
 
 

SEND PRACTITIONER 
JOB DESCRIPTION 

UNITED SUPPORT GROUP CIC

USG CIC is a Community Interest Company working to support families who have 
children, young people and adults with neurodevelopmental condi:ons including 
Au:sm, ADHD and other associated condi:ons.  Our work offers a family support 
system and much needed guidance and support on educa:on, health and social care 
opportuni:es for families living with these condi:ons.   

This applica:on pack contains all the relevant forms required to make a preliminary 
applica:on with us. You will also find a general team member advert/profile and 
informa:on on key skills required for the varying roles we carry out on a day-to-day 
basis at USG CIC. 

USG CIC Services Provided 
  

• Support with Disability Living Allowance (DLA) and Personal Independence 
Payments (PIP) claims 

• Guidance on Educa:onal, Health and Care Plans (EHCP) 
• Developmental Assessments 
• Advocacy and Family Support 
• Understand your condi:on 
• Group and one to one therapeu:c play sessions 
• Parent/Carer Group Session on Tuesday mornings 
• Adult Par:cipant Social Group Session on Thursday evenings 
• Employment support related ac:vi:es 
• One to One session by appointment only 

  

Our team look forward to receiving your applica:on along with your CV and a 
covering leRer seSng out how your knowledge and experience match the role 
specifica:on in due course.  Upon receipt should applicants reach the second stage, 
an interview will be arranged at a mutually convenient :me and loca:on.  Due to the 
COVID19 pandemic, we have embraced several virtual plaWorms to deliver our 
services. 
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Thank you for your interest in joining our team at United Support Group CIC. 

We are looking for a range of enthusias:c people with varying skills, talents and interests to work in the team within 
USG CIC.  USG CIC work to support families, children and young people and adults living with au:sm, ADHD and 

other similar condi:ons. 

Please do not hesitate to contact me if you have any ques:ons or require any informa:on prior to returning your 
completed applica:on form at ann@unitedsupportgroup.co.uk 

The team at United Support Group CIC look forward to receiving your applica:on very soon. 

If you are offered a posi9on you will then need to complete a DBS with us. 
Please note our staff/volunteers must be a minimum of 18 years old. 

United Support Group CIC Aims 
• Provide a safe space where children, young people and adults with neurodevelopmental condi:ons can create 

posi:ve rela:onships and build communica:on skills bringing people together 
• Offer support and self-reflec:on ac:vi:es to beRer understand their condi:on and how it affects them and their 

daily lives increasing their poten:al to progress into Educa:on, Training and Employment 
• Provide family support and advocacy to navigate the challenges that families face addressing issues as early as 

possible 

Discover You 2 Project Aims 
• Discover You 2 aims to work with at least 60 children and young adults, from ages 4 years to young adulthood, 

who have been diagnosed with a neurological condi:on affec:ng development, predominantly social and 
emo:onal development 
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Job Title: SEND Prac::oner Department: Discover You 2 

Division:  Children & Young People’s & Adult 
Service 

Loca9on: Manor Farm Community Associa:on, King George Crescent, 
Walsall, WS4 1EU 

Reports to: Project Manager Hours: 30 hours per week.  

Days and :mes are nego:able 

A 10-hour shig from 9 am :ll 7 pm as per service delivery may be 
required. 
An evening shig as per service delivery may be required. 
Flexible working including office hours.  

Contact Term: 1 Year (Poten9al for 
extension, funding permiOng)

Salary: £19,656
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• All children and young people engaging in the project, will have an increased awareness of their diagnosed 
condi:on, including how this impacts the way in which they socialise. 

• The project will enable all those aRending to engage in ac:vi:es designed to promote social developmental 
progress. 

• All children and young people will have an increased awareness of the way in which they are able to iden:fy and 
express emo:ons. This will empower them to iden:fy, label, express, and discuss emo:ons, reducing anxiety, 
mental health issues and nega:ve outbursts. 

