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INTRODUCTION

This program provides a systematic approach to familiarize new Administrative Services Department (ASD) employees to the Laboratory, their matrix division and ASD. Partnerships will be created between the Hiring Supervisor, the assigned Buddy, and the ASD New Employee Orientation Coordinator (NEOC).

ASD New Employee Coordinator

Delia Clark

Phone: 486-6331

Fax: 486-4570

Location: 75B-118

Mail Stop: 75B0101

PROGRAM OBJECTIVES

By instituting a buddy system, it is intended that:

· The new employee will quickly become more knowledgeable about department practices and organizational culture.

· The initial confusion and uncertainty faced by new employees is lessened due to the supportive environment.

· Questions regarding basic operational issues are dealt with in a timely manner.

· New employees find out how best to interact with others in their new surroundings in a supportive and risk-reduced environment.

· Manager/supervisor has more time with new employee to focus on specific issues.

· The new employee begins to quickly add value to the organization, leading to increased confidence and self-esteem.

· The buddy is actively involved in helping to make this a better place to work and enhancing the experience of the new employee.

SELECTION AND PAIRING OF BUDDIES

It is imperative for buddies to be assigned on or before the new employee’s first day.  Buddies should be nominated by departmental managers on the basis of the following criteria:

· The employee’s interpersonal skills, 

· The employee’s knowledge and skills, and

· The employee’s understanding and commitment to the department’s vision and values.

RESPONSIBILITIES AND ROLES OF THE BUDDIES

Responsibilities


The Buddy’s responsibilities include:

· Contacting the new employee upon their arrival and maybe even scheduling lunch;

· Establishing a rapport with the new employee;

· Ensuring an open-line of communication between the new employee and the buddy, respecting confidentiality;

· Being able to answer questions;

· Aiding the new employee’s assimilation process in an unfamiliar environment;

· Orienting the new employee to Berkeley Laboratory procedures;

· Introducing the new employee to other employees in the department/division;

· Following up with the employee.

Roles


The Buddy’s roles include:

· Listening.  A buddy can be utilized as a sounding board and should encourage open communication.  By actively listening, a buddy can promote honest questions and expression of feelings and concerns.  The buddy should provide relevant information to the new hire and encourage a process of self-direction.

· Role Model.  The buddy is to be a role model and exemplify the Berkeley Lab values to promote learning and positive development.

· Encouragement.  The buddy can help build self-confidence and self-esteem in the new hire by focusing on their talents and strengths.  The buddy should encourage networking by setting an example.

· Advise.  The buddy can help guide the new hire in many situations based on experience and knowledge obtained in the work environment.

The Buddy’s Role Is Not:


To be mistaken as that of a manager/supervisor, mentor or coach.

· The buddy is not the new employee’s MANAGER or supervisor.  The buddy is not responsible for the new employee’s performance.  If questions arise regarding performance, disciplinary or policy matters, the buddy should refer the new employee to their manager or supervisor.  

· A MENTOR is someone, typically more experienced, who is involved with the all-around development of individuals in their business, personally, or both.  Buddies are not being asked to act as the new employee’s mentor – they are not responsible for their growth or development as an individual, and it is not part of the role of a buddy to take on such a responsibility.

· A COACH is someone tasked with developing an individual’s job-specific skills.  Buddies are not being asked to act as the new employee’s coach.  Although their role as buddy may involve explaining some job-related issues, or explaining straightforward procedures, it is not their role to replace formal training processes.  If buddies feel the new employee’s questions are too detailed or specialized for them to answer, they should direct them to the new employee’s supervisor or manager.

RECOMMENDED FREQUENCY AND TIMING OF MEETINGS

Buddies should plan to meet regularly with the new employee for at least 15 to 30 minutes once a week during their first month (the supervisor should indicate how much time is appropriate). It is expected that the buddy and the new employee meet within working hours.  Some buddies and new employees agree to meet on a social basis, outside working hours.  This is an entirely discretionary matter between the buddy and the new employee.  Note:. Time spent during non-work hours is not compensated.  

