
 

   

 

Naas Community National School 
 

Job Specification – Part time caretaker 

 
Experience and skills required 

The ideal candidate will have several years general maintenance experience and will be a 

qualified craft worker or technician with a qualification in building maintenance and/or 

maintenance management systems. They will also have experience of supervising staff.  

 

The role requires the candidate to complete a range of building maintenance duties that 

span carpentry, painting, operation and maintenance of electrical, plumbing and security 

systems. They will also need to have some competencies in the operation and 

management of computerised maintenance systems and operational software. The 

candidate must have a thorough and excellent knowledge of relevant safety, 

environmental and regulatory codes and statutes that are appropriate to a school 

building environment. This is a hands-on role and the candidate must be able to 

demonstrate both a thorough knowledge of building maintenance disciplines and practical 

application of such knowledge to a high standard. The successful candidate will hold a 

certificate in successful completion of manual handling training.  

 
In addition to the listed duties, the Caretaker will undertake other duties pertaining to 

the role as may be decided by the school principal and/or the Board of Management 

(BoM) and/or as may be dictated by the needs of the Employer/School.  

 

It is expected that the Caretaker will, on his/her own initiative, identify tasks/duties that 

need to be carried out as part of the role subject to the authorisation of the school 

principal/BoM.  

 

The duties listed are not intended to be exhaustive or exclusive.    

 

Where a member of staff other than the school principal requests the Caretaker to carry 

out a reasonable duty, such duty will be carried out subject to the authorisation and 

prioritisation of the school principal. 

 

Daily Duties: 

 

● Place the traffic cones outside the school each morning and remove them each 

evening 

● Unlock all external doors to the school and staffroom at 8.30am 

● Close the overflow carpark gates at 9.00a.m. and at transition times of the 

children and open afterwards. 

● Collect the recycling and refuse from all rooms and the school yard bins and bring 

to the main recycling/refuse bin 

● Put the main bins out weekly on bin collection days 

● Collect the compost bins from classrooms and put into the compost area on the 

yard 

● Refill the hand towels and toilet roll dispensers 
 

● Clean and disinfect all toilets 

● Clean all wash-basins and sinks 

● Vacuum all classrooms, offices and corridors 

● Move furniture and dust once a week 



 

   

● Dust all window ledges and any other surfaces that may gather dust 

● Wash and polish tiled flooring once a week 

● Keep all glass (internal doors/mirrors) clean and free of smears 

● Hoover blackboard ledges and clean blackboards once a week 

● Water internal plants once a week or as necessary 

● Strip and polish tiled areas and tabletops during Christmas and summer holidays 

● To use all cleaning materials as directed by the manufacturers 

● Report breakages or damage as they are discovered 

● Read and follow procedures as set out in the School Safety Statement 

● Set the alarm and leave the school building secure outside of school hours   

● Operating cleaning equipment per instructions 

● Maintaining inventory of stocks of school cleaning materials and equipment 

● Work in close co-operation with BoM, Principal and Teaching staff to perform work 

as requested 

● Ensure that the photocopying paper, toilet rolls and hand towels are neatly 

stacked on the shelving provided near the main entrance 

● Walk in and around the school each morning checking that corridors/exits etc. are 

free from obstruction(s) and making a list of any items needing attention. For 

example: 

o Broken glass/windows which must be repaired immediately 

o Graffiti must be removed immediately   

o Remove litter of any kind including glass/cans/bottles/cigarette buts 

o Ensure that manhole covers are in place 

o Ensure that covers/holders in all sport courts are secure and safe 

o Remove all chairs from the G.P. hall after previous night’s use 

o Sweep paths when necessary 

o Check with the school principal regarding urgent repairs requested by 

teachers 

o Organise the repair of anything that needs immediate attention. 

● Any other duties as required. 

 

 

Regularly: 

 

● Check the fire-fighting equipment is in place and that assembly points are clearly 

marked on the school yard 

● Report and repair (as appropriate) anything that could be a hazard to the health, 

safety and welfare of employees and pupils 

● Ensure that tools, equipment, implements etc are in a safe and secure place and 

that they are inaccessible to children 

● Cut the grass ensuring that the lawnmower is not used if there are children in the 

vicinity 

● Identify shrubs that require trimming.  Keep all hedges, shrubs and trees trimmed 

and ensure in particular that none of these pose a hazard 

● Weed the flowerbeds and pathways and treat moss that grows on cobbled areas 

● Clean all glass in windows, doors etc. internally and externally and clean all  

window frames, doors and surrounding areas internally and externally 

● Ensure that there are latches in place to hold the doors open 

● Ensure that all internal and external lights are in working order and organise the 

servicing/repair of any lights where necessary 

● Ensure that there are no roof leaks 

● Ensure that the roof tiles are intact 

● Ensure that all floors are safe and dry 

● Be vigilant of anything that could cause slips, trips or falls and remove anything 

that poses a danger 

●  

 



