
 

 

 

Tel (021)4504822 
www.mayfieldctc.ie 

 
It gives us great pleasure to welcome you to our Centre. 
FROM ALL THE STAFF AT MAYFIELD COMMUNITY TRAINING CENTRE 

 
You have just taken the first step in realizing your true potential. We, the Staff are here to 
help and guide you along the way. We are committed to providing the training and 
development which meets your needs. We will do this in an encouraging and supportive 
community based environment. 

 
Here in Mayfield Community Training Centre, we have a Learner Centred approach to 
training. This means that all activities and courses are designed around you as an 
individual and as a learner. 

 
 

We hope you enjoy your time here in our training centre, our support extends to when you 
have completed your training, and there will always be a welcome here for you. Parents 
and Guardians are welcome to come and view the centre and to speak with Instructors 
and Tutors. Please make an appointment with your Instructor if you would like your 
parent/guardian to visit. 

I undertake to sign the Learner Assessment Contract at the end of this Booklet detailing 
what I can expect as a trainee and MCTC’s expectations of me. 

 
 
 

Trainee Name: ​  Date:​  

 

http://www.mayfieldctc.ie/


 

Mission 
“To respond to locally identified training needs and provide community based training in 
a holistic, integrated and quality led environment. To promote innovative training and 
lifelong learning opportunities for our trainees. To empower early school leavers and 
young adults to realise their potential and help them gain a secure foothold in both the 
labour market and/or the lifelong learning community”. 

 
Our Approach 
Our approach is open and supportive, we look to accept, encourage and bring out what 
is great about each trainee 

 
Our Environment 
We always try to create a respectful, caring, equal, challenging and positive learning 
environment. 

 
Our Commitment 
Our Commitment is to respect the individuality, dignity and equality of all our trainees 

 
Our Vision for the future 
The Mayfield Community Training Centre offer holistic and integrated training 
programmes geared to the needs of our trainees with the aim of addressing the specific 
needs of the individual trainee. Thereby providing young people with the opportunity to 
make and sustain positive and meaningful relationships in the social, occupational and 
personal areas of their life. 

 



 

 
Mayfield Community Training Centre offers six core courses: 

 
●​ Office Skills 
●​ Construction Skills 
●​ Culinary Skills 
●​ Woodwork 
●​ Sports & Recreation 
●​ Hospitality 

 
 

Names of Staff and what they do in the Training Centre 
 
 

Niall McCarty​ Centre Manager 
 

Mairead Quarry​ Advocate 
 

Rachel Birmingham​ Administrator 
 

Nicola Sheehan​ Woodwork  
 

Alan Buckley​ Construction  
 

Shane Carter​ Culinary Skills 
 

David O’ Shaughnessy​ Health & Recreation 
 

Liam O’ Sullivan​ Office Skills/ Assistant Manager 
 

Mary Fitzgerald​ Hospitality 
 

Brenda Stillwell​ Art & Design 
 

Grattan O’ Rourke​ Communications/Personal Effectiveness 
 

Annette Hayes​ Communications/Personal Effectiveness 
 

 



 

Siobhán Crowley​ IT/Computers 
 

Maria Lopez​ Maths 

 



 

OPENING HOURS FOR TRAINEES 
Mayfield Community Training Centre is open 5 days a week. Your hours of attendance 
are: 
Monday​ 9.00am – 3.00pm 

Tuesday​ 9.00am – 3.00pm 
Wednesday​ 9.00am – 3.00pm 
Thursday​ 9.00am – 3.00pm 
Friday​ 9.00am – 1pm 

 
If you are going to be late i.e. arrive after 9.00am, contact your keyworker/instructor 
to advise them. 

 
No lunch is provided on Fridays as trainees are finished at 1pm 

 
Attendance: 

 
●​ If trainees are not able to attend the centre, for any reason, you / parent / 

guardian must ring the centre and advise your Keyworker before 10am on that day 
 

●​ If a trainee does not contact their key worker and does not attend their training for 
2 weeks, it will be assumed that the learner has left the course and the trainees 
participation on the course will be subject to review and the trainee may be 
terminated from the course 

 
●​ Informing your keyworker/instructor of your absence/ late attendance is very 

important 
 

●​ The minimum attendance accepted is 2 days per week. If it is less than this, 
you may lose your place on your course. 

 



 

ATTENDANCE / CLOCK CARD SYSTEM 
 

 

CLOCKED IN​ NOT CLOCKED IN 
 
 
 

●​ It’s very important to remember that you clock in and out each day. Failure to do 
so may result in you not getting your correct payment for that week. 

 
●​ Clocking in/out for anyone else is not allowed and is a serious misconduct matter. 

 
●​ Clock cards are the property of the centre. 

 
●​ If you are unsure about how the system works please do not hesitate to ask a 

member of staff. 
 

