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How Buddies Work 

The Buddy system is designed to help new hires (NH) become familiar with and understand 

agency and unit/department day-to day operations. Peers will provide NHs with guidance and 

support. 

  

 Prior to assigning a buddy, supervisors will inform current staff of the buddy system and 

assess current staff to ensure that they are appropriate to be a buddy. 

 Buddies will be chosen by the NH’s direct supervisor. When there is an appropriate match, the 

Buddy will be from within the same program/unit/department. Where there is no appropriate 

Buddy within the same program/unit/department, the NH’s supervisor will speak with other 

supervisors to find an appropriate Buddy from another department.  

 New hire in a supervisory/director position: 

o The NH will be assigned another supervisor as her/his buddy as selected by the 

director of the department (or by a DED as appropriate). If there isn’t another 

supervisor within the department, NH would be paired with a supervisor from another 

department. 

o Directors would be paired with another director who reports to the same supervisor. 

o The NH’s supervisor, whether a director, deputy director or executive director will have 

discretion in these above matters. 

 Non-Full-time staff: 

o Whether part-time staff should have a buddy will be left to the discretion of their 

supervisor. However, we suggest that part-time staff who are in the office at least 2-3 

days a week should be assigned a buddy. 

o Per Diems, because of the nature of their work, will not be assigned a buddy. 

o Legal interns get mentors within the legal department so will not have buddies. 

 Once a new staff member has been hired and has met with Debbie (HR) (assuming that they 

will be meeting with her on the first day), their supervisor will review the Orientation 

Checklist and the Departmental Orientation Checklist and discuss expectations of the NH and 

explain the buddy system. 

 Supervisor informally checks in about buddy relationship in supervision with buddy and NH.  

 Supervisors should make sure that the Buddy knows when the NH is starting and that the 

Buddy and NH have been in contact within the NH’s first few days. 

 Buddy duties: 

o The buddy will be given petty cash to take the NH out to lunch and provide a tour of the 

neighborhood (i.e. where to eat, transportation etc.). 

 $40 for Lunch OR $15 for Coffee 
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o Buddy will answer questions posed by NH in regards to day to day functioning of the 

office, the department and program.  For example a Buddy might provide assistance 

with; faxing, scanning, where office supplies live etc.  

 The buddy will be careful not to answer personal questions regarding current 

staff.  

o Buddies should not answer any questions relating to substantive work, client issues, job 

function, etc. Buddies should make sure these questions are directed to the NH’s 

supervisor. 

o Informally, as it comes up, the buddy is a person with whom the new hire can discuss 

office culture and social structure. 

 This, however, is a tricky area and must rely on supervisors using discretion to 

create good matches between buddies and NHs to eliminate possible bias when 

guiding NH through the agency. 

  The formal buddy relationship ends when the orientation checklist is completed by new hire. 

Supervisor will explain this to the new hire.  


