
        
 

Liverpool Cultural Education Partnership (LCEP) 
Supported internships in the cultural sector - Project Manager brief, January 2020 

 
Background 
The LCEP Employment and Skills task team strategic aim is: 
 
‘To work together as schools and cultural partners to support under-represented children and young 
people and their influencers to understand the range of opportunities open to them across the 
creative economy, linking to the national careers strategy.’ 
 
It identified as a priority the needs of young people with Special Educational Needs and Disabilities 
(SEND) who are underrepresented in the cultural workforce. Through research and partnership 
discussion, the task team learned about supported internships (SIs), developed by the National Grid 
and funded via the Department for Work and Pensions (DWP) ‘Access to Work’ scheme. These are 
being managed in Liverpool through the City Council’s ‘Intern to Work’ initiative. There are many 
SIs taking place in Liverpool, for example in the hospitality, health and business sectors, but very 
few in the arts and cultural sector. A key factor in SIs is the role of a ‘job coach’ to support the 
employer and the young intern – this can be funded by an Access to Work grant. 
 
Reflecting on feedback from employers and young interns about what makes their experience 
positive, leading to beneficial outcomes for all involved, the LCEP Employment and Skills task team 
has developed a programme that is bespoke to the arts and cultural sector. A number of local arts 
and cultural organisations and schools/education providers have expressed interest in being 
involved. We are now looking for an experienced Project Manager (PM) to help us develop this 
programme with the aim of recruiting a number of young people with SEND, and who have an 
Education & Health Care Plans (EHCP), to begin their internships in September 2020. 
 
The PM role can be undertaken by an individual freelancer or an organisation who has the capacity 
to deliver the work, either by one person or a small team. 
 
Principles for best practice 

As part of our research, we identified that the following principles must be followed for SIs to run 
smoothly, and our PM will support all partners to adhere to these: 

 Clear job coach job description (e.g. the one developed by the National Grid, who initiated 
the 'intern to work' model); 

 Young people self-identifying for a role in an organisation (not just matched according to 
what a school or institution thinks would be good for them); 

 A job coach who builds a rapport with interns, commands the interns' respect, gets to know 
the individual intern well and provides coaching to both the intern and the employer to 
ensure that they tailor the internship according to the young person's interests, needs and 
employability skills. 

https://www.gov.uk/government/publications/access-to-work-factsheet/access-to-work-factsheet-for-customers
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SI Project Manager work programme and objectives 
 
1. Initial planning and preparation including: a comprehensive review of the EU standards for 

supported employment and the National Grid resources & toolkit for SI; meeting others in the 

Liverpool City Region who are working in supported employment; and attending the monthly 

LCR Supported Employment Forum, who aim to increase the number of people with additional 

support needs being supported into paid work. 

2. Involving young people and employers who have experienced a SI, plan a half-day briefing for 

arts and cultural sector employers, to take place on Thursday 5th March, 3-5pm at the Museum 

of Liverpool. This will explain the benefits/challenges of SIs for young people/employers, and 

how to prepare and be equipped for the programme. 

3. Following this briefing, invite the cultural organisations who attended to send a formal 

expression of interest in hosting a SI from September 2020-July 2021, stating the kind of work 

available in their organisation, which could be across different departments (finance, catering, 

learning, curating exhibitions, event management, archives etc.). Ask them to include dates at 

end March/beginning April for you to visit them, alongside strategic/HR staff. Clarify the 

commitment needed from these staff to support each young intern, and the person working 

most closely with that young person. Emphasise that this person must be given time to meet 

regularly with the young person and the job coach, and all necessary resources to implement 

the internship effectively and successfully. 

4. Visit/work with arts and cultural organisations to think creatively about 

opportunities/productivity gaps that a young intern might take responsibility for, visiting them 

to identify possible roles for supported interns and collating these into a document/pack to 

circulate to schools. 

5. Produce a draft agreement citing number of placements available so we manage expectations 

and capacity across education and work placement settings. 

6. Via school and head teacher networks (for example Liverpool Learning Partnership, the 

Association of Liverpool Special School head teachers, the Liverpool Association of Secondary 

Heads, as well as City of Liverpool College and other FE providers) circulate SI opportunities to 

education providers asking them to express interest by mid-April in specific SI opportunities in 

the cultural sector that their post-16 students may be interested in. 

7. Once young people identified, coordinate session to support schools to apply to DWP for 

funding for each young person's job coach and other resources needed. 

8. Recruit job coaches: panel to include a young person interested/with experience of SIs and 

representatives from the education sector with expert knowledge of SEND and from a cultural 

sector planning to host a young intern. 