●​ Permission to leave the Training Centre during training hours will be your Keyworkers 
decision. This is so we can ensure your safety and wellbeing. 

 
●​ You will be paid for the hours that are on your clock in card 

 
●​ Do NOT clock in another student 

 



 

 
Learners Behaviour (Please refer to the code of behaviour policy) 

 
You will have one-month probation when you start as a new learner in the 
Training Centre. During that time, the staff and the learners must decide if the 
Centre is a suitable place for the learners. 

 
If a learner’s behaviour in the Training Centre is causing concern for the staff, the 
learners will receive two warnings before dismissal. 

 
 
 

●​ They will receive an official verbal warning from their Instructor and the 
Manager. 

●​ If there is, still no improvement the learners will get a written warning. If bad 
behaviour continues, the learners will be suspended from the Training 
Centre. 

 
 

Here are some examples of bad behaviour that could lead to you being 
Suspended or Fired! 

●​ Deliberately damaging property in the Training Centre. 

●​ Stealing. 

●​ Bringing alcohol or drugs into the Training Centre either for your own use or 
to supply to any other person. 

●​ Clocking in or out someone else's card. 

●​ Fighting or bullying. 

●​ Not obeying the safety regulations. 

●​ Being under the influence of alcohol or drugs at work. 

●​ Mobile Phone Usage – see individual classroom rules 

 



 

Missing Days 
 

●​ If you are absent from work for any reason YOU must contact the centre 
and your instructor as soon as possible and explain the situation. Bring a 
doctors certificate or note in the event of sickness. 

●​  
●​ You must be in the Training Centre for at least six weeks before a doctor's 

note will be paid. 

●​ You are entitled to 3 days certified sick leave in three months and 3 days uncertified 
sick leave in 3 months. 

●​ If you are missing from work for any other reason you could lose your place 
in the Training Centre. 

●​ If you leave the Training Centre early without having an appointment then 
you may not be paid for the day. 

●​ If you are absent for more than 2 weeks without contacting your Instructor, 
we will send a letter to you asking you to contact us. If you do not contact 
your Instructor or the Manager, you will lose your plac 

 
ALLOWANCES 
Below is an outline of allowances that will be paid to you as a trainee, according to the 
age group that you are in subject to means assessment and attendance. 

 

Age Group Full-Time € 

Course Participants Aged 16/17 Years €45.00 

Course Participants Aged 18 Years and 
over (may be subject to a means test) 

€244.00 

 
TRAVEL ALLOWANCES  

Miles/kilometers Rate/week 
Euros 

5-8 km 4.60 
8-16km 11.90 

 



 

16-32km 
32-48km 
48-64km 
64-80km 
 
METHOD OF PAYMENT 

17.60 
 ​ 21.60 

27.70 
           32.60 

●​ Trainees will be paid weekly; this is for training hours you attended the week before. 
 

●​ Trainees will be paid directly into their bank account on a Friday. 
 

Each trainee will be have access to their payslips 

 



 

 
 
●​ Week 1 No Payment 
received 
●​ Mon Tues Wed Thurs Fri 
●​ ​ 
●​ Week 2 Payment for 
week 1 
●​ Mon Tues Wed Thurs Fri 

 
Week 3 Payment for week 2 
Mon Tues Wed Thurs Fri 
SCHEDULE OF PAYMENTS 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
ENTITLEMENTS 
 
Sick Leave 

 
●​ If you are sick, you/your parent/guardian must bring in a sick cert, no payment of 

training allowance will be paid for uncertified leave 
●​ Trainees may be paid for reasonable absence for medical appointments including 

hospital visits, tests, scans and so on, payment will be made based on proof of 
appointment, attendance in the centre for part of the day may be expected 

●​ If you do not provide your Key worker with a sick cert, you will not be paid 
 
 



 

 
Other Leave of Absence 

●​ Each trainee is entitled to paid compassionate leave days for the death of a 
member of their immediate family, example: parent, brother/sister. 

 
HOLIDAYS 
Trainees are entitled to the following holidays per year. Holiday pay is decided by your 
attendance in the four weeks leading up to the holidays. The entitlement to holiday pay is 
at your Keyworker/Instructors discretion. 

 
All Bank Holidays, Easter - 1 week, Summer – 4 weeks, Christmas – 1 week 

 



 

ACTIVITIES/OUTINGS 
●​ Trainees are expected to join in activities/outings that are organised by the centre. 
●​ Within the centre, trainees are actively encouraged to suggest activities related to 

the course that they may be interested in doing. 
●​ The staff in the centre will always try to support trainees in this respect. 
●​ See outings policy on our website www.mayfieldctc.ie 

 

 
Personal Hygiene 

Personal cleanliness helps to control the growth of bacteria, which can cause disease. It 

removes stale sweat from the surface of our skin, which can cause the body to smell. 