TIME FRAME OF THE RELATIONSHIP

The formal buddy relationship will be terminated if either:

· Six months expire, (although three months may be sufficient), or

· After the Supervisor/Manager determines that all necessary information has been discussed, or

· Either party requests it.

The buddy relationship operates under a “no fault” termination mechanism.  This means that if either the buddy or the new employee so requests, the buddy relationship immediately ends.  The new employee can be assigned to another buddy.  NO REASONS SHOULD BE SOUGHT; NO DISCUSSION SHOULD FOLLOW; NO BLAME SHOULD BE APPORTIONED.

REVIEW OF THE PROGRAM

At the end of the formal relationship, the NEOC will ask the buddy and the new employee to fill in a questionnaire (see next pages) aimed at improving the Buddy Program.  The questionnaires should then be returned the NEOC.

NEW EMPLOYEE QUESTIONNAIRE 

Thank you so much for participating in our buddy program. This brief questionnaire is intended solely to help in the review and design of the ASD Buddy Program, in order that it can best meet everyone’s needs. The contents of the questionnaire are confidential and are not used for any other purpose. Completion of this questionnaire is voluntary.

Please either circle the relevant number, answer YES/NO, or fill in the blank for the following questions:

1 = Strongly disagree       2 = Disagree
       3 = Agree         4 = Strongly agree

	My buddy was helpful.
	1
	2
	3
	4

	Meeting with my buddy was enjoyable.
	1
	2
	3
	4

	Meeting with my buddy was a good use of my time.
	1
	2
	3
	4

	The Buddy Program helped me grasp departmental and organizational policies and procedures.
	1
	2
	3
	4

	The Buddy Program helped me understand the culture of my department and of the larger organization.
	1
	2
	3
	4

	Overall, I can attribute some of my ability to grasp assignments and tasks to The Buddy Program.
	1
	2
	3
	4

	Overall, The Buddy Program has helped me feel supported in my new job.
	1
	2
	3
	4

	I was assigned a buddy on my first day (circle one)                      YES     NO

	My supervisor knew who was assigned as my buddy (circle one)    YES     NO

	The greatest benefit I got from being assigned a buddy was: _______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________



	The goals of the buddy relationship, as stated in the program objectives, were met (see page 4).
	1
	2
	3
	4

	Suggestions to improve The Buddy Program:

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________




Please return this questionnaire to Delia Clark at Mail-Stop 75B0101 by:______________.

BUDDY QUESTIONNAIRE

Thank you so much for participating in our buddy program.  We sincerely hope you got a lot out of it personally and professionally and that you will consider acting as a buddy again. This brief questionnaire is intended solely to help in the review and design of the ASD Buddy Program, in order that it can best meet everyone’s needs. The contents of the questionnaire are confidential and are not used for any other purpose. Completion of this questionnaire is voluntary.

Please return this questionnaire to Delia Clark at Mail-Stop 75b0101 by ____________________.

Please either circle the relevant number, answer YES/NO, or fill in the blank for the following questions:

1 = Strongly disagree        2 = Disagree        3 = Agree       4 = Strongly agree

	I was satisfactorily briefed regarding my role as a buddy.
	1
	2
	3
	4

	I was happy with the way in which the new employee was assigned to me.
	1
	2
	3
	4

	The new employee seemed satisfactorily briefed regarding my role.
	1
	2
	3
	4

	I was happy with the support provided by the program coordinator.
	1
	2
	3
	4

	The frequency of our meetings was adequate.
	1
	2
	3
	4

	We met: (please circle one):



Once/week

Twice/week

More than twice/week



Once/month

Twice/month



	Typical topics of discussion were (please list):  ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________



	

	The goals of the buddy relationship, as stated in the program objectives, were met (see page 4).
	1
	2
	3
	4

	Suggestions:  ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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