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An introduction to the scheme, FAQs and

LEP Buddy resources & tools
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Introduction

The Local Employment Partnership (LEP) is an initiative that aims to assist long-term unemployed residents back into work. Brighton & Hove City Council is the first council in the South East of England to sign-up to the scheme and is committed to working in partnership with both Jobcentre Plus and the Engage Partnership to support marginalised local residents into sustainable employment. The Council will target the following groups:

· Long-term unemployed

· Over 50s

· Lone parents

· Those with disabilities – both physical or learning

· Those with mental health issues

· Young people not in education, employment or training (NEETS)

· Black & minority ethnic

· Ex-substance misusers

· Ex-offenders

· Homeless

Through Jobcentre Plus and the Engage Partnership the Council is able to promote employment opportunities to people from these target groups within the local community. Successful candidates are offered paid employment, with accredited training and support provided.

The Engage Partnership is a forum of local supported employment agencies, where candidates can access pre-employment training and advice to ensure that they are work-ready before applying for employment opportunities within the Council.

From day one, the LEP Buddy Scheme is key to the success of an LEP candidate in the workplace. Research has shown that people returning to work after a long period of unemployment are more likely to return to benefits within the first two years if they are not well supported.

The LEP Buddy Scheme provides that extra layer of support for LEP candidates by making sure there is someone in their team, other than their Line Manager, who is available to listen to their questions and concerns and provide guidance and support. A buddy will play a vital role in shaping an LEP candidate’s experience of employment and building their confidence in the workplace.

The following pack provides answers to FAQs about the scheme and how to become a buddy. Also enclosed within this pack is useful guidance on the kinds of things a buddy needs to consider and tips and tools to help every buddy provide the best possible support for their LEP candidate.



FAQs


Who can become a buddy?

Any member of Council staff, regardless of job role or seniority can become a LEP buddy as long as they are working within a team or department that is recruiting an LEP employee.

LEP buddies are likely to be members of staff who are considered to be good ambassadors for their department and are well thought of by their colleagues.

To become a buddy you must meet the following criteria:

· Participation in the scheme is approved by your manager

· Employed by the Council for more than 12 months

· A good listener

· Open and honest

· Non-judgemental

· Empathetic

· Patient

· A Motivator

What are the benefits of being a buddy?

Becoming a buddy provides an opportunity to gain understanding and experience of some of the roles and responsibilities of a line manager and may be of particular interest to anyone who is interested in becoming a manager in future. Buddying also offers an opportunity for existing managers who may wish to have more direct staff involvement. This professional development will be recognised through the Council staff appraisal system and buddies will be offered the opportunity to attend appropriate training courses.

Buddies often feel more motivated and gain a real sense of achievement from supporting their LEP candidate through the first weeks and months of their new working life. The role of buddy also helps to raise a member of staff’s profile within the Council whilst offering an opportunity for professional development and to gain greater understanding of the diversity of groups who live within our city.

How do I become a buddy?

In order to become a LEP buddy a vacancy that may be suitable for an LEP candidate must be identified within your team/department. Once this vacancy has been identified, the line manager for that post then identifies a member of staff that meets the criteria above and would be suitable to becoming a buddy.

Once a member of staff has been approved as a buddy the line manager will refer them on to the LEP Project Manager for Buddy Training. Following successful completion of the training the line manager and member of staff sign a LEP Buddy Scheme agreement with the LEP Project Manager.

If you are interested in becoming a buddy then it might be a good idea to register your interest and discuss this with your manager at your next supervision or 1-2-1.



FAQs


What support does a buddy receive?

As a LEP buddy you will receive the following support:

· Buddy training on your role.

· Clear and concise guidelines on your role and responsibilities.

· Time/capacity within your current workload to carry out your buddy role.

· 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.

Will I be given time for my buddy role in my workplace?

Yes. Becoming a buddy will mean additional roles and responsibilities in the workplace. Your line manager should take this into account and ensure that you have sufficient time, capacity and support to meet your responsibilities as a buddy.

What if the person I am buddying needs more support than I have time to give?

It is possible that your LEP candidate will need more support than expected and this may affect your ability to fulfil other work commitments. If this is the case then it is important that the LEP Project Manager is advised so they can raise this with the supported employment agency and ensure additional external support is provided. You can contact the LEP Project Manager direct or you can ask your line manager to do this if you prefer.

How long would I buddy a LEP candidate?

