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Shaw Trust is a national 
charity that helps people 
facing disadvantage to find 
work, gain skills and take 
control of their futures. 

Over the last three decades we have 
become specialists in understanding and 
overcoming the obstacles to work and 
independence faced by people with a 
disability or disadvantage. Obstacles such 
as: 

• Long-term unemployment 

• Physical and mental ill-health 

• Learning difficulties 

• Lack of skills and work experience 

• Lack of self-confidence 

• Crime and social circumstances 

At the heart of our effectiveness is our 
commitment to those we help. At Shaw 
Trust we work one-on-one, tailoring just 
the right balance of practical assistance 
and emotional support. Time and 
again our support for people on their 

challenging journeys to employment has 
achieved amazing outcomes. 

Empowering people to lead more self-
reliant and rewarding lives includes 
enabling their families, communities 
and businesses to support them. Our 
specialist services are highly effective, and 
everyone benefits from a more diverse 
and engaged society. 

Our approach works. That’s why we’re 
one of the UK’s largest third sector 
providers of specialist employment 
services and one of the government’s lead 
partners in job programmes for people at 
disadvantage or with a disability. 

We work with more than 50,000 clients 
each year such as disability, ill health 
or social circumstance, and deliver 
programmes and services to thousands 
of local authorities, employers and public 
sector organisations.

Having recently celebrated our thirtieth 
anniversary, we’re proud to have helped 
more than half a million people find work 
and live more independent lives within 
their community.

About Shaw Trust

“I have learnt how to cope better in difficult 
situations and also how to keep time and focus on 
what I am supposed to be doing.”
Kelly, Student
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About Palmer Gardens

Palmer Gardens is a busy and 
successful garden centre and 
café based in the heart of 
Trowbridge, Wiltshire. 

We support local disabled and 
disadvantaged people by providing 
vocational training in real working 
environments. Allowing you to build your 
CV in a wide variety of roles such as retail, 
horticulture, office administration and 
much more.

You may decide you would like to 
concentrate on learning in one 
department or you may decide you would 
like to try a little bit of everything; we will 
work with you and focus on what you 
want to achieve. We will work with you 
to explore the different areas of work 
experience available and support you 
to decide which one fits best with your 
interests and future employment goals.

Our programme is ‘learner led’ this means 
we tailor our programmes for you and 
your specific goals and needs; allowing 
you to develop at your own pace. From 
there, we give you the opportunity to 
build upon your skills and self-confidence. 
Whilst our aim is to support you on your 
journey into work, you will always be part 
of the Palmer Gardens family and we will 
support you no matter what you go on to 
do next.

We can help you to lead a full and 
purposeful life within your community 
and support you to develop in a range of 
work based activities:

• We can help you to gain valuable 
skills

• We can help you in preparing for a 
new job

• We can help you to become a 
valuable employee

• We can support you building your 
confidence

“The staff are all warm, friendly, supportive 
and caring. Matt’s self-esteem is growing and 
maturing at Palmer Gardens. He would love this to 
be his ‘forever’ job.”
Kat, Parent
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“Having supported a learner at palmer gardens 
for over a year, I have witnessed the tremendous 
growth and development of many of its learners. 
It’s wonderful to see learners who, within a 
short space of time become more confident and 
are more able to articulate their needs. This is 
due in part to the staff and volunteers of Palmer 
Gardens, who care about each of the learners on 
an individual basis. 
It is a great joy of mine to witness friendships 
develop and flourish, there is something very 
special to Palmer Gardens.”
Ash – Support Worker
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Requirements for the programme
As long as you want to learn new skills 
and ultimately find paid employment then 
you can join any of our Palmer Gardens 
Training programmes.

Once enrolled we will supply you with:

 3 All learning materials

 3 Work t-shirts

 3 A fleece in colder weather

 3 Hot and cold drinks

Once enrolled on a programme please be 
aware that you will need the following:

 3 Waterproof clothing in bad weather

 3 Sunscreen in hot weather

 3 Steel toe capped safety boots (for 
shop and horticulture placement)

 3 Black trousers

 3 Black non-slip shoes (for catering/
hospitality placement)
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Vocational training in 
Transferable Skills

Transferable skills or “work skills” are basic skills you need 
for any paid employment. You gain these skills from almost 
everything you do in life, hobbies, interests, voluntary work etc.