• All children and young people will be supported to iden:fy their current social developmental level, to progress 
by the end of the project. 

• All children and young people will be supported in iden:fying their current emo:onal developmental level, to 
progress by the end of the project. 

• The project will concentrate on empowering all, to develop a posi:ve image of their neurological condi:on and 
of themselves. 

• Parent and carers workshops will enable all families, to have a far more posi:ve, engaging, and suppor:ve 
rela:onship with their child/young adult. 

• The United Support Group will use measuring tools to effec:vely determine the distance travelled by the family. 
These will be specifically designed mechanisms aimed at the individual child and parent/carer evalua:ng the 
impact of their work through regular mee:ngs, surveys and feedback. These will include looking at emo:onal 
wellbeing, educa:on, learning and behaviours; individuals score themselves using a ra:ng scale and progress/
regression can be seen over :me and mechanisms put in place to support and monitor progress 

SEND Practitioner  
Overall, Purpose of Job 

To lead casework provision of the service, informing adults, parents, children and young people who reside in 
Walsall/Birmingham/Other areas of the West Midlands, of their rights as regards the SEND process, by keeping 
abreast of educa:on and other relevant legisla:on and SEND policy, and support their naviga:on through the SEND 
assessment process empowering them to express their views and needs and developing their skills and confidence to 
self-advocate.  

To work with families and other stakeholders to achieve the best outcomes for the educa:on, health and care of the 
child/young person and adults concerned. Supervise and manage student social work placements/volunteers hosted 
by the service where applicable. 

To ensure that children, young people, adults and their families in Walsall/Birmingham receive a first-class service 
that fulfils their poten:al, and when they need addi:onal support, provide services that are local and easily 
accessible. 

To support managers in the development, delivery and review of planning, performance and 
commissioning services for children, young people, adults and their families and carers for the Discover You 2 Project 
so that overall costs are reduced but the life chances of children young people and adults are maximised. 

To deliver programmes of interven:on for children, young people and adults with au:sm spectrum disorder/social 
communica:on in the project seSng. To do this in a way which fosters partnership working and successful transi:on 
between seSngs, including the home.  

Carrying out the above including using a range of approaches linked to child development including those which 
require specialised methodology. 

Job Context 

The post holder reports to The Project Manager 

1. The post holder has no line management responsibility  

2. The post holder has no budget responsibility 
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3. The post holder may be required to work evenings, occasional weekends and public holidays in order to meet 
service requirements  

Key Tasks and Accountabili9es: 

Key tasks and accountabili:es are intended to be a guide to the range and level of work expected of the post holder.  
This is not an exhaus:ve list of all tasks that may fall to the post holder and employees will be expected to carry out 
such other reasonable du:es which may be required from :me to :me. 

To undertake all responsibili9es listed below: 

To act as a key point of contact between seSngs, home and other services by suppor:ng and working with children, 
young people and adults with a range of neurodevelopmental condi:ons including au:sm spectrum disorder/social 
communica:on difficul:es   

To carry out baseline assessments which establish ini:al programmes of support and interven:on 

To signpost parents/ carers to services  

To plan, delivering and upda:ng programmes of support and interven:on in partnership with parents/carers and 
other seSngs, so as to facilitate these children, young people and adults to access educa:on/training. 

To design, model and teach specialist approaches to parents/carers and a range of staff within seSngs, matched to 
the developmental needs of children with condi:ons, which foster the cogni:ve, social, emo:onal and physical 
development of these children, young people and adults  

To plan and deliver training, including specialised programmes, to parents and staff which arise from the iden:fied 
needs of the individual children for which the postholder is responsible 

To plan and deliver training, including specialised programmes which arise from giving support to schools and other 
seSngs 

To organise and run groups with parents/carers/children, young people, staff and plan these with the manager  

To work closely with parents/carers and staff in schools to design and implement transi:ons programmes between 
seSngs and to do this in a way that demonstrates effec:ve partnership working. 