You would buddy a LEP candidate for a maximum of two years but the exact length of time will vary from person to person dependent on their individual needs. 

What if I want to stop being a buddy?

LEP candidates benefit from consistency and we would hope that their buddy would be able to support them for as long as they are needed. Should a member of staff leave the Council or wish to cease their buddy role, their line manager should identify another member of staff to take over the role of buddy and that member of staff be referred to the LEP Project Manager for Buddy Training.



LEP Recruitment Process
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LEP Buddy Resources

The following are quick reference guides to roles and the kinds of issues that may arise, tips on how to handle tricky situations and suggestions of how to help an LEP candidate get the most from their buddy.




LEP Buddy Resources


Roles & Responsibilities

Buddy

· Welcoming the new LEP candidate 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 ‘informal 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 ‘Unofficial Office Rules’ tool). 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 candidate and the supported employment agency.

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 candidate’s overall performance.

· LEP candidate’s time keeping.

· LEP candidate’s career progression.

· LEP candidate’s NVQ/Apprenticeship learning.



LEP Buddy Resources


Ground Rules

Confidentiality and how to set boundaries

It is important to define the boundaries, the ‘ground rules’ of what is and is not permitted in a relationship. As humans we set boundaries to maintain our general well being and to protect ourselves and others from intrusive or harmful behaviour.

When you buddy a LEP candidate you are establishing a new relationship with a new work colleague and it is important that you follow these guidelines when establishing the boundaries of your buddy/candidate relationship.

· 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.


LEP Buddy Resources


Common Concerns

Issues that your LEP candidate may be facing

It is important to remember that for many LEP candidates the workplace may initially be an unfamiliar and unsettling environment and they may be experiencing a range of concerns and issues that might not immediately be apparent.

As a Buddy it is important that you are aware of the kinds of things your LEP candidate might have to manage in the first few weeks of work:

· They are adjusting to a new routine.

· They may be experiencing sleep deprivation brought on by the increased anxiety of the new experience and wanting to do well.

· Their current residence may be full of people not working and therefore not sympathetic to someone trying to work.

· They may have 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.

· They may be worrying about having suitable clothes to wear for work.

· They may have concerns about how they will/are fitting into the existing Team, will colleagues like them/judge them/know private details about them etc.



LEP Buddy Resources


Flashpoints

Common issues and tips on how to tackle tricky situations

Some LEP candidates may find adjusting to the workplace very challenging and this may throw up some difficult and tricky situations. It is important that a buddy considers the kinds of issues that may arise and how they might respond.

Below are a few examples of the types of situations a buddy may face and tips on how best to handle them:

The LEP candidate has been late for work two days running

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

· Refer any work related problems to their line manager.

· Refer them to the supported employment agency for any other problems (e.g. benefits, housing issues), either direct or through their line manager.

The LEP candidate is not following instructions and fulfilling their work responsibilities
· Advise their line manager of your concerns so that any issues can be identified and addressed.
The LEP candidate is giving you too much detail about their personal circumstances and making you feel uncomfortable 

· Remind them of your buddy role and refer to the agreement outlining your responsibilities.

· Contact the supported employment agency and advise so they can help manage the situation.

The LEP candidate has personal hygiene issues

· Contact the supported employment agency to discuss how best to resolve the situation without causing embarrassment to either yourself or the candidate.




LEP Buddy Toolkit

The following is a series of tools which you can use to agree the ground rules with your LEP Candidate, monitor their progress and record what you have discussed in your regular sessions.






	Unofficial Office Rules

Page 1 of 2

This form should be completed before

a LEP candidate joins the team.
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	TIP: It may be useful to complete this form at a team meeting so the whole team can contribute.




	Position:


	

	Department:


	

	Service Area:


	

	Who manages the department?


	

	Who are the buddies in the department?


	

	Environment:

	Please give a brief description of the office environment; busy, quiet, open plan, which floor, etc?



	Extra responsibilities outside the job description:

	Please list any extra responsibilities such as managing petty cash, managing the tea and coffee budgets,

watering the office plants, etc



	IT Restrictions:

	For example, can employees use the Council internet access for personal use during break times?



	Office dress code:

	For example, can employees wear jeans, trainers? Can employees dye their hair any colour they want? 

Can employees have visual piercings/tattoos?





	Unofficial Office Rules

Page 2 of 2
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	Hours of work:

	Do people tend to just work normal office hours or work overtime? When do people take lunch? Unofficial breaks?