At Palmer Gardens you will learn many of these skills from our café, shop or garden 
centre. When you move on to paid employment you will quickly find that these skills 
can be applied and are, in many cases, essential to many different job roles outside of 
Palmer Gardens, especially jobs where you are working with members of the public and 
customers.

We focus in particular on the skills that would make you a great employee such as:

 3 Good timekeeping

 3 Looking smart, presentable and 
wearing the correct uniform

 3 Remaining focused at work

 3 Calling in if you are late or absent

 3 Using your initiative

 3 Self-evaluation

 3 Appropriate conduct in the 
workplace

 3 Keeping your work area tidy

 3 Being confident to ask for help

 3 Attention to detail

“I love coming to Palmer Gardens and watching 
the students grow.”
Tony Palmer, Customer
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Vocational training in 
Retail

Retail is the process of selling of items to customers. It 
encompasses far more than just making sure the customer 
leaves with the product. 

Retail is also about stock management, customer services and presentation to ensure 
that customers leave happy, with a good chance that they will shop with you again.

At Palmer Gardens we offer retail training in our very busy shop. You will gain a lot of 
experience in a short amount of time.

Skills you will learn during your time with us are:

 3 Stock checking

 3 Stock rotation

 3 Taking deliveries into store

 3 Pricing items

 3 Displaying the items

 3 Using the till

 3 Dealing with customer enquiries 

 3 Ensuring the shop is tidy and 
presentable and therefore 
attractive to our customers

 3 Good customer service when 
talking to customers

 3 Taking telephone enquiries

 3 Booking in a customer delivery

Retail training along with your work 
skills training here at Palmer Gardens 
will help you to be ready for a job in a 
supermarket, high street shops, coffee 
shops, small cafés, and any other job that 
may involve working face-to-face with 
customers.



11

“I am learning to use the till and doing money 
management. I am more mature thanks to the staff 
at Palmer Gardens.”
Macaulay - Student
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Vocational training in 
Catering and Hospitality

Catering and Hospitality is heavily customer oriented. In this 
industry you will work directly with customers on a daily basis. 
Typical activities include taking orders, preparing food and 
drink, and providing a level of customer service that keeps them 
coming back for more. Often you will work as part of a larger 
team to make sure the customer is well looked after. 

Training in our café will help you develop skills you need for a future career in catering 
and hospitality. Catering and hospitality is one of the largest job sectors in the UK, there 
are lots of jobs out there for people who have experience with working in a café or front 
of house. You could find employment in cafés, coffee shops, restaurants, hotels and 
much more.

The skills you will learn during catering training include:

 3 Preparing vegetables and raw 
ingredients

 3 Cooking and preparing hot food

 3 Kitchen porter skills

 3 Health and safety in the kitchen

 3 Kitchen hygiene

 3 Stock taking

 3 Making cakes for sale

 3 An accredited Health and Hygiene 
qualification

 3 Level 1 & 2 is also available

The skills you will learn during hospitality training include:

 3 Using the till

 3 Preparing hot and cold drinks

 3 Serving hot and cold food

 3 Barista training

 3 Waiter/waitress skills

 3 Delivering excellent customer 
service confidently
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“Palmer Gardens is a nice place to work. I 
enjoy meeting customers and the staff are nice 
and friendly and help me to be confident in all 
departments. It’s an amazing place to be.”
Luke - Student
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Vocational training in 
Horticulture

Horticulture is about growing and looking after plants such as 
flowers, fruits, and vegetables. We can show you how to grow 
your horticulture skills in our large planteria and indoor plant 
area.

We have large gardens where you can grow plenty of fruit, vegetables and flowers from 
seed. The produce you grow at Palmer Gardens will be used in our café and you can also 
build your skills in customer service while selling these items on our produce stall.

Horticulture training could lead to employment in garden centres, large retailers with 
garden departments, florists, nurseries, or a job as a gardener.

