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Candidate 
Briefing Pack 

Evening Support Worker  

WEEKENDS & PUBLIC/BANK HOLIDAYS 

Kildare Town  |  12-month fixed-term contract 

Two weekend overnight shifts plus public/bank-holiday overnight shift 

 

Our mission 

To meet the needs of women and children experiencing domestic violence and abuse by providing 
inclusive, supportive and confidential services that empower women and children to live life without fear. 
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Welcome 

Thank you for your interest in joining Teach Tearmainn. This pack explains the purpose, working arrangements and 
expectations of our Evening Support Worker position. It is intended to help candidates understand both the 
importance of the role and the level of independence, professionalism and attention to detail it requires. 

Teach Tearmainn’s Kildare Town refuge operates 24 hours a day, 365 days a year and accommodates up to four 
families at any one time. We provide emergency (short-term) crisis accommodation for women and children who 
are fleeing domestic violence and abuse. Some residents in our refuge may have complex needs. We also provide 
accommodation (short-term) offsite via two Safe Homes in the communities for families who have experienced 
domestic violence and abuse but are assessed as lower risk, with less complex needs who can live independently 
in the community.  

The Role at a Glance 

Location Kildare Town 

Reports to Team Leader 

Contract 12-month fixed-term contract 

Core rota Saturday and Sunday overnight shifts 

Core hours 28 hours 30 minutes per week 

Additional rota Public/bank-holiday overnight shift 

Shift time 7:00pm-9:15am 

Sleepover period 11:00pm-7:00am (waking is expected for emergencies/helpline crisis calls 
etc.)  

Saturday rate €16.00 per hour 

Sunday/public holiday rate €18.00 per hour 

Annual leave 8% of hours worked 

ESSENTIAL AVAILABILITY 

Candidates must be available to work Saturday and Sunday overnight shift and public/bank-holiday 
overnight shift, regardless of the day on which the public/bank holiday falls. 

  



TEACH TEARMAINN  |  CANDIDATE BRIEFING PACK 

Page 3 

Working Hours, Pay and Leave 

Standard Weekend Rota 

• Saturday: 7:00pm-9:15am 
• Sunday: 7:00pm-9:15am 
Total standard weekly hours: 28 hours 30 minutes 

Public/Bank-Holiday Rota 

Every public/bank-holiday shift runs from 7:00pm on the public/bank holiday until 9:15am the following morning. It 
is worked in addition to the core weekend shifts, regardless of the day on which the public/bank holiday falls. 

A week containing one public/bank holiday therefore totals 42 hours 45 minutes. 

Shift Arrangements 

Each shift is 14 hours 15 minutes. The planned sleepover period is 11:00pm-7:00am. The hourly rate covers the full 
shift, including waking and sleeping hours. The postholder must respond to service needs, emergencies and 
helpline calls throughout the shift as required. 

Rates of Pay 

• Saturday shift: €16.00 per hour. 
• Sunday and public/bank-holiday shifts: €18.00 per hour. 

Annual Leave 

Annual leave accrues at 8% of all hours worked, up to a maximum entitlement equivalent to five of the postholder’s 
working weeks in the applicable leave year.  

Purpose of the Role 

The Evening Support Worker ensures the safety, security and wellbeing of women and children residing in the refuge 
and safe homes while maintaining the effective operation of the refuge and freephone helpline service. 

The role can be varied but the postholder provides helpline support; completes refuge assessments, intakes, 
admissions and exits; undertakes risk assessments and safety planning; supports agreed support-plan objectives; 
maintains client and service records; turns over apartments; completes welfare check phone calls to offsite Safe 
Home families and ensures the building remains safe, secure and ready for families in need. 

LONE WORKING 

Lone working is central to this role. The postholder is expected to manage routine shift responsibilities 
independently, use sound judgement and remain calm, while seeking guidance or escalating matters 
only where required by procedure or where a matter is serious, exceptional or meets the criteria of an 
on-call escalation.  
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Role Expectations 

Refuge Intakes, Admissions and Exits 

• Respond promptly and sensitively to requests for emergency refuge accommodation and complete refuge 
assessments to establish circumstances, needs, risks and suitability. 

• Complete all intake, admission, risk-assessment and initial safety-planning processes and documentation 
accurately. 

• Welcome women and children using a trauma-informed approach and familiarise them with accommodation, 
services, security, fire safety and refuge rules and expectations. 

