NORMWOOD

Taking on life together

HOLIDAYS AND OUTINGS

Information for families, friends and representatives

Their Choice, Their Plan

Everyone has the right to enjoy holidays and outings that reflect their wishes, interests, identity and
support needs. Norwood will help the person understand their options and make informed choices.

What this guide explains

This guide explains what families can expect when a person supported by Norwood is planning a holiday
or outing. It covers staff-supported arrangements, family-led trips, costs, medication, safety and what
happens when the person returns.

e |t is a communication summary and does not replace the full Norwood policy, the person’s
support plan or individual risk assessments.

e Arrangements will be tailored to the person and agreed before bookings or financial
commitments are made.

Choice, capacity and best interests

e The person should be supported to choose where they want to go, when they want to travel,
what they want to do and who they want to go with.

e Staff will provide accessible information, advice and support without directing or unnecessarily
restricting the person’s choices.

e [f the person lacks capacity to make a specific decision, Norwood will follow the Mental Capacity
Act 2005. Relevant people may be involved and any best-interest decision will be recorded and
based on the least restrictive option.

Two types of arrangement

STAFF-SUPPORTED HOLIDAY OR OUTING FAMILY-LED HOLIDAY OR OUTING

Norwood staff accompany the person because A family member, friend or relative takes

this has been requested and agreed through responsibility for supporting the person for the
planning, assessment, approval and funding agreed period. Norwood provides a handover
arrangements. and remains available for advice.
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When Norwood staff provide support

e Staff support must be requested by the person and agreed through the planning process.

e A lead staff member will be identified, and a pre-holiday planning meeting will confirm roles,
boundaries, breaks, emergency arrangements and expectations.

e Staffing levels will reflect the person’s support plan and assessed risks. Additional staffing will
only be arranged where there is a clear evidenced need.

e Staff remain subject to Norwood policies, safeguarding requirements and professional
boundaries throughout the holiday or outing.

e Staff will not normally accompany a person when family or friends have accepted full
responsibility, unless a shared arrangement has been explicitly agreed in advance.

Planning and approval

Before a holiday proceeds, the key worker and manager will work with the person to complete the
Holiday Planning Guide and Checklist. Planning will consider:

e Health and medication need.

e Staffing arrangements and rest breaks, where staff support is required.
e Travel, transport, accessibility and suitable accommodation.

e Activities, positive risk-taking and any specific safety measures.

e Emergency contacts, local health services and insurance.

e Faith, culture, dietary needs, communication and personal preferences.
e The full cost and how it will be paid.

Please do not make bookings too early

The required planning, costing and approval must be completed before bookings are finalised. This
helps avoid non-refundable costs and ensures the proposed arrangements can safely meet the
person’s needs.

Costs and payment

Unless holiday support is explicitly included in the person’s agreed fee, the person is responsible for the
full cost of the holiday and any additional staff support. Costs may include:

Cost area ‘ What this may include

Accommodation, travel, food, activities, excursions
and insurance.

The person’s costs

Additional staff hours, enhancements, sleep-in

Staffing costs
& costs and any additional agreed supervision.

Accommodation, travel, food provisions and

Costs for accompanying staff
panying activities required for staff to provide support.
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Norwood will calculate costs in advance using the approved holiday cost calculator and

explain them clearly. Required payment must be received before bookings are made. Holiday spending
must follow Norwood’s prepaid card arrangements, including keeping receipts and completing a review
after the holiday.

When a family member, friend or relative leads the trip

Who is responsible?
The family member, friend or relative who has agreed to the arrangement is responsible for the
person’s support and welfare for the agreed duration of the holiday or outing.

Norwood will

e Agree the arrangements with the person and complete an appropriate handover.

e Provide relevant information about medication, money, personal belongings, routines and
support needs.

e Offer advice before and during the trip and explain how to contact the service if support is
needed.

e Provide advice about insurance and other essential arrangements where requested. The person,
family or trip organiser remains responsible for obtaining and paying for appropriate cover.

e Beready to welcome the person home and receive a return handover.

Families, friends and relatives will

e Take responsibility for the person’s agreed support and welfare for the duration of the trip.

e Follow the medication information and instructions provided at handover.

e Tell the service promptly about any significant accident, incident, safeguarding concern, medical
emergency or change that could affect the person’s welfare.

e Tell the service about any missed, refused, delayed or incorrectly administered medication.
Norwood medication administration records do not need to be completed by family members
while the person is away.

e Provide a full verbal handover when the person returns, including any changes in health,
wellbeing, medication or support needs.

After the holiday or outing

Norwood will ask the person what they enjoyed, what worked well, what could be improved and what
they would like to do in the future. Where Norwood staff supported the trip or Norwood financial
processes were used, the service will also complete any required incident, receipt and expenditure
checks.

Quick family checklist
[J Has the person chosen and agreed with the plan?
[ Is it clear who is responsible for support?
[J Has the service completed the handover?
[J Are medication instructions clear?

[J Have travel, accessibility and insurance needs been addressed?
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] Are emergency contacts available?

[ Are the full costs understood and paid as agreed?

[J Do you know what must be reported during or after the trip?

Questions or adjustments

Please speak to the person’s service manager or key worker. Information can be provided in an
accessible format, and arrangements can be discussed in a way that supports the person’s
communication needs.

Service / home

Manager / contact
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