The skills you will learn during horticulture training include:

 3 Plant identification

 3 Planting seeds

 3 Growing fruit and vegetables

 3 Harvesting produce

 3 Planting flowers

 3 Watering

 3 Putting out stock

 3 Pricing stock

 3 Taking deliveries

 3 Customer enquiries

 3 Maintaining plant stock in a retail 
environment
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“Palmer Gardens approach is holistic, they 
understand the challenges our young people 
face and provide a nurturing environment to 
help them learn strategies to manage the wider 
world. Their success lies in the friendly, caring 
and encouraging way they do this. They are a 
family which ensures everyone reaches their full 
potential. We think they are great.”
Jackie, Parent of a learner



16    

Palmer Gardens Training Programme Prospectus

Vocational training in 
Office Administration

Office administration is a set of day-to-day activities that help a 
business run, this includes, record keeping, data inputting, filing, 
answering phones and taking messages. Depending on the line 
of work it can also include preparing for meetings and events, 
organising marketing materials, setting up meeting rooms and 
making teas and coffees often with an overlap of catering and 
hospitality based skills.

Running a busy garden centre creates a lot of administrative work. Tasks such as 
preparing customer orders, stock management, marketing and more will keep you busy 
and help you develop the skills and confidence needed to work in this field.

Training in office administration skills can lead to employment in offices, receptions, and 
many other jobs that require a level of professional conduct, organization and problem 
solving.

The skills you will learn during office duties and administration training include:

 3 Using Microsoft office

 3 Data inputting

 3 Emails

 3 Answering the phone

 3 Calling customers

 3 Filing

 3 Organisational skills

 3 Preparing for meetings on site

 3 Greeting guests

 3 Signing visitors in and out

 3 Preparing documents

 3 Attention to detail

 3 Photocopying
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“My son took part in two conferences with Palmer 
Gardens which he thoroughly enjoyed and which 
gave him a chance to practice everything he had 
been taught. His customer service skills are above 
and beyond and dealing with people is now not a 
problem. The staff at Palmer Gardens are brilliant- 
they go above and beyond to cater a package for 
everyone and nothing is too much trouble.”
Caroline Murrell, Parent
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Vocational training in 
Housekeeping

A housekeeper or cleaner is a type of domestic worker who 
cleans homes or commercial premises.

At Palmer Gardens we have customer and staff areas that need to be kept clean and tidy, 
ensuring we have a nice presentable working area and all areas are hygienic and clean.

Areas at Palmer Gardens where you complete your housekeeping training include the 
café, customer and staff toilets, break rooms, offices, training rooms and customer areas 
such as the shop.

The skills you will learn during housekeeping training include:

 3 How to recognise when an area 
needs to be cleaned

 3 Record keeping and updating

 3 The risks of cross contamination

 3 How to keep yourself and your 
customers safe

 3 COSHH records

 3 Personal protective equipment 
(PPE)

 3 Managing your own working day

 3 Attention to detail

 3 Identifying correct cleaning 
products

Training in housekeeping and cleaning 
may lead to employment in jobs such 
as window cleaners, office cleaners, 
housekeepers, hotel work and general 
shop assistants. Cleaners often work 
when the people who otherwise occupy 
the space are not around. They may clean 
offices at night or houses during the 
workday.
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“Supporting students at Palmer Gardens has been 
a pleasure. The opportunities they offer these 
young adults are a great stepping stone for them. 
They are taught responsibilities, health and safety 
and customer service just to name a few skills. 
 
I have supported a specific student over the last 
two years and the progression he has made has 
been excellent, this is due to the brilliance of the 
staff that work at Palmer Gardens, I would highly 
recommend any young adult to come and learn 
these skills at Palmer Gardens.”
Andrew Perrett, Support Worker
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Vocational training in 
Deliveries

Deliveries are an essential part of any retail business. How else 
can you make sure that you are getting your products into the 
hands of your customers safely and on time?

At Palmer Gardens, when customers buy items they sometimes ask for them to be 
delivered, especially if these items are really big or heavy such as lots of bags of compost 
or furniture. We deliver these items locally to their homes and places of business but safe 
handling both for others and yourself is very important.

Training in delivery skills could lead to employment in offices, warehouses, supermarkets, 
and food delivery.