 
During the teenage years, the oil glands become more active. A good standard of 

personal hygiene helps you to look good and stay healthy and fresh smelling. 

●​ Wash your hands often, especially before handling food, smoking and after using 

the toilet 

●​ Wash your skin every day to remove sweat especially after sports. The easiest way 

to wash your skin is to have a shower, if this is not possible wash your face, neck, 

underarms and private parts carefully every day 

●​ The use of deodorants and antiperspirants will help, but only if the skin is clean. 

Deodorants prevent sweat from developing a bad smell, while antiperspirants 

prevent sweat being formed in the first place 
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Within the centre there are a number of services that are put in place for you the trainee. 
Advocacy Service 
This service will help you with your career planning and will provide you with support when 
it is time for you to take the next step in your career. 

 
Literacy/Numeracy Service 

●​ Literacy is a word we use to talk about reading, writing, speaking, listening and 
using the computer 

●​ Numeracy is a word we use to talk about everything to do with numbers 
●​ Every trainee will do an informal assessment to see if they will need any extra time 

to work on improving their literacy and numeracy skills. 
●​ No trainee should feel left out from any Mayfield Community Training Centre 

programme or activity because of a literacy or numeracy difficulty 
●​ Please ask your Keyworker/Instructor for their advice and support, if required, they 

are there to help you. 
 

Information/Support as required 
●​ The aim of this service is to promote general health and well-being and provide you 

with information that you may need 
●​ This is provided by external support organizations 
●​ This service provides a safe place for you to talk through any difficulties you have 

inside or outside of the centre. 
●​ This environment is for support, information and personal development. 
●​ A trainee attends voluntarily and each individual will be respected and not judged 

in any way. 
 
 

Work Experience 
●​ Some Trainees will undertake project work and work experience as part of their 

training 
●​ Some trainees will work fulltime with an Employer at the end of their course, we call 

this Linked Work Experience (LWE) 

 



 

 
CHILD SAFEGUARDING STATEMENT 
The Board, Management and Staff are fully committed to the protection and welfare of 
young persons engaged in training with Mayfield Community Training Centre. We at the 
Mayfield Community Training Centre want to make sure that our trainees are protected 
and kept safe from harm while they are with staff in this organization. We do this by: 

 
 

●​ Giving parents/guardians, trainees and workers information about what we do and 
what you can expect from us. 

●​ Making sure that our staff is carefully selected, trained and supervised. 
●​ Letting parents/guardians, trainees know how to voice their concerns. 

 
 

We do this by adhering to the policies and best practice outlined in “Children First Act 
2015: National Standards for the Protection and Welfare of Children” 

 
Our child safeguarding policy is available to view at the front door of both buildings & on 
our website www.mayfieldctc.ie. 

If a student has any concerns, they may approach any member of staff and their 
concerns will be dealt with confidentially. 
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BULLY FREE ENVIRONMENT POLICY 

 
We do not accept bullying in Mayfield CTC. We do this by ensuring: 

 
●​ There will be no aggression shown towards anyone 
●​ There will be no making fun of people for any reason 
●​ Please do not gossip or spread rumours about anyone 
●​ Physical or threats of physical abuse will not be accepted 
●​ There will be no ganging up on people 
●​ Do not slag people off 
●​ Show respect 
●​ Include people in activities and do not exclude anyone 
●​ Do not laugh at anyone 
●​ Racist remarks and comments are not tolerated 
●​ Repeated inappropriate behaviour, direct or indirect, whether verbal, physical or 

otherwise will not be tolerated 
 
 

If you are being bullied or if you know anyone that is being bullied, tell a member of staff. 

The Bully is the person with the problem not you. 

Mayfield CTC Anti-Bullying Code 
 

●​ We provide a place where every trainee and staff member can feel secure 
●​ We provide a place where it is known that bullying is not acceptable behaviour 
●​ We provide a place where name calling is not tolerated 
●​ We provide a place where no one suffers abuse of any nature 
●​ We provide a place where no one is victimized 
●​ We provide a place where each trainee and staff member are supported and 

listened to 
●​ We provide a place where it is each trainee’s and staff member’s responsibility to 

ensure that all are treated equal 
●​ We provide a place where solutions to problems are the concern of all 

 



 

 
HEALTH AND SAFETY POLICY 

 
When you come to Mayfield CTC, it’s important to remember the safety and welfare of all 
people that come into the centre. Any trainee found to be responsible for inappropriate 
behaviour that could cause damage or hurt to others or to property in the centre will be 
liable to dismissal from the course. 