	Personal appointments:

	If employees need time off to go to the doctor, dentist etc are they expected to give this back through flexible working?



	Break times:

	Where do people go for breaks or lunch? Do people bring their own lunches? Where are employees allowed to smoke?



	Etiquette around managing personal affairs at work:

	Everyone from time to time needs to organise personal affairs during the working day, how does this work in this department/team? Is there anywhere private where employees can go to make personal phonecalls?



	Any other relevant information:

	



	LEP Candidate / Buddy

Scheme Contract

Page 1 of 4
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	TIP: Refer to attached guidance on confidentiality, standard of conduct etc whilst completing this form




	Buddy:


	
	LEP Candidate:
	

	We agree to work with one another in accordance with the Ethical Framework for Brighton & Hove City Council LEP Buddy Scheme. 

In addition, we agree to the following.



	Service Area:


	Details of agreement

	Total number of sessions


	

	Session frequency


	

	Length of sessions


	

	Venue(s)


	

	Responsibility for arranging dates


	

	Note-taking


	

	Confidentiality


	

	Interim contact between sessions


	

	Cancelling sessions


	

	Buddy access needs


	

	LEP Candidate access needs


	


This contract may be terminated by either party at ____ days’ / weeks’ / sessions’ notice, though both parties will endeavour to continue or stop the relationship by mutual agreement as far as possible. 

In the event of difficulties that cannot be resolved together, support protocols will be followed as given in the Ethical Framework. 

Signed:







 LEP Candidate
Signed:







 Buddy
Date:









	LEP Candidate / Buddy

Scheme Contract Guidance
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Ethical Framework

This statement sets out a series of expectations under which buddies and LEP Candidates agree to conduct the relationships they form as part of the Brighton & Hove City Council LEP Buddy Scheme. It constitutes an ethical context in which buddying can take place in a way that protects the interests of LEP Candidate, Buddy, third parties and the Council
1. Confidentiality

a) Content of sessions and interim communications, including material shared by the buddy, which may be sensitive, should be treated as highly confidential with only a few exceptions (as detailed below).

b) Confidentiality will be breached only in the following circumstances: 

· Where the health or safety of buddy, LEP candidate or a third party requires it

· Where either party has grounds to believe that there is a child or adult protection issue which requires it

· In case of serious professional misconduct or criminal act by buddy or LEP candidate which comes to light during the buddy relationship

· If required by a court of law

Even in the circumstances outlined above, any breach of confidentiality should be discussed by buddy and LEP candidate before it is undertaken, unless to do so could result in danger to life or limb of buddy, LEP candidate or a third party.

In addition to these limits to confidentiality:

· An LEP candidate may wish to share some content of a session with a third party in the interests of their development – where this includes information shared by the buddy this should be with their prior agreement.

· A buddy may wish to share an issue from the buddy relationship within their staff appraisal sessions, with other buddies and the LEP Project Manager, in order to aid their own development as a buddy – this should only be done where the anonymity of all interested parties (including the LEP candidate) can be preserved and with prior agreement by the LEP candidate.

2. A buddy-led process

a) The buddy’s role is to respond to the LEP candidate’s developmental needs and agenda – not impose their own agenda. 

b) The LEP candidate, in turn, must take responsibility for his/her own learning and for managing the relationship with the buddy’s support. 



	LEP Candidate / Buddy

Scheme Contract Guidance
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3. Contract

a) Buddy and LEP candidate will agree between them a buddy contract that covers at least all of the expectations included in the template contract provided in this pack.

b) If buddying pairs decide to continue their relationship beyond the number of sessions originally agreed in the contract, they will negotiate and agree a new contract to cover the number of sessions they intend to use.

4. Commitment

a) The buddy and LEP candidate will demonstrate full commitment to the buddy process. This means: 

· Treating meetings and buddying commitments as a top priority

· Turning up in good time for meetings

· Informing each other of unexpected absence

· Carrying out agreed actions, or explaining why these could not be carried out

· Preparing before sessions

· Adequate reflection and note-taking after sessions 

b) The buddy will make him or herself available to the LEP candidate, both at session times and in between, by arrangement.

c) Buddies and LEP candidates are expected to meet at least once a week for the first couple of weeks and then once a month for up to two years. In most cases, sessions should last up to one hour and no longer than two hours.

d) Buddies and LEP candidates both reserve the right to end the relationship at any time.

e) In normal circumstances, the person deciding to end the relationship should explain their reasons both to their buddy/LEP candidate and to the LEP Project Manager, supported employment agency and Line Manager.

f) In extraordinary circumstances, the person wishing to end the relationship may explain their reasons first to the appropriate contact person, following which, other action may be considered.

g) If buddy or LEP candidate together decide that the relationship should end before the programme is over, they should explain their reasons to the LEP Project Manager and Line Manager.