The skills you will learn during Deliveries training include:

 3 Manual handling

 3 Customer service

 3 Organizational skills

 3 Health and safety

 3 Time management

 3 Route planning

 3 Product recognition and picking

 3 Loading the van safely
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“Farleigh FE College, Frome have a close working 
partnership with Palmer Gardens and students 
continue to enjoy and gain valuable employability 
skills through work placements. Palmer Gardens 
are able to offer a range of work placements and 
the students flourish in an environment where 
they are able to use their strengths and gain 
further valuable new skills.”
Caroline Scott, Head of college, Farleigh Further Education 
College (Frome)
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Theory Sessions

Our Theory Sessions come in the form of teaching sessions, 
group work and booklets for you to work thorough. As with all of 
our training these can be completed at your own pace with our 
support, in small groups or one-to-one scenarios.

The subjects covered are linked to the Vocational Training highlighted in this prospectus 
but we additionally offer Theory Sessions in the following subjects::

 3 Health and safety in the workplace

 3 Handling money in retail

 3 Facing up in retail

 3 Rights and responsibilities of an 
employee

 3 Effective communication

 3 Interview skills

 3 Work skills

 3 Watering in horticulture

 3 C.V. writing

At Palmer Gardens we offer certification for each unit you complete 
alongside the valuable work experience that you gain for your CV.

Additional qualifications

 3 Manual handling

 3 Health and hygiene level 2

 3 First aid at work

 3 Fire awareness



23

“It is a fantastic way to build employability 
skills, we as a team, have placed customers in 
Palmer Gardens to gain valuable, transferable 
skills in many different areas, ranging from 
cleaning and watering plants to maintenance and 
café experience. We have nothing but positive 
feedback from our customers.”
Marnie Kemp, Community Connecting Team Leader, 
Employment and Community Skills, Special Educational Needs 
and Disability Service, Wiltshire Council
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Assessment and Feedback

During your time at Palmer Gardens we will assess all your work skills and the tasks 
you have completed. We do this with you to help you to see your progress in each 
department to support you to understand what you need to do to become independent 
in each area and ready for work. The ability to be able to ‘self-evaluate’ your progress is 
another valuable skill in the workplace.

We call these assessments ‘Traffic Lights’. Everything you do is assessed with a colour, 
these colours are:

RED
You receive this 
colour if you are 

trying a task for the 
first time or if you 

need full support to 
complete this task.

AMBER
This is for tasks 

that you only 
require a little 

bit of support to 
complete or maybe 
just a reminder to 

complete it.

GREEN
This assessment 

colour is for tasks 
you can complete 

independently 
with no support or 
prompts from us.

We can use these results to show you how well you are doing and the steps you are 
making towards being ready for employment:

We can also use these graphs and results to send reports on your progress back home 
or to your college, schools, social workers or anyone else involved in your placement so 
they can see how well you are doing.

Shop: Using the till

34% 38%

28%
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Code of conduct

Staff at Palmer Gardens will work with you to recognise required standards of behavior 
in employment and support you to achieve professionalism in the work place in a 
supportive environment. Palmer Gardens is a real working environment, all learners and 
staff are expected to act in a professional manner at all times.

This includes:

• Behaving and speaking in a way that 
does not offend others e.g. using 
foul/abusive language, sexist or racist 
behaviour or anti-social behaviour 
such as spitting

• Wearing PPE (Personal protective 
Equipment) each day

• Treating everyone with respect

• Arriving on time each day and for 
each session

• Good attendance

• Informing the training office if you 
are absent or delayed

• Treating all property with respect

• Following Health and Safety rules at 
all times

• Asking for help if you need it

• Never leaving site without telling a 
member of the training department 
first

“I really enjoy coming to Palmer Gardens because 
it’s a nice place and I enjoy learning new things.  
I have learnt lots of stuff, watering, marking up 
sale stock, displaying plants on benches and 
facing up.”
Jack - Student
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Placement details

Training takes place Monday to Friday. 
You will need to be on site, in your 
uniform and ready to start at 9.30am and 
the day finishes at 3.15pm.

When you join our training programme 
you can do as many or as few days as you 
would like, we will work with you to agree 
your timetable before you start.

We also offer half days for learners who 
do not feel a full day is suitable, the times 
for a half day are:

MORNING
9.30am to 12.45pm

AFTERNOON
12.45pm to 3.15pm

If you would like to join the training 
programme but are worried about 
funding please contact us to see what 
options are available for you.