To advise, train and work with parents/carers and staff in schools/educa:on seSngs, on the use of a range of 
augmenta:ve communica:on systems in line and in ways that foster the development of good rela:onships. 

To aRend mee:ngs including mul:- disciplinary assessments, case conferences and reviews and ac:vely contribute to 
the partnership work that arises to ensure approaches within the team support effec:ve mul:- agency working. 

EQUALITY AND DIVERSITY

We are commiRed to and champion equality and diversity in all aspects of employment.  All employees are 
expected to understand and promote our Equality and Diversity Policy in the course of their work.

PROTECTING OUR STAFF AND SERVICES

Adherence to Health and Safety requirements and proper risk management is required from all employees in so far 
as is relevant to their role.  All employees are expected to understand and promote good Health and Safety 
prac:ces and manage risks appropriately. 
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To write reports and maintain records (including day to day session records, :me sheets, midterm, end of term/ year, 
statutory assessments and repor:ng methods).  

To make and maintain resources which foster effec:ve learning and to advise parents/carers and staff within seSngs 
or schools on the use of resources. 

To ac:vely maintain and develop up to date knowledge and skill in the field of child development and approaches to 
working with children, young people and adults who have neurodevelopmental condi:ons 

To par:cipate ac:vely in con:nuing professional development, training and other in-service ac:vi:es 

To undertake any other du:es that are in line with the purpose & grade of the post as may be required from :me to 
:me. 

To effec:vely contribute to personal supervision and appraisal, in line with United Support Group CIC Guidelines 

Principal accountabili9es: 

Lead in the provision of direct and impar:al informa:on, support and advice to parents, carers, young people and 
adults via face-to-face mee:ngs, email and other digital arenas including SMS/WhatsApp.  

Undertake and follow up agreed ac:ons such as discussions with schools, local authori:es or other relevant agencies. 

Undertake outcome focussed casework through suppor:ng service users to express their views in mee:ngs with 
local authority, schools and other professions, or in wri:ng; tailoring support to individual’s need to ensure equal 
access to the service; researching and signpos:ng to other services as necessary. 

To hold caseload of some of the more complex families accessing the service  

Supervise and line manage student social workers on placement who will provide casework and as well as :me 
limited, planned and outcome focussed support to families with complex needs. Oversee contribu:on to mul:-
disciplinary assessment of needs where appropriate (if required). 

Maintain posi:ve and collabora:ve working rela:onships with all stakeholders, working in a conciliatory way to 
facilitate communica:on between all stakeholders, keeping the child/young person, adult at the centre of the 
process. 

Plan support to ensure the best use of :me ensuring that the appropriate type of support is offered for the enquiry 
and throughout all casework ac:vely empowering families to develop confidence and skills to advocate for 
themselves. 

To depu:se for the Project Manager and at external mee:ngs when necessary. In addi:on, assist, supervise and 
mentor other team members, volunteers, parent/champions or young people champions as required by the Project 
Manager. 

Maintaining up-to-date, accurate records of all work undertaken using electronic systems/paper systems in place and 
ensure that these are accessible to team members and management at all :mes for con:nuity of service provision 
and recording/repor:ng for monitoring. 

Ensure all qualita:ve and quan:ta:ve data is available to management and contribute to outcome monitoring 
reports. 

Alongside Project Manager, recruit a small cohort of volunteers to support service provision. Lead on supervising and 
managing that cohort of volunteers in line with USG CIC policies and procedures. 

Ensure own knowledge and prac:ce of SEND informa:on is maintained and undertake such training as appropriate 
to enhance skills in working with children/young people with social/emo:onal and ogen complex needs. 
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To ensure you have an understanding (appropriate to your role) and to comply at all :mes, with USG CIC’s policies 
and procedures for promo:ng and safeguarding the welfare of children and vulnerable adults as well as undertaking 
regular Child Protec:on and Adult Safeguarding training. 