• Ensure newly admitted families have essential food, toiletries, bedding and other immediate necessities. 
• Create and update client, occupancy and electronic case records, via our Salesforce database. 
• Where the refuge is full or unsuitable, provide appropriate information, signposting and referrals to callers. 
• Support planned and unplanned exits, complete exit documentation, update records and account for keys and 

refuge property. 
• Record and hand over relevant safeguarding, support, risk and follow-up information. 
• Begin apartment turnover promptly following an exit so accommodation can be offered to another family in 

crisis. 

Helpline Support 

• Operate the helpline throughout the shift, providing information, support and signposting to callers.  
• Provide confidential, trauma-informed emotional and practical support and identify immediate needs and risks. 
• Support callers to consider their options without directing or pressuring them. 
• Record all contacts, assessments, advice, referrals, decisions and agreed actions accurately and promptly. 

Risk Assessment and Safety Planning 

• Complete initial and ongoing risk assessments with women seeking or receiving support. 
• Work collaboratively with women to identify risks to themselves and their children and develop individualised 

safety plans. 
• Review safety plans if circumstances change or new risks emerge whilst you are on shift. 
• Respond appropriately to disclosures of domestic violence, coercive control, stalking, threats or safeguarding 

concerns. 
• Record assessments, plans, decisions and actions clearly and communicate significant risks through 

handover. 
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Support and Engagement with Residents 

• Provide a visible, approachable and supportive presence and create a safe, caring and non-judgemental 
environment. 

• Support agreed support-plan objectives when required while recognising that the service users assigned 
Support Worker retain primary responsibility for overall case management and DV specialist support work. 

• Record meaningful engagements, concerns and interactions on Salesforce. 
• Maintain clear professional boundaries and communicate relevant information to the wider Support team. 

Advocacy, Information and Signposting 

• Provide accurate information about rights, options and relevant services. 
• Support with referral information as needed for e.g housing, social protection, health, legal, immigration, 

education, childcare and family supports. 
• Provide information about the legal system and refer to Teach Tearmainn’s Court Accompaniment Service or 

other internal programs, where appropriate. 

Weekend Family Activities 

• Plan and deliver safe, inclusive and trauma-informed activities such as movie nights, arts and crafts, games 
and seasonal events. 

• Ensure activities are age-appropriate and consider accessibility, culture, dietary needs, allergies, safeguarding 
and identified risks. 

• Prepare materials, refreshments and communal spaces; supervise appropriately; and leave areas clean and 
safe. 

• Encourage participation while respecting each resident’s choice. 
• Record relevant engagement, outcomes, concerns and expenditure. 

Apartment Turnaround and Occupancy Readiness 

• Prepare apartments and bedrooms promptly following an exit.  
• Participate actively in cleaning of the refuge apartments to ensure accommodation is safe, secure and ready for 

occupancy. 
• Replace bedding, towels, toiletries, food and other essential items before every family is admitted to the refuge. 
• Identify and report damage, missing items, maintenance or health and safety concerns. 
• Complete and document readiness checks before a new admission. 
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Safety, Security and Accountability 

Health and Safety 

• Maintain a safe and healthy environment throughout each shift. 
• Complete and document scheduled checks of apartments, bedrooms, communal areas, offices, entrances, 

exits, the wider building, playground and external areas. 
• Identify hazards including damage, faulty equipment, blocked exits, spillages, unsafe furniture or broken 

fixtures. 
• Keep fire doors, escape routes, alarms, emergency lighting and firefighting equipment accessible and 

unobstructed. 
• Take safe and reasonable immediate action to remove, reduce or isolate hazards and report or escalate 

concerns appropriately. 
• Complete incident, accident and near-miss reports and include outstanding actions in handover. 

Building Safety and Security 

• Maintain the security of the refuge and its residents throughout the full shift, including the sleepover period. 
• Monitor access and admit only residents, authorised visitors and approved personnel. 
• Follow arrangements for visitors, keys, alarms, access control and the confidentiality of the refuge location. 
• Complete and record internal and external security checks. 
• Secure confidential information, client records, keys, money and other sensitive items. 
• Respond appropriately to security concerns, record actions and include outstanding matters in handover. 

Resident Contributions and Financial Administration 

• Collect resident contributions, issue the appropriate receipt and record payments accurately. 
• Count, store and transfer money securely in accordance with procedure. 
• Maintain accurate petty-cash records, receipts, balances and reconciliations. 
• Keep resident contributions and petty cash separate and correctly categorised. 
• Report discrepancies or missing documentation promptly and include outstanding matters in handover. 
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Records, Handover and Independent Working 

Administration and Client Databases 

• Complete general office duties including filing, photocopying, scanning, archiving and organising 
documentation. 