Our placements don’t have an end date 
or a time limit because everyone is 
different and your training is tailored to 
suit you. We will support you to get ready 
for work at your own pace.

The training department is open 50 
weeks a year. We do not train in line with 
academic timetables because this is not 
realistic in work; nearly all employers are 
open all year round and do not close 
for summer, half term or end of term 
holidays.

We are not open on bank holidays or for 
2 weeks over Christmas, but we will let 
you know these exact dates during your 
induction.
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Referrals and admissions

If after having read this prospectus you 
feel that our training programmes are for 
you then we would be more than happy 
to arrange an informal meeting and tour 
of Palmer Gardens, to show you around 
and show you what to expect. You can 
also meet staff and students.

After your meeting we can then arrange a 
‘taster day’ where you can come and try a 
day to see what you think and help you to 
decide if you would like to then enroll on 
our training programmes.

Who can refer a young 
person for a placement?
Anyone can refer someone to Palmer 
Gardens for a placement. Since opening 
the programme we have had referrals 
from:

• Social workers

• Support workers

• SEND lead workers

• Family members

• Foster parents

• Job coaches

• Education providers such as 
secondary schools, specialist colleges 
and colleges
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Matthew joined Palmer 
Gardens in 2015; he was 
16 years old when he 
enrolled and a student 
transitioning from 
Springfield’s academy to 
Wiltshire College Lackham.

He was struggling to 
engage in the classroom 
and was highly anxious 
about a further two 
years of classroom based 
education. Since taking 
up a placement at Palmer 
Gardens alongside 1-day 
at Trowbridge College 
completing his Maths 
and English, Matthew has 
excelled in his vocational 
training.

On enrollment Matthew’s 
confidence in his own 
abilities was very low, this 

led to him being very wary 
of attempting new tasks, 
however with support and 
encouragement his self-
confidence has greatly 
improved, he is now 
regularly and confidently 
engaging with staff, peers 
and customers and as 
a direct result is now 
delivering to customers 
in their homes, working 
confidently and semi 
independently on the tills, 
serving customers food in 
our café and dealing with 
customer enquiries.

Matthew has become a 
highly motivated young 
man whose attitude to 
work is exemplary and 
now has a full time job in 
Sainsbury’s.

Matthew’s words…

“I struggle working in 
a classroom because I 
prefer to work outside 
and I don’t like reading 
and spelling.

It’s better at Palmer 
Gardens than being in 
a classroom because 
I learn better actually 
doing the work.

I don’t mind reading 
and spelling now when 
I am doing my theory 
sessions because the 
groups we work in are 
so small.

The best thing I have 
learnt here is how to 
use the till and serve 
customers and using 
the till has helped me 
with my maths.”

“For several years learners 
from our Foundation and 
Engagement programmes 
have been placed with 
Palmer Gardens to gain 
specific work experience in 
horticulture, catering and 
retail, both as a complement 
to their individual college 
course programmes and to 
further embed English and 
Maths in a practical setting.

Invariably they have 
found Palmer Gardens to 
offer a cheerful, helpful 
environment and a positive 
learning experience. The 
training they have received 
has been of high quality with 
strong attention given to 
individual placement design, 
supportive and professional 
supervision and excellent 
liaison.

These experiences have 
markedly strengthened our 
learners’ self-confidence 
and overall development 
and, in a number of cases, 
contributed substantially 
to their later entry into 
employment.”

Steve Payne - Foundation training coordinator, Wiltshire College and Ian Morris - Open 
Doors/Transitions Coordinator, Wiltshire College

Matthew’s journey so far
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Luke joined Palmer 
Gardens in 2013 when 
he was a student at St 
Laurence secondary 
school in Bradford-on-
Avon.

Luke struggled to engage 
in the classroom and 
became disruptive and 
as a result disrupted 
his peers from their 
academic work. Palmer 
Gardens was approached 
by his personal assistant 
from St Laurence school 
who wanted to find an 
alternative education 
route to help Luke to 
engage on a daily basis.

During his time at Palmer 
Gardens, Luke became 
much more settled and 
focused; he clearly thrives 
in an environment where 
he is given the opportunity 
to be physically active 
while at the same time 
learning.

