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JOB DESCRIPTION 

Job Title:			Emotional Literacy Support Assistant (ELSA)

Reporting to:	Designated Safeguarding Lead (Assistant Headteacher) or Deputy Headteacher (TBC)

Hours of Work:	Monday to Friday - 36 Hours per week (Term Time Only)
(paid 44.2 weeks) Including designated INSET days

Working Pattern:		Monday – Thursday 8.15am – 4.15pm 
Friday 8.15am - 4.00pm 
(Includes 45min unpaid break to be taken outside of school breaks)



Key Responsibilities:
The Emotional Literacy Support Assistant will be expected to conduct his/herself in a professional manner at all times; maintaining discretion, tact, diplomacy and confidentiality.  The Emotional Literacy Support Assistant will be expected to be flexible in his/her approach to duties and also be reliable and accurate.  They will be responsible for promoting the emotional well-being of students through support and guidance.

Main Duties and Responsibilities:

· Creating or supporting personal plans that combine direct delivery, on-line tools and using integrated support services
· Promoting positive outcomes for students, including:
· becoming motivated, positive and resilient
· developing self-help skills to get themselves to where they think they should be
· gaining the confidence to experiment, make mistakes and thrive
· treat themselves and others with kindness and respect
· discover new ideas, activities and ways of doing things
· Welcoming and introducing students who have been referred for support
· Having conversations with students, identifying the issues affecting them and giving information and guidance about services and opportunities to help with their emotional needs 
· Identifying and referring, as appropriate, when further targeted or clinical support might be needed. 
· As part of the safeguarding team, liaising with family members or carers how best to support their children in management of their personal plan
· Efficiently managing the work load and ensuring that all contact work and outcomes are documented, evaluated and that data is inputted into a case management system
· Developing and facilitating group support work opportunities for young people with similar or complementary needs
· Overseeing and managing the caseload for referrals to the school counsellor
· Undertaking any training applicable to the role as directed by the school
· Reviewing and develop their own professional practice, including taking part in annual performance review
· Being trained as a First Aider
· Any other such matters as the school may reasonably request


SAFEGUARDING

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies
· To undertake compulsory Safeguarding Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.

This job description is current at the date below, but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the role and the grade.

The duties and responsibilities in this job description are not exhaustive and may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.  



Print Name: ………………………………………		Date: ………………………….


Signature: …………………………………………





Reviewed July 23
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