Uphold and demonstrate in prac:ce, the principles of inclusion and equal opportuni:es in all aspects of the role and 
comply with USG CIC’s Diversity & Equality policies, promo:ng these principles amongst colleagues, par:cipants and 
other members of the community. 

To be able to evidence USG CIC Values at all :mes, which underpin USG CIC’s mission and vision. 

Mission 
• To empower and assist parents and caregivers of children and young people with au:sm and ADHD.  

• To be aware of new ideas and techniques in dealing and coping with the difficul:es linked to the condi:on 
and the challenges that families face in their daily lives.  

• Providing sessions to empower and engage parents in posi:ve paren:ng :ps, confidence building and 
posi:ve educa:onal techniques to assist ADHD and au:sm.  

Vision 
• Assis:ng children into adult life. 

Values 
• USG CIC promotes equal opportuni:es and believes in challenging discrimina:on of all kinds. 

• We are commiRed to suppor:ng a strong community where individuals from all cultures, beliefs and 
backgrounds can develop community cohesion crea:ng mutual respect and understanding. 

• We are a membership organisa:on, and its management commiRee is accountable to the community.  USG 
CIC regularly communicates and consults with all sectors of the community to ensure its planning and 
decision making con:nue to reflect locally iden:fied priori:es. 

• USG CIC believe that partnership working across all sectors enhances resources and delivers beRer services. 
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To comply with USG CIC’s Health and Safety Policy, Data Protec:on policy and to protect your own and others’ 
health, safety and welfare. 

To promote USG CIC and its services and represent and collaborate with other agencies in the local authority in a 
professional manner which reflects USG CIC values at all :mes, including ac:vely contribu:ng to developing USG CIC 
services. 

To work flexibly as required by the service and the needs of the families with which we work, including early 
mornings, weekends and evenings to carry and carry out any other reasonable du:es as required. 

IMPORTANT INFORMATION FOR APPLICANTS

The criteria listed in this Person Specifica:on are all essen:al to the job.  Where the Method of Assessment is 
stated to be the Applica:on Form, your applica:on needs to demonstrate clearly and concisely how you meet 
each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria 
fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples 
wherever possible. 

CRITERIA METHOD OF ASSESSMENT
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EQUALITY AND DIVERSITY 

We are commiRed to and champion equality and diversity in all aspects of employment.  All employees are 
expected to understand and promote our Equality and Diversity Policy in the course of their work.

KNOWLEDGE:  

Good understanding of child development and approaches to working with 
children who have neurodevelopmental condi:ons including au:sm or 
social communica:on difficul:es 

Knowledge and understanding of effec:ve approaches to working in 
inclusive seSngs 

Knowledge of the EYFS and approaches to early years teaching and learning 

Some evidence of specialised training in relevant areas of professional role 
development.  For example: 

• Occupa:onal Therapy 
• Play Specialism 
• Social care working knowledge 
• Educa:onal psychology 
• Play Therapies 
• Other specialism working with children, young people and adults 

with social/emo:onal/neurodevelopmental/complex condi:ons 

Applica:on Form/Interview 
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QUALIFICATIONS: 

Minimum qualifica:ons 

Na:onal voca:onal Qualifica:on in childcare and educa:onal level III 
Or Other relevant qualifica:on in child development, early years educa:on, young 
people and adults 

1. Degree or equivalent qualifica:on in relevant subject, such as: educa:on, health,  
social care or equivalent and evidence of a commitment to con:nuing learning  
and professional development. 

2. Proven, extensive experience of working with children, young people and their  
families with addi:onal needs as well as other complex needs, and evidencing  
the ability to promote posi:ve outcomes for children in all areas of your work. In  
addi:on, a track record of developing resilience in families with whom you have  
worked and evidence of ac:vely empowering families to advocate, sustain,  
support or represent themselves ager interven:on. 

3. Extensive and up-to-date knowledge of special educa:onal needs procedures  
and SEND Reforms and proven experience of delivering impar:al advice and  
support to families where children and young people have special educa:onal  
needs and disabili:es. 