	LEP Candidate / Buddy

Scheme Contract Guidance
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5. Standard of conduct
a) The buddy relationship is a workplace relationship and, as such the individuals involved must conduct themselves with regard to all relevant Council policies including the Harassment Policy and Health & Safety Policy.

b) The buddy and LEP candidate will treat each other with respect. Any behaviour deemed offensive by either party on grounds of race, gender, gender identity, sexual identity, disability, class, age, religion or belief or on any other grounds is not acceptable in the buddying relationship. 

c) Buddy and LEP candidate are encouraged to challenge each other constructively on these and other issues of importance. However, if an issue arises which cannot be resolved within the relationship, or deserves third party attention, the buddy or LEP candidate should make use of the ongoing support available from the LEP Project Manager, supported employment agency or Line Manager. Under no circumstances should buddy and LEP candidate take their grievance about each other, naming the other person to another party outside of these arrangements. 

d) The buddy will not over-state his or her competence or give ungrounded advice. The LEP candidate will consider any advice from the buddy carefully. The LEP candidate will not place the buddy in a difficult position by asking for information or assistance that is unreasonable. 

e) Both buddy and LEP candidate will seek to be open and honest with each other. However, neither party will intrude into areas the other wishes to keep off-limits. 

6. Third parties, with particular reference to the LEP candidate’s line manager

The buddy and LEP candidate will be mindful of the needs, feelings and sensitivities of third parties, including:

a) Neither buddy nor LEP candidate will behave in a way that could be harmful to any third party.

b) The buddy will not seek to undermine the LEP candidate’s line manager.

c) The LEP candidates will not use the buddying relationship to undermine his/her line manager.

d) The buddy will encourage the LEP candidates toward constructive engagement with his/her line manager and colleagues, even where this involves finding ways to challenge him/her/them.

e) Line managers of LEP candidates, in turn, are asked to ensure that no obstacle is placed in the way of the Buddy-LEP candidate relationship, and that this relationship is supported as far as possible.

f) The buddy’s line manager should include this scheme in the buddy’s staff appraisal process. 



	LEP Candidate / Buddy

Session Notes
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	TIP:  The content of these notes should be agreed by buddy & LEP candidate




	Buddy:


	
	LEP Candidate:
	

	
	
	
	

	Date:
	
	
	

	Session notes:


	
	

	

	I agree these notes are a true record of our session:

	EMPLOYEE SIGNATURE
	

	BUDDY SIGNATURE
	






	LEP Buddy Scheme

Evaluation Form
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	Employee name:



	
	
	
	
	

	Job title:


	
	Department:

	
	
	
	
	

	Name of manager:


	
	Ext no or email address:

	
	
	
	
	

	Name of buddy:


	
	Date of review:

	BUDDY FEEDBACK:


	
	

	Employment Skills
	Please mark out of 10 (1 = low / 10 = high) & provide a brief narrative

	
	
	

	Skill


	Score
	Description

	ATTENDANCE


	
	

	TIME-KEEPING


	
	

	ATTITUDE


	
	

	INITIATIVE


	
	

	COMMUNICATION


	
	

	PERFORMANCE


	
	

	CONFIDENCE


	
	

	TEAM WORK


	
	





	LEP Buddy Scheme

Evaluation Form
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	OUTSTANDING STRENGTHS
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	DEVELOPMENT NEEDS
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	BUDDY EXPERIENCE
	

	FEEDBACK
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	ACTION POINTS
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	NEXT STEPS
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	LEP Buddy Scheme

Evaluation Form
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	EMPLOYEE FEEDBACK:


	

	
	
	

	TASKS UNDERTAKEN
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	PARTICULARLY ENJOYED
	

	
	
	

	
	
	

	
	
	

	
	
	

	CHALLENGES
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	SUPPORT
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	NEXT STEPS
	
	

	
	
	

	
	
	

	
	
	

	I confirm the above information is both an honest and true account:

	EMPLOYEE SIGNATURE
	

	BUDDY SIGNATURE
	

	DATE FORM REFERRED TO MANAGER
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