Luke is now working three 
days a week in Sainsbury’s 
in their café. When asked 
about his new job and 
the skills he has needed 
he said “Palmer Gardens 
taught me a lot that 
helps in my new job 
but especially customer 
service, that’s what has 
helped the most”.

Luke’s words…

“I like to be outside 
because being inside a 
classroom all day would 
make me frustrated and 
I would mess about, 
this stopped me and 
other students from 
working.

At Palmer Gardens I 
have learnt how to use 
equipment, looking 
after plants, using the 
till and good customer 
service.

Being at Palmer 
Gardens has helped 
me hugely to act 
appropriately at work.”

“Luke was a year 10 student 
in my charge who was 
struggling with the demands 
of an academic curriculum. 
As part of his educational 
package it was decided that 
he could do a day a week at 
Palmer Gardens.

At Palmer Gardens Luke was 
mixing with adults within 
the work environment and 
also dealing with customers. 

He then learnt to work 
independently and was 
taught a number of skills 
such as using a till, handling 
money, stock rotation as well 
as plant care.

Luke’s confidence grew 
enormously while working 
there and his communication 
skills improved immensely. 
Luke attended Palmer 
Gardens during years 10 and 

11 for one day a week.

The school was most 
appreciative of the 
opportunity offered by 
Palmer Gardens, It allowed 
a vulnerable student to 
achieve successes which are 
life changing, and we hope 
to be able to build on the 
work done to enable other 
youngsters to thrive in an off 
school environment.”

Sharon Harper, St Lawrence School, Bradford-On-Avon, Wiltshire

Luke’s journey so far
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Mathew was part of the 
training programme at 
Palmer Gardens for two 
years. Before joining 
us in 2013 he attended 
Larkrise community 
farm, Lufton College and 
Lackham College and also 
volunteered at Help the 
aged.

During his time at Palmer 
Gardens there wasn’t 
any part of the course he 
didn’t try his hand at, this 
included retail, hospitality, 
catering and horticulture 
training.

Mathew also took part 
in a Shaw Trust ‘all staff 
conference’ in Manchester 
where he exhibited 
artwork produced by the 
students and networked 
confidently with over 2000 

Shaw Trust employees 
informing them of what he 
did at Palmer Gardens.

After leaving Palmer 
Gardens, Mathew was 
successful in getting a 
job at Costa Coffee in 
Trowbridge as part of 
their temporary Christmas 
hour’s contracts. After 
leaving Costa, Mathew 
went on to work in a 
café in Melksham called 
Butterylicious. As part of 
his role, Mathew delivers 
customer orders to their 
places of work, washes 
up, cleans tables, does 
the shopping, maintains 
a good standard of 
housekeeping and 
greets and talks to the 
customers.

“Working at Palmer Gardens 
definitely boosted Mathews 
confidence and gave him the 
people skills he uses today

His customer service skills 
are above and beyond and 
dealing with people is now 
not a problem.

The staff at Palmer Gardens 
are brilliant- they go above 
and beyond to cater a 
package for everyone and 
nothing is too much trouble.”

Matthew’s Mum

Matthew’s journey

Matthew’s words…

“I loved working at 
Palmer Gardens, 
especially in the café. 
I miss all the students 
and staff but I really 
miss talking to the 
customers.

My best memory was 
growing the Gourds 
because they looked so 
funny and going to the 
award ceremony when 
we won Trowbridge in 
Bloom.

I really enjoy my new 
job because it’s a great 
atmosphere and I get 
to try new things, it 
makes me feel happy 
and have pride to 
have paid employment 
because I have more 
independence.”
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Meet the Training Team

Contact us
If you would like to discuss a possible placement on the training programme or have any 
questions regarding anything in this brochure please contact us at:

Training Department 
Palmer Gardens 
Islington 
Trowbridge 
Wiltshire 
BA14 8QJ

Telephone: 01225 716316 
Email: training.department@shaw-trust.org.uk

Shaw Trust Registered Charity no. England and Wales: 287785

Emma Black
Training Manager

Craig Davies
Supervisor

Melanie Pollock
Supervisor

Ben Bradshaw
Supervisor