4. Proven experience of recrui:ng, supervising, mentoring and line managing staff,  
volunteers or students on placement. It would be desirable to have exis:ng  
knowledge of the requirements of student social worker placements but if not, it is  
essen:al to be willing to learn and develop skills in this area. 

Applica:on Form/ 
Cer:ficate  

EXPERIENCE: 

Significant experience of working with children, young people, and adults including 
those with special educa:onal needs, in an educa:onal or similar seSng 

Experience of working with families 

Experience or working in partnership with other agencies in health, social care, third 
sector etc

Applica:on Form / 
interview  
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SKILLS AND ABILITIES: 

Excellent organisa:onal skills. 

Well developed problem solving and nego:a:on skills 

Able to work co-opera:vely as part of a team 

Able to demonstrate a strong commitment to public service. 

Strong commitment to team working.  

Ability to work under pressure. 

Ability to produce high quality reports and leRers 

High level of competence in ICT and good awareness of the use of ICT across a 
variety of seSngs 

Able to demonstrate effec:ve teaching methods for pupils with a range of learning 
difficul:es or social communica:on difficul:es/au:sm 

Excellent up-to-date knowledge of current special educa:onal needs procedures  
such as statutory assessments process, EHC plans, exclusions, admissions,  
transi:ons, health and social care as well as ability to communicate SEND-related  
procedures to a variety of audiences. 

Working knowledge of Walsall & Birmingham would be an advantage. 

An excellent understanding of the issues children, young people and their families  
face when they have addi:onal needs and an excellent knowledge of the risk  
factors children and adults experiencing these issues. In addi:on, an excellent  
awareness of the impact of disadvantage and social exclusion and a commitment to 
promote inclusion and equality of opportunity for all. 

Excellent ability to empathise with and advocate for children, young people, adults 
and their families with addi:onal needs and an ability to stay calm under pressure 
and in difficult situa:ons. In par:cular ac:vely empower service users to develop  
confidence and skills to increase resilience and reduce risk factors and increase  
their ability to self-advocate and self-support. 

Experience of establishing and sustaining a broad range of professional  
partnerships and engage, as well as consult, with service users and stakeholders  
through effec:ve collabora:on and communica:on skills. Ability to maintain  
 confiden:ality, impar:ality and professionalism and mediate between families and  
 professionals. 

Excellent wriRen and verbal communica:on and listening skills. 

Excellent organisa:onal skills, ability to priori:se workload, self-mo:vate and work  
to :ght deadlines on own ini:a:ve as well as part of a team.  

Excellent ICT skills and presenta:on skills, including experience of using database  
sogware and experience of colla:ng and analysing data for evalua:on and  
outcome monitoring procedures. 

Proven commitment to reflec:ve prac:ce and ability to develop professionally  

Applica:on Form/
Interview/Test 
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Applica9on Form  

PERSONAL STYLE AND BEHAVIOUR: 
Able to demonstrate fairness and openness 

Ability to develop and sustain partnerships. 

Has a high degree of integrity. 

Excellent interpersonal/communica:on skills.  

Suited to working effec:vely as a lone worker at :mes. 

Applica:on Form/
Interview/ Test  

OTHER SPECIAL REQUIREMENTS: 

This post is subject to an enhanced DBS check. 

This post is exempt from The Rehabilita:on of Offenders Act (1974). 

Able to travel between seSngs where necessary 

Sa:sfactory clearance at 
condi:onal offer stage 

Applica:on Form 

Applica:on Form/Interview 
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Personal Informa9on 

Employment History  

Please provide any informa:on that highlights your skills and the experience gained in your previous employment 
that matched the job specifica:on, including any voluntary work you may have carried out. Please provide as much 

 Posi9on applied for: Area of interest/opportunity:

Surname (block capitals) Title:

First name (block capitals)

Address (including postcode) 

Phone number (for us to contact you)

Email:

Are you eligible to work in the UK?

