is ordered, or private transport is coordinated.
3. Accommodation and meals: The team coordinator must have an overview of the number of swimmers, coaches, team leaders and officials, and inform the coach responsible for registration at the host club.
4. Team leader: The team coordinator ensures that a team leader has been appointed. If a team leader is missing, one must be found among the parents.
5. Overview of registered participants: The team coordinator must ensure that team leaders and coaches know which swimmers and team leaders are participating in the event. The team coordinator must also ensure that the team leader has contact information for parents in case of emergency.
6. Information for parents: The team coordinator must ensure that parents are informed of practical information, including who the team leader is and their contact information, meeting times, packed lunches, club clothing, etc. There is a link on the club's website with packing lists.
7. Payment: After the event, Svøm Danmark sends an invoice to the club for participation in the event. This invoice must be reconciled with the registrations by the committee. There are usually only a few items: the number of registered participants, possibly in a category, catering and possibly accommodation. The foreperson of the committee may ask the team coordinator to check whether the invoice matches the registrations.
Additional options
Ordering a T-shirt for championships
Club t-shirts can be ordered for all swimmers, coaches and team leaders at Sportyfied: kontakt@sportyfied.com.
T-shirts have the club's logo on the back and nothing else. On the front, there is the option to have the championship title and the first name of the swimmer, coach or team leader printed under the club logo. The quality of the T-shirt depends on the budget and is agreed upon with the person in charge of the art committee.
It is best to ask Sportyfied for a “preview”/proofreading before you finally approve the order. Orders must be placed no later than 14 days before delivery is due to take place. HSK pays for T-shirts for swimmers, coaches and team leaders.
In practical terms, you can ask the coach for help in getting the swimmers to enter their names and sizes on an Excel sheet. Or if it is a competition where registration is required in the club module, you can add boxes here where the swimmer must enter their name and size on the T-shirt.
Training camps
The team coordinators and coaches can decide to arrange training camps – e.g. in the run-up to a competition. The club covers the costs of coaches and a minimum number of team leaders for training camps.
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