 

9. Access funding for and organise training in systematic instruction for job coaches, and facilitate 

the process of the job coach/intern/an employer champion in the work place getting to know 

each other so that they can begin the internship, tailoring it according to the young person's 

file:///C:/Users/alice.demba/OneDrive%20-%20Curious%20Minds/0.%20Task%20teams/2.%20Employment%20&%20Skills%20Task%20Team/2018-2020/Supported%20internships%202019-20/1.%09https:/www.base-uk.org/knowledge/european-supported-employment-toolkit
file:///C:/Users/alice.demba/OneDrive%20-%20Curious%20Minds/0.%20Task%20teams/2.%20Employment%20&%20Skills%20Task%20Team/2018-2020/Supported%20internships%202019-20/1.%09https:/www.base-uk.org/knowledge/european-supported-employment-toolkit
http://nationalgridemployability.co.uk/resources/toolkit/
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interests, needs and skills. Coordinate informal/introductory meetings between the cultural 

organisation/relevant department, job coach and young intern (parents could also attend). 

 

10. Match cultural partners to education settings and coordinate cultural partner visits to these 

settings to present the opportunities to staff, students and parents, and invite young people to 

respond/express their interest by end of May. 
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SI Project Manager person specification 
 

Knowledge/skills/experience Essential/
Desirable 

Knowledge and understanding of the barriers that impairments, including 
neurodiversity, can present to the workplace and employment– and how to solve 
these. 
 

E 

Experience of supporting young people, employers and schools/education settings 
through the SI process. 
 

E 

Knowledge of the SI sector and training required for job coaches, and of how to 
access funding for this (for example for systematic instruction) and ability to deliver 
disability and neurodiversity training to employers. 
 

E 

Knowledge of the cultural landscape of the Liverpool City Region. 
 

D 

Awareness of policies and procedures relating to health and safety, safeguarding 
and risk assessment, and working with vulnerable young people. 
 

E 

Excellent communication and relationship-building skills. 
 

E 

Excellent project management and coordination skills, including time management 
(for example bringing partners together for support/information sessions such as 
guidance on applying to Access to Work scheme, rather than visiting them 
separately). 
 

E 

Ability to problem-solve with tact and diplomacy. 
 

E 

In-depth experience of coordinating and facilitating projects and initiatives that 
impact on young people’s progression. 
 

E 

Attributes 
 

 

A patient and inclusive approach to working with young people with SEND. 
 

E 

Ability to deal sensitively with the challenges that schools/education providers, 
employers and young people may face during the whole SI process. 
 

E 
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Proposed timescale for SI Project Manager (PM) recruitment and project delivery 
 

Activity Date 

PM role advertised Mon 20th Jan 2020 

PM application deadline Mon 3rd Feb 2020 

PM shortlisting and notification of those shortlisted Tue 4th Feb 2020 

PM interviews Friday 7th Feb 2020 

PM start date Monday 24th Feb 2020 

Cultural and arts sector briefing Thursday 5th March 2020, 
3-5pm 

Deadline for cultural and arts organisations to submit 
expressions of interest, with dates for PM visits 

Mid-March 2020 

PM visits cultural organisations to identify possible job roles End March/beginning 
April 2020 

PM circulates opportunities to schools/education settings and 
invites expressions of interest 

By mid-April 2020 

PM organises job coach interviews/recruitment By end of April 

PM coordinates cultural sector employer visits to 
schools/education settings to present opportunities 

May 2020 

PM receives expressions of interest from young people wanting 
to take part in SI opportunities (education providers to submit 
these by end of May) 

By end of May 2020 

PM accesses funding for and organises job coach training and 
facilitates process of job coach/intern/an employer champion in 
the work place getting to know each other 

May-July 2020 

Coordinate session to support schools to apply to DWP for 
funding for each young person's job coach. Education providers 
(or cultural organisation?) then apply to DWP ‘Access to Work’ 
grant in time for SIs to begin in September 2020 

Early June 2020 

 

Fee available/how to apply: 

The fee available for the Project Manager role is £6275 for approximately 28 days’ work between 

24 February and 31 July 2020 @ £225 per full day (7.5 hrs) and £125 per half day (3.5 hrs) – 

numbers of days each week will vary depending on activity. 

Please write a letter (no more than two sides), and submit your CV, providing evidence and 

examples of how you/your organisation meets the PM person specification on page 3 above. Please 

also provide the name and contact details of two referees. 

The deadline to submit your application is 17.00 on Monday 3rd February 2020. Please send this to 

Alice Demba, Cultural Education Coordinator: alice@liverpoollearningpartnership.com. Shortlisted 

applicants will be contacted by the end of the day on Tuesday 4th February and invited to an 

interview on Friday 7th February 2020.  

Thank you for your interest in this opportunity and I look forward to hearing from you. 

mailto:alice@liverpoollearningpartnership.com