 
We have set out a policy to which all trainees are expected to follow: 

 
●​ You will have to wear Personal Protective Equipment/Clothing while carrying out 

some tasks 
●​ Getting a good night’s sleep each day before attending training is very important 

to ensure that you are in a fit state to undertake your training, you may be asked to 
take on light duties or leave the centre if you are not in a fit state to undertake 
training 

●​ Trainees will be expected to prevent and not to cause an accident 
●​ Ensure work area is kept safe and orderly at all times including passageways 

around your work space or desk 
●​ Adhere to all health & safety signs throughout the building 
●​ Do not wear jewellery or loose clothing that may cause an accident when you are 

carrying out a task. 
●​ Take care of your own health 
●​ Report any accidents or injuries (no matter how small) immediately to your 

keyworker or any member of staff 
●​ Smoking is only permitted outside at the exit door 
●​ All fire escapes must be kept clear 
●​ Depending on the area you are in there will be special health and safety rules 

 
 

Possessing or using dangerous weapons, firearms, or explosives 
The possession or use of explosives, fireworks, incendiary materials, or weapons (weapons 
include, but are not limited to, guns, firearms, shotguns, rifles, air rifles, paintball and pellet 
guns, tasers, and knives) by any trainee, is absolutely prohibited in the training location 
and any person found in possession will be subject to disciplinary action up to and 
including dismissal from training. 

 
Notice and Signs 

 



 

All Health and Safety signs displayed throughout the training location must be adhered to 
at all times. 

 



 

Hazard Statements 
●​ Hazard statements if appropriate are displayed in the relevant training areas. Your 

keyworker will explain these to you along with specific rules and regulations that 
must be adhered to 

●​ Please read statements and familiarize yourself with their contents 
 

The following needs to be reported to your keyworker so that you can be kept safe. 
Please be aware that the staff is here to help you and any information that you share with 
them will not be shared with other people. 

 
For Example: 

 
●​ If you are or become pregnant 
●​ If you are on any medication 
●​ If you suffer from any chronic condition or illness 
●​ If you suffer from any allergies 
●​ Anything else that you feel maybe a risk to your health. 

 
 

FIRE SAFETY POLICY 
It is very important that you know the fire escape plan. Over the course of your training 
here you will be expected to take part in fire drills. 

 
The following are the main points in the event of a fire: 

●​ Leave all belongings behind you 
●​ Never re-enter the building 
●​ Please co-operate with staff, they want to get you out safely. 
●​ Do not run 

 
 

If you hear the fire alarm: 
●​ When you are in class your Keyworker/ Instructor will ask you to leave in single file 

and will ensure that the door is closed firmly behind you 
●​ You must go to the nearest exit and gather at the designated assembly point 
●​ When you are outside, you must make contact with your keyworker 
●​ You may only re-enter the building when you are clearly told to do so by your 

keyworker/Instructor 

 



 

Trainee Code of Conduct Infringement process 
It is expected that all Trainees conduct themselves in an appropriate manner. The 
following procedure is designed to improve conduct and/or behaviour where necessary. 
The severity of the event will determine the level of action required up to and including 
suspension/termination from the course. 

 
 

Informal procedure 
Your Keyworker will discuss any attendance, conduct or behaviour issues with you. 
Suspension may be part of this informal procedure. If the informal procedure does not 
result in improved conduct and/or behaviour your Keyworker will discuss the issues with 
the General Manager and agree the next steps. 

 
 

Stage 1 -Verbal Warning 
This will be issued in cases of misconduct of a minor nature. Suspension may be part of 
receiving a verbal warning. 

 
 

Stage 2 – Contract 
For continuous infringements or serious issues in regard to behavior, if there is still no 
improvement a written contract will be issued which may include suspension. 

 



 

 
TRAINEE HANDBOOK AWARENESS STATEMENT 

 
My signature below indicates that I have made myself aware of all the policies/rules 
outlined in this handbook including Child Safeguarding, 
I am aware that for further detail on any the centre policies (which are listed below) 

I may view them on www.mayfieldctc.ie. 

●​ Centre Bullying Policy 

●​ Digital Literacy Policy 

●​ Relationship and partnership policy 

●​ Enrolment, Admissions, and Attendance Policy 

●​ Progression Policy 

●​ Child Safeguarding Policy 

●​ Integrating Literacy Policy 

●​ Responding to critical incident policy 

●​ Code of Behaviour Policy 

●​ Internet Safety Policy 

●​ Substance Misuse Policy 

●​ Complaints and Appeals Policy 

●​ Outings Policy 

●​ Work Placement Policy 

●​ Special Education Needs Policy 

 
 
 

I give consent for use my photograph in the promotion of the Mayfield Community 
Training Centre e.g. Centre website/social media/Newspaper. 

 
If I change my mind, I know that I may contact my tutor to withdraw my consent. 
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Trainee Name 
​ Date​  
(Please print) 

 
Trainee Signature​  

 
Keyworkers Signature​  
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