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Guidance note: Setting up a buddy system 

 

What is a buddy? What is a buddy system? 

 

 

 

 

 

 

 

 

 

 

 

 

Buddies should be the type of employee your company wants to duplicate or clone 

because of how great they are! 

 

 

 

Buddy responsibilities 

Knowing what is expected of me is one of the most important questions for anyone to answer 

in a work setting, especially for a new employee. As one of the first points of contact for your 

new employee, the workplace buddy can quickly establish rapport and help build confidence. 

 

Buddies should also have the skills and knowledge to perform the following types of tasks: 

❖ Teaching/or tutoring, such as explaining unfamiliar tasks 

❖ Socialising the new employee on guidelines, norms, culture, and unwritten guidelines 

❖ Sharing insights on how things are done in your company 

❖ Involving the new employee in social or informal activities, such as lunch or breaktimes 

❖ Introducing the new employee to staff members and showing them around 

 

 

➢ A buddy is a colleague who is assigned to assist a new hire in the 
early days of a new position. The buddy provides insight into the day-
to-day activities of the company and helps the new recruit to fit in. 

 
➢ A buddy system is an approach where you use your existing shining 

stars to help onboard & train new recruits in a formal yet relaxed 
setting. And the good news is … you don’t need a large staff or a 
great deal of time or funds to set up an effective buddy programme. 
But you do need a culture of openness and teamwork. 
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10 characteristics of a good buddy 

Line managers should take buddy selection almost as seriously as the hiring decision itself. 

The buddy is your ambassador, they communicate your company culture and relate non-job 

specific - but important - information. When selecting a buddy, choose someone who 

demonstrates these 10 characteristics: 

 

 

1. Has a well-rounded 

knowledge of your 

business, its purpose, 

mission and values 

 

2. Has a positive outlook 

and is willing to be the 

face of the organization 

 

3. Is willing and has the 

ability to mentor others 
 

4. Has demonstrated 

strong past 

performance 

 

5. Has the time to be 

accessible to the new 

colleague  

6. Is skilled in/has 

knowledge of the new 

colleague’s job 

 

7. Is a peer of the new 

employee 
 

8. Has excellent 

communications and 

interpersonal skills 

 

9. Is well regarded and 

accepted by current 

employees 
 

10. Is a reliable source of 

information 

 

 

 

 

When choosing people to be a buddy, don’t underestimate how much they 

influence behavioural norms, values and beliefs in the workplace. Selection of 

buddies is an important decision to get right. 
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6 steps to setting up a buddy programme 

Setting up an effective buddy system does not require a huge amount of resource or money. 

Follow these six steps to gets yours up and running. 

 

 

 

6. Ideally, buddies are rewarded formally through performance appraisals and/or gestures of 
appreciation and respect.

5. At the end of the process, evaluate and debrief with the buddy and the new employee. Ask 
what went well, what could have gone better and what would they change. Use this feedback 
to tailor your buddy programme for future new employees. 

4. Encourage knowledge sharing to tap into new a employee's previous work experiences. As 
the buddy explains how things work in your organization, they can ask the new hire how they 
managed similar situations in previous roles. 

3. Provide a list of topics that the buddy should cover with the new employee. Check out the 
list of buddy responsibilities above, to help with this. 

2. Using the 10 characteristics listed above, identify the buddy and confirm that they are 
willing and able for the role. Explain the process and the responsibilities to them..

1. Decide on and document how you want the buddy programme to work; things like purpose, 
roles, ground rules, length of time, areas covered etc. Draw up a checklist to guide the buddy.

Informal knowledge sharing 
 

Over time continue to ask new employees about the tools, techniques and 
templates that they’ve previously used.  

As well as sharing knowledge, this builds confidence. 
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Tips for the buddy 

If you are asked to be a buddy, these tips will help you to make the most of the experience: 

1. You are not expected to be an expert on everything, so don't worry about living up to this 

ideal. 

2. Focus attention on the new recruit, he or she needs to be comfortable and productive in 

their new role. 

3. Be, and remain, patient - relationships take time to develop. 

4. Don't try to cover everything right away. Remember, the new recruit will more than likely 

feel overwhelmed during the first couple of weeks and will need time to digest all of the 

information they are taking in. 

5. Stay positive. New employees will grow into their roles in time, with appropriate support. 

6. Encourage them to ask questions, to be open and willing to learn, to share knowledge 

from previous jobs, and to give feedback on their experience with the onboarding 

process. 

7. Don't try to force a relationship. Be available but give the new employee time to adjust to 

you and feel comfortable with using you as a trusted source. 

8. Try to identify the new employee's personality and communication style and adapt 

accordingly. 

9. Keep an open mind and don't be judgmental. The new hire is relying on you to be a safe 

place to get answers to their many questions. 

 

 

 

And finally, here’s 3 things to avoid when choosing a buddy! 

Don’t choose someone who  

1. Has a major, career-impacting deadline in three days. 

2. Is about to retire. 

3. Is your most unhappy / negative staff member. 