Na:onal Insurance number

Do you have any unspent convic:ons, cau:ons, 
reprimands or warnings? 

 (Before you answer this ques:on, we must make you 
aware that you need to disclose any convic:ons, 
cau:ons, warnings, reprimands and previous or 
pending inves:ga:ons as these will all appear on DBS 
checks, and non-disclosure of the informa:on may 
prevent your acceptance as a USG CIC Team Member. 
The reason for the above ques:on is based around not 
only child protec:on and health and safety but also 
around trust and honesty between the candidate and 
the host agency.) 
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informa:on as possible including any periods when self-employed, unemployed, working abroad etc. in the ‘gaps in 
your employment and educa:on’ sec:on below. (Star9ng with your most recent employer). 

Dates 
(Start and Finish)

Name and Address of Employer Job Title, Main Du9es and 
Responsibili9es, Major 

Achievements

Salary on Leaving, Reason 
for Leaving
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Educa9on 

Please list all relevant educa:on, training, professional qualifica:ons and professional memberships that are relevant 
to the job specifica:on. Please provide as much informa:on as possible including any periods of :me out for 
travelling, casual work etc. in the following ‘gaps in your employment and educa:on’ sec:on below. 

Name & Address of school/
college/organisa9on

Dates (start and 
finish)

Subject Awarding Body Qualifica9on/Grades
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Are you prepared to make a statutory declara9on for any ‘gaps’ in your employment/educa9on history as shown 
above?         Y / N (please delete where necessary) 

Informa9on to support your applica9on. 
Please tell us about any work experience or volunteering which are relevant to working with families, children and 
young people, strengths and skills and what you hope to gain from working at United Support Group CIC (please use 
separate pages if needed) 
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You may also agach a CV and a Covering Leger 

Declara9on 

I declare to the best of my knowledge and belief that the informa:on given in this applica:on is correct. I 
understand that any false or misleading informa:on given either in this applica:on form or in any other 
documenta:on completed or verbal statements made during the recruitment process may prevent my acceptance 
as a USG CIC team member 

If you are sending this form electronically you will be asked to sign it if you are invited to interview. 

Signature:                                                                                                   Date:

We may collect sensi:ve personal informa:on for example, informa:on rela:ng to your health, disability and/or 
ethnic background. 

I agree that my sensi:ve personal informa:on can be processed to provide me with services and 
carry out administra:on in rela:on to my membership. (Please circle) Yes

I agree that my sensi:ve personal informa:on may be shared with funders and/or sponsors as 
required for the purposes of the development, coordina:on and support of the USG CIC network.  
USG CIC will ensure that third par:es agree to keep this informa:on confiden:al.  (Please circle)

Yes
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C O V I D  1 9  P O L I C Y  

United Support Group CIC cares about the impact COVID-19 (coronavirus) may poten:ally have on our service users, 

their families and healthcare professionals globally. 

At United Support Group CIC, our top priority is the safety and health of the families who we serve daily. Our duty is 

to support and protect our community. We are proac:vely taking precau:onary steps to reduce the spread of 

COVID-19. 

United Support Group CIC recognises the vulnerability of our community and is commiRed to ensuring that all 

COVID-19 protocols are followed to protect the safety and welfare of our service users, employees, and volunteers. 

The following protocols are currently in place as we con:nue to uphold our responsibility to you: 

• The highest levels of sani:sa:on and hand washing protocols have been implemented. 

• Increased social distancing with staff and volunteers including the use of PPE if and when necessary. 

• We have introduced the recording of calls / video for staff and volunteers when working from home for 

monitoring and training purposes. 

We are opera:ng an Appointment Only service. However, to meet the needs of our client’s we have adopted a 

flexible approach by embracing several digital plaWorms to work with you. These include Telephone, WhatsApp, E-

mail & SMS, Microsog Teams and Zoom. 
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