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HOLIDAYS AND OUTINGS 

An Easy Read guide for people Norwood supports 

 

Your holiday. Your choice. 

You have the right to enjoy holidays and outings that are right for you. 

You can have support to choose: 

• Where you want to go. 

• When you want to go. 

• What you want to do. 

• Who you want to go with. 

Norwood will help you 

We will explain your choices in a way that works for you. We will help 
you make informed decisions. 

 
 

This guide is a summary. Your support plan and risk assessments still matter. 
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MAKING DECISIONS 

 

We will listen to you 

• Staff will give you accessible information, advice and support. 

• Staff should not tell you what to choose or restrict your choices without 
a good reason. 

If you need help to decide 

If you cannot make a decision yourself, Norwood may need to make the 
decision in your best interests. 

Norwood will follow the Mental Capacity Act 2005. 

People who know you may help. Norwood will record the decision. It is 
important you have as much choice as possible.  

Important 

Plans must be agreed before anyone makes a booking or promises to pay 
money. 
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TWO WAYS TO GET SUPPORT 

 

1. A trip with Norwood staff 

Norwood staff may go with you if the trip has been planned, checked, 
approved and paid for. 

A lead member of staff will be named. A planning meeting will agree who does 
what, when staff take breaks and what to do in an emergency. 

The number of staff will be based on your support plan and assessed risks. 
Extra staff will only be arranged when there is clear evidence that they are 
needed. 

2. A trip with family or friends 

A family member, friend or relative may agree to support you on the trip. 

They are responsible for your support and welfare for the agreed time. 
Norwood will give them a handover and will be available for advice. 

Shared support 

Norwood staff do not usually go on the trip if family or friends have agreed 
to take full responsibility. Norwood staff may go if a shared plan has been 
agreed before the trip. 
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PLANNING YOUR TRIP 

 

Plan before you book 

Your key worker and manager will work with you to complete the Holiday 
Planning Guide and Checklist. 

The plan will look at: 

• Your health and medicines. 

• Staff support and staff rest breaks. 

• Travel, transport, accessibility and suitable accommodation. 

• Activities, positive risk-taking and safety arrangements. 

• Emergency contacts, local health services and insurance. 

• Faith, culture, food, communication needs and personal preferences. 

• The full cost and how it will be paid. 

Do not book too early 

Planning, cost checks and approval must be completed before the 
booking is final. This can help avoid losing money. It also checks that the 
plan can meet your needs safely. 
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COSTS AND PAYMENT 

Who pays? 

Unless holiday support is included in your agreed fee, you are responsible for 
the full cost of the holiday and any extra staff support. 

Costs may include 

• Your accommodation, travel, food, activities, trips and insurance. 

• Extra staff hours, enhanced pay, sleep-in costs and agreed supervision. 

• Accommodation, travel, food and necessary activities for staff who 
support you. 

Norwood will calculate the costs in advance using the approved holiday cost 
calculator. We will explain the costs clearly. 

Norwood must receive the required payment before bookings are made. 

If Norwood money processes are used, holiday spending must follow the 
prepaid card rules. Receipts must be kept. Spending will be checked after the 
holiday. 
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IF FAMILY OR FRIENDS LEAD THE TRIP 

Norwood will 

✓ Agree the plan with you and provide a handover. 

✓Explain your medicines, money, belongings, routines and support 
needs. 

✓Explain how to contact the service and give advice before and during 
the trip. 

✓Give advice about insurance and other important arrangements when 
asked. 

✓Welcome you home and receive a return handover. 

Your family member, friend or relative will 

• Take responsibility for your support and welfare during the agreed time. 

• Follow the medicine information provided at handover. 

• Tell Norwood quickly about a serious accident, incident, safeguarding 
concern, medical emergency or important change. 

• Tell Norwood about any medicine that was missed, refused, late or 
given incorrectly. 

• Give Norwood a full verbal handover when you return. 

Insurance 

You, your family or the person organizing the trip must arrange and pay 
for suitable insurance. 
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MEDICINES AND COMING HOME 

 

Medicines 

Family members do not need to fill in Norwood medication records while you 
are away. 

They must follow the medicine instructions provided at handover and tell 
Norwood about any medicine problem. 

When you come home 

Norwood will ask you: 

• What did you enjoy? 
• What worked well? 
• What could be better? 
• What would you like to do in the future? 

If Norwood staff supported the trip, or Norwood money processes were used, 
the service will complete any required receipt and spending checks. 
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MY BEFORE-YOU-GO CHECK

Talk through the checklist 

Things to check Yes Not yet 
I chose the trip and I agree with the plan.  
I know who will support me.  
The service has completed the handover.  
My medicine instructions are clear.  
My travel, accessibility and insurance needs have been 
considered.  
We know who to contact in an emergency.  
The full cost has been explained and paid as agreed.  
We know what to report during or after the trip.  

Need help or an adjustment? Speak to your service manager or key worker. 
Information can be provided in a format that works for your communication needs. 

My service or home: 

My manager or contact: 

Telephone: 