 

   

General Duties: 

 

● To take care of/maintain the School premises, furniture, equipment 

and fittings and ensure that they are kept to an agreed/appropriate standard 

and condition 

● To prevent insofar as it is possible, any damage to the structure, furniture, fittings 

and equipment of the school 

● To take care of the School premises and contents and to prevent as far as possible, 

any damage to the structure, furniture, fittings and equipment 

● To keep in a clean condition all glass in doors, windows, etc. 

● To carry out or arrange painting and renovation work in the School as required 

● To turn off the heat and school bell at extended school holidays such as Halloween, 

Christmas, Easter and Summer and to turn it back on when school reopens 

● To keep in safe custody the keys of all rooms in the building and to ensure that no 

unauthorised person has any access to any part of the building 

● To co-ordinate the maintenance of fire fighting apparatus 

● To maintain the PE hall/General purpose room and the PE equipment storage room 

in proper order. 

● To organise opening and locking up of the local pitch for matches/training and 

setting up the goal posts as allocated by the Teacher running such events. 

● Not to lend School property or borrow any property without permission of the School 

principal or Deputy Principal 

● To keep the School grounds and gardens, grass and hedges generally in good order 

and weed free 

● To open and close the School as directed by the School principal  

● To order oil, gritting salt, ice melt and other materials for general use. 

● To organise the service and emptying of the bio-cycle unit annually  

● To perform such other similar duties as may be required and generally to carry out 

such duties as may be required from time to time by the Employer, the School 

principal or other identified person    

● To accompany the school secretary to the bank when required 

● To put up the school stage and dismantle it when required 

● To put out chairs for school meetings/school shows and put them away afterwards 

● To co-ordinate parking on the school yard for big school events – school shows etc 

 

During adverse weather 

 

● In times of frost, ice or snow to salt/grit/spread icemelt on the paths from the 

main gate to the front door and the car park. Arrange a safe path from the side 

gate on Sweeney’s Hill and the steps from the Community Centre to the back 

doors of the school. When all internal areas are safe, salt/grit/spread icemelt on 

the footpaths around the school. 

● On wet/damp mornings ensure that the floors are dried after the children have 

come in 

● Ensure that the heating system is in working order and that the temperature is at 

the required level. 

● In the autumn, ensure that the school yard and all paths are free of leaves 

 

School holidays.   

 

● To maintain the lawns, hedges and keeping the grounds clean, tidy and weed free 

● To organise any painting that needs to be done 

● To clean corridors and classrooms and buff with the appropriate machinery 

● To carry out minor maintenance work on furniture and equipment as appropriate, 

● To ensure there are sufficient tables and chairs for the following school year 

● Ensuring that any agreed renovation work is attended to.   

 



 

   

 

 

 

 

 

Person Specification – Part time caretaker 
 
 
Person specification 
 

This role is one of trust and responsibility requiring the successful 
candidate to be technically competent, hardworking, practical and create 

well developed maintenance systems.  
The person will be an experienced craftsperson/technician who has held a 

position of responsibility and is committed to maintaining the highest of 
standards. The person must be capable of working on their own initiative.  

 
The successful candidate must be a good communicator with adults and 

children, professionally confidential and must understand how their role is 
crucial to providing a physical environment that nurtures and encourages 

student learning. The role requires the individual to be flexible relating to 
their hours of work. They may be required to work outside normal school 

hours to safely provide maintenance and to make facilities available. This 

flexibility relating to hours of work is a core responsibility of the position.  
 

The position is subject to garda vetting clearance by Kildare and Wicklow 
ETB.  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

   

 
 
 

Contract of employment 
 
The parties to this contract of employment are: 
 
Employer: Kildare and Wicklow ETB 

Address: Level 5, Aras Chill Dara, 

  Devoy Park, 

  Naas, 

  Co.Kildare 

 

 
Employee:  
Address:  
 

 

This statement sets out the terms and conditions of your employment  which  constitute your contract 

of employment with Kildare and Wicklow ETB (KWETB). 

 

Position 

You will be employed as a part time Caretaker for 30 hours per week reporting to the Principal, Naas 

Community National School or designated supervisor. You will be required to be flexible and to 

undertake such other work as may be assigned to you from time to time. 