• Maintain accurate and secure electronic and paper records ensuring any paperwork is securely locked away. 
• Use Salesforce and other designated systems to record all service user contacts, assessments for e.g. intakes, 

admissions, exits, support sessions, calls, drops ins, referrals, advocacy, incidents and outcomes. 
• Record all meaningful resident engagement objectively and promptly, including progress against support-plan 

objectives. 
• Complete occupancy records, shift logs, safety and security checks, incident reports and other required 

documentation by the end of the shift wherever reasonably possible. 

Clear Handover 

The postholder must participate in an efficient, effective and clear handover at the beginning and end of every shift. 

• At the start: review occupancy, risks, safeguarding matters, safety plans, resident needs, expected intakes or 
exits, referrals, activities, support-plan actions, apartment readiness, maintenance, finances and outstanding 
administration. 

• At the end: account for residents and report wellbeing, risks, engagements, helpline contacts, assessments, 
intakes, admissions, refusals, exits, support-plan progress and follow-up. 

• Report completed and outstanding safety, security, maintenance, financial, apartment-turnaround and 
administrative actions. 

• Ensure Salesforce, client records, shift logs and checklists are complete and transfer or secure keys, phones, 
records and money correctly. 

Independent Working 

• Complete all standard operation procedures are completed and documented.  
• Work confidently without direct on-site supervision and take responsibility for the safe and effective 

management of the shift. 
• Use initiative and sound professional judgement within the boundaries of the role. 
• Remain calm when responding to distress, conflict, emergencies, unexpected admissions or competing 

demands. 
• Distinguish between routine, urgent and emergency matters and follow Teach Tearmainn’s procedures.  
• Seek guidance or escalate only where required by procedure or where a matter is serious, exceptional or 

outside the postholder’s authority. 
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Person Specification 

Essential 

• A Level 7 or Level 8 qualification on the National Framework of Qualifications in Social Science, Community 
Studies or a closely related field is preferred OR Applicants with a minimum relevant QQI Level 5 qualification 
and significant relevant experience may be considered in lieu of the Level 7/8 qualification. 

• At least two years of relevant experience in a community-based setting working with women and/or families, 
including families in crisis. 

• Experience of key working, individual casework or structured support work. 
• Experience assessing needs and risks and developing or supporting safety plans, support plans and objectives. 
• Experience working independently, managing competing priorities and working effectively as part of a team. 
• Strong knowledge of domestic violence and abuse and its impact on women and children. 
• Working knowledge of relevant safeguarding and child-protection requirements, including Children First. 
• Excellent verbal and written communication, objective record-keeping and report-writing skills. 
• Good IT skills and confidence using email, office applications, electronic filing systems and client databases. 
• Availability to work every Saturday and Sunday overnight shift and every public/bank-holiday overnight shift. 
• A full, clean driving licence and access to a vehicle. 
• Fluency in written and spoken English sufficient to perform all aspects of the role. 
• Commitment to confidentiality, equality, human rights, trauma-informed practice and the elimination of 

domestic violence. 

Desirable 

• Experience in a domestic violence refuge or specialist domestic violence service. 
• Experience completing refuge assessments, intakes, admissions, exits, risk assessments and safety plans. 
• Experience using Salesforce or a comparable case-management database. 

Professional Approach 

The successful candidate will demonstrate maturity of judgement, calmness, professionalism, reliability, integrity, 
strong boundaries, excellent attention to detail, clear communication, emotional resilience, excellent time 
management skills and respect for others. 
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Application and Selection 

How to Apply 

Please submit a completed application form and a short covering letter outlining your suitability for the position 
to recruitment@teachtearmainn.ie 

BEFORE APPLYING 

Please ensure that you can commit to working Saturday and Sunday overnight shifts and 
public/bank-holiday overnight shift for the duration of the contract. 

Pre-employment Requirements 

Any offer of employment will be subject to satisfactory Garda Vetting and satisfactory reference checks. 

Due to the complex nature of this role and Teach Tearmainn’s work with vulnerable women and children, references 
that confirm employment dates only will not provide sufficient information to determine a candidate’s suitability for 
employment. 

Applicants must provide appropriate professional referees who can comment meaningfully on relevant experience, 
standard of work, reliability, professionalism, integrity, professional boundaries, independent judgement, 
communication, record-keeping, teamwork and suitability to work with vulnerable women and children. 

Appointment will remain subject to Teach Tearmainn being satisfied with the information obtained through the 
recruitment, Garda Vetting and reference-checking processes. 

Only shortlisted candidates will be contacted.  

 


