LEP Buddying Scheme Role & Guidelines

1. Who qualifies to be a buddy?

A staff member either within the Team recruiting an LEP employee or in the same department, who has been/is:

· Employed for more than 12 months 

· A good ambassador for the department

· Well thought of by and accepted by peers

· A good listener

· Open and honest

· Non-judgemental

· Empathetic

· Patient

· A Motivator

· Whose career aspirations include the goal to become a manager or managers who would like more direct staff involvement

2. Benefits of being a buddy

· Increased motivation and sense of achievement
· A raised profile within the Council
· Professional development
· A great understanding of diverse groups
· Opportunities to feed into and improve the Buddy Scheme 

3. Role of a Buddy and Line Manager:

The Buddy

To provide the essential third tier of support to any new colleagues gaining employment through the LEP Scheme for up to two years, to assist them to sustain employment. Research indicates that those coming off benefits are likely to return if not well supported during the first two years.

Support would take the form of:

· Welcoming the new recruit on their first day of employment and assisting them to build rapport with existing colleagues through introductions. Being a lunch/break companion on their first day at least.

· Giving guidance around the ‘unwritten rules’ existing in the workplace environment such as tea and coffee etiquette, realities of dress code etc. Thought needs to be given by each department on this, perhaps in a weekly team meeting (see Unwritten Rules document).

· Assisting the line manager to complete the new employee’s Induction training. Supporting and reinforcing the basic training that a new employee receives, such as identifying where people tend to each lunch, where the kitchen is, first aid box etc.

· Providing encouragement and feedback if the new recruit appears to be experiencing difficulties with their tasks, work load or seems uncomfortable.

· Reporting to the line manager any risks to the new recruit remaining in employment – the manager can then liaise with the supported employment agency, if necessary.

· Completing the relevant paperwork in an accurate and timely manner.

· Attend meeting where necessary with the line manager, LEP employee and supported employment agency.

· Please Note. If the necessary support for the person seriously encroaches on the Buddy’s ability to fulfil their existing job role, this needs to be highlighted to the LEP Project Manager so that they can advise the supported employment agency and ensure external support is provided.
The Line Manager

· Recruitment of LEP candidate

· Organising for the LEP candidate to come in before their first day of work and be introduced to the Buddy/ies and rest of Team

· Review with LEP candidates (One per week for first couple of weeks; monthly for first 6 months and bi-monthly for up to two years)

· Reporting back any issues to the Supported Employment Agency

· Supporting the buddy in developing their management skills by formally recognising the professional development in the staff appraisal system and referring them to any appropriate training courses

· Releasing the Buddy to fulfil their buddy obligations and sit on the BHCC Buddy Forum

· Health & Safety Inductions

· Ensuring that the LEP candidate completes an evaluation form at the end of their buddy experience

· Feeding back suggestions on improvements to the LEP Project Manager

· LEP candidates overall performance

· LEP candidates’ time keeping

· LEP candidates career progression

· LEP candidates NVQ/Apprenticeship learning

4. Buddy Referral Process

· Department/Team has a vacancies to be filled through the LEP programme
· Manager responsible for role identifies a member of the department/team who wishes to develop management skills or has existing management skills
· Manager refers staff member to LEP Project Manager for Buddy Training
· Both Manager and staff member sign LEP Buddy Scheme agreement with LEP Project Manager
· In the event of this staff member leaving or wishing to cease their Buddy Role, the line manager simply identifies another staff member and refers them through to the LEP Project Manager (dependent on the LEP candidates needs).
5. Boundaries and Confidentiality

Boundaries can be defined as the ‘ground rules’ of a relationship, where certain things are permitted and others are not. As humans we set boundaries to maintain our general well being and to protect ourselves from intrusive or harmful behaviour of others.

When working with your LEP candidate please adopt the following practices:

· Do not assume you will know their support needs without asking them first

· Do not give out your home address or personal contact details

· Do not give lifts to and from places in your private car

· Do not visit a LEP candidate at home or meet with them socially; your time needs to be restricted to work and on work premises or at work events

· Do not reveal any personal information about yourself that is confidential

· Do not disclose personal information about other members of the team/department

· Do not lend any money

· Do not ask them personal questions relating to their accommodation or families, as they may have experienced chaotic and difficult pasts. Stick to safe subjects like personal interests until they volunteer this information

· Do not discuss any of their personal information with colleagues, friends or family; they are seeking to move on and further develop their lives and self esteem

· If they start to divulge information of a personal nature that you feel uncomfortable with or could impact on their ability to do their job, remind them of your role and that you may need to raise this with the Line Manager

6. Common Issues and Concerns for LEP Candidates entering employment

The following information is to give you an insight in to any issues your LEP candidate might have to manage in the first few weeks of work:

· Getting adjusted to a new routine

· Sleep deprivation brought on by increased anxiety of the new experience and wanting to do well

· Current residence is full of people not working and therefore not sympathetic to someone trying to work

· Limited money whilst coming off benefits and making transition to paid employment

· Those with existing caring responsibilities will have the added pressure of getting everyone involved in a new routine

· Suitable clothes to wear for work

· Concerns about how they will fit into the existing Team, will colleagues like them/judge them/know private details about them etc

7. Potential difficult situations

The following information provides some examples of potential situations, which could arise and tips on how to handle them:

· The LEP candidate has been late for work two days consecutively

a. Take then to one side and ask them if there are any problems you can assist them with

b. Refer any work related problems to their line manager

c. Refer them to the supported employment agency for any other problems, either direct or through the line manager (benefit, housing issues)

· The LEP candidate is not following instructions and fulfilling their work responsibilities
a. Advise their line manager to determine what the issues are
· The LEP candidate is giving you too much detail about their personal circumstances and making you feel uncomfortable 

a. Remind them of you buddy role and refer to the agreement outlining you responsibilities

b. Contact Engage referral agency and advise to they can manage the situation

· The LEP candidate has personal hygiene issues

a. Contact supported employment agency to discuss how best to resolve the situation without causing embarrassment to either yourself or the candidate
8. Support and Development for Buddies

The following support is available to you as a buddy:

· Buddy Training on your role

· Clear and concise guidelines on your role and responsibilities

· Time to carry out your role

· Recognition of personal development in formal staff appraisal system

· Priority for any related training on offer such as NVQ Assessor or Verifier training

· A Buddy Forum, to network with other buddies across the Council 

9. Associated Paperwork

· Buddy Role Agreement
· Buddy Scheme – Unwritten Office Rules
· Buddy Train the Trainer Presentation
· Buddy Review Form
· LEP Candidate Buddy Scheme Agreement
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