 

 

Duties and responsibilities 

- operation and maintenance of electrical, plumbing and security systems. This includes utilising the 

associated software systems.  

- monitoring efficiency of heating system and esb meters.  

- maintenance and repair of furniture, windows, fixtures and fittings.  

- upkeep and renewal of paintwork.  

- general tidiness of school, disposal of rubbish, grass cutting.  

- general cleaning and upkeep of school, organising of school cleaners.  

- opening and closing of the school/general security related duties.  

- first keyholder, attending to alarm call outs.  

- making the school safe, particularly during bad weather conditions.  

- health and safety responsibilities.  

- parking and traffic management.  

- strict compliance with school child protection policy.  

- other related duties.  

 

A full list of duties of the post is attached as Appendix I. 

 

 

Probation 

There is a probationary period of six months.  

 



 

   

 

Contract 

Your employment with KWETB will commence on ________________ and is offered on 

a fixed term basis for a period of one year.  As this is a fixed term contract of 

employment the provisions of the Unfair Dismissals Acts 1977-2007 will not apply to the 

termination of this contract where such termination is by reason only of the expiry of this fixed term. 

  

  

Place of work 

Your normal place of work is Craddockstown, Naas, Co. Kildare . You may be required, from time to 

time, to work at KWETB’s other places of business as KWETB requires.  

  

You will be given as much notice of any change of place of work as is reasonably practicable. 

 

 

Hours of work and timekeeping 

Your normal hours of work will be 30 hours per week, Monday to Friday.  

  

However, from time to time KWETB may require you to be more flexible to meet the needs of the 

business. This will be done in accordance with the Organisation of Working Time Act 1997. 

 

KWETB places great importance on punctuality. Employees should be at their place of work, ready to 

commence work at their required starting time. KWETB will use appropriate means to record 

timekeeping and attendance. A poor record of timekeeping may lead to disciplinary action, up to and 

including dismissal. 

 

A flexi time scheme is in operation which new employees can access after 3 months employment.   In 

the meantime the system will be used for time management purposes.  

 

 

 

Rest breaks 

Your rest arrangements will be given in line with the Organisation of Working Time Act 1997 and will 

be as follows: 

If working more than 4.5 hours in the day, a 15 minute paid break is due in the morning,   At least 30 

minutes, unpaid, must be taken for a lunch break 

 

Where you do not get an opportunity to take your break(s), please inform the Principal or other 

designated supervisor in writing within 7 days and an alternative break period will be assigned. 

 

  

Remuneration 

You will be paid on a fortnightly basis, in arrears, to your designated bank account.  Starting salary is 

€21,180.85, €811.84 per fortnight.   In the event of an underpayment of salary, KWETB will reimburse 

you at the correct rate and pay any arrears that may have accrued.  In the event of an overpayment, 

the overpayment will be recouped by KWETB following due notification of same to you.  

 

Annual leave 

KWETB’s leave year runs from January to December. Your annual leave entitlement is 22 days per 

annum, equivalent to 132 hours, and pro rata for less than 12 months employment.  You are required 

to take time off at times convenient to the business.  Requests for time off should be made to the 

Principal or other designated supervisor and should not be taken, nor arrangements made, until 

permission has been obtained. The final decision in allocating time off rests with management. 

Public holidays 

Employees are entitled to benefit from nine public holidays. Public holiday entitlements will be granted 

in accordance with the provisions of the Organisation of Working Time Act 1997. Payment in lieu of 

public holidays will be paid with your normal pay.  

 



 

   

Pension 

You are entitled to access the Public Service Single Pension Scheme, deductions are 

ongoing from salary.   Please refer to attached booklet for further details.  

 

 

Retirement 

Minimum pension age for most members of the Public Service Single Pension Scheme is linked to the 

State Pension age, however, compulsory retirement age of 70 applies for most members. 

 

   

Absence from work 

In the event of absence from work you are required to contact the Principal or designated supervisor,   

before normal starting time on the first day of absence, . A medical certificate must be submitted to 

KWETB via your Principal or designated supervisor by the end of day 3 of absence and weekly 

thereafter. A poor record of attendance may lead to disciplinary action up to, and including, dismissal. 

 

At all times KWETB reserves the right to refer an employee to our Occupational Health Service for an 

independent medical assessment. 

 

KWETB will not make any payment for any day of illness or unauthorised absence from work that you 

do not attend for work, save for certified sick leave. You may be entitled to claim social welfare benefit 

from the Department of Social Protection.  

 

Lay off and short-time 

KWETB reserves the right to lay you off from work or reduce your working hours where, through 

circumstances beyond its control, it is unable to maintain you in employment or maintain you in full-

time employment. 

 

You will receive as much notice as is reasonably possible prior to such lay off or short-time. No 

payment will be made for any period of layoff. Payment will only be made for hours actually worked 

during any period of short time. 

 

 

Confidentiality and standards 

Every effort is taken by Kildare and Wicklow ETB to ensure that clients' affairs are treated with 

absolute confidentiality and you should note the following provisions in particular: - 

 

You will be expected to keep all information concerning KWETB, its clients, third parties, and any 

other connected organisation with whom you are involved as an employee of KWETB, absolutely 

confidential.  Any deliberate breach of confidence will be regarded as a matter justifying summary 

dismissal. This requirement for confidentiality extends beyond your period of employment. 

 

You will deliver to KWETB, on termination of your employment, or at any time it may so request, all 

documents, notes, records, manuals, programmes or any other materials or property belonging to 

KWETB or relating to clients and/or third parties, which you may then possess or have under your 

control. You may not, without KWETB consent, keep copies of same. 

 

You may not remove from KWETB premises at any time, without proper advance authorisation, any 

document or other property which belongs to KWETB or contains or refers to any confidential 

information relating to KWETB, its clients or third parties. You will return to KWETB, prior to 

termination of your employment, any documents or other KWETB  property that subsequently comes 

into your possession or procurement in the future. 

 

You will be expected to devote your entire working time and attention to KWETB  affairs and therefore 

you may not, without the prior written consent of the Kildare and Wicklow ETB be involved in any 

outside business or enterprise. 

Health and safety 

KWETB attaches the highest regard to the safety health and welfare of its employees. KWETB policy 



 

   

in this regard is set out in the organisation's Safety Statement, which includes specific 

employee duties under the Safety Health and Welfare at Work Act 2005 and related 

legislation. Employees are expected to familiarise themselves with this policy and 

observe the provisions set out in the Safety Statement, including their specific 

obligations concerning their own safety, health and welfare and that of their fellow 

employees. 

 

 

Policies 

This statement sets out the terms and conditions of your employment, which together with any 

relevant document and/or collective agreement, constitute your contract of employment with KWETB. 

 

Employees are required to familiarise themselves and observe KWETB policies and procedures as 

they also form part of your contract of employment. 

 

 

Grievance procedure 

From time to time, grievances caused by misunderstanding, disagreement or general dissatisfaction 

may occur among staff or between KWETB and its employees. Full recognition is given to the 

significance of personal grievances and it is our policy at Kildare and Wicklow ETB that all grievances 

will be dealt without undue delay and resolved at the earliest possible stage through the agreed 

Grievance Procedure for Staff employed in ETBs, see attached.  

 

 

 

Discipline 

KWETB looks forward to a productive employment relationship and will support you in the 

performance of your role. However KWETB retains the right to discipline you, up to and including 

dismissal, following due procedure, on grounds of: 

 

- capability 

- competence 

- qualifications 

- conduct 

- legal reasons 

- redundancy 

- some other substantial reason 

 

 

Certain breaches of KWETB rules and of established custom and practice may also render you liable 

to dismissal. 

 

All dismissals will be carried out in accordance with the provisions KWETB disciplinary procedure 

contained in the nationally agreed Disciplinary Procedure for staff employed by ETBs, see attached.  

 

 

Notice of termination 

Subject to the probationary clause above, in the event of the termination of your employment you will 

be entitled to receive 1 months notice in writing. Likewise, where you intend to resign from your 

employment, you will be required to give the HR Department of KWETB 1 months notice in writing. 

KWETB may, at its discretion, pay you in lieu of notice.  Nothing in this contract shall prevent the 

giving of a lesser period of notice by either party where it is mutually agreed. In the event of the 

termination of your employment by reason of gross misconduct on your part, you will not be entitled to 

receive notice in accordance with this clause. 

 

 

Changes to conditions of employment 

KWETB reserves the right to make reasonable changes to your terms and conditions of employment. 



 

   

Any such changes will be notified to you before the date of the proposed change. 

 

 

 

 

 

 

 

 

Acceptance 

Please confirm your acceptance by signing below and returning to us by return. 

 

 

 

 

 

EMPLOYEE SIGNATURE 

 

Signed _______________________________ 

 

Name (Caps) _______________________________ 

 

Date   _______________________________ 

 

 

 

 

Signed _______________________________ 

 Sean Ashe  

 

On behalf of Kildare and Wicklow ETB 

  

Date _______________________________ 

 

 

 


