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TOOL:  Sample Staff Orientation ``Buddy`` Program
POSTED:  March 2012
[Insert your organization’s name here]
STAFF ORIENTATION ``BUDDY`` PROGRAM
Staff Name_____________________________  Date of Employment ____________________
Immediate Supervisor_____________________ Status Review Date _____________________

The objective of the __________ “BUDDY PROGRAM” is to assist Management in ensuring that new employees experience a smooth integration and comfortable introduction to Andrew Fleck Child Care Services- its culture, the team and the day to day operations.  

The program is intended to augment employee orientation and integration activities already undertaken by the Management team.

AIMS AND OBJECTIVES:
By providing such a relationship, it is intended that:

· The new employee will feel more at home with the Agency, in a quicker period;

· Relatively straightforward queries regarding basic operational issues are dealt with in a timely and comfortable manner;

· The initial confusion and uncertainty faced by all new employees is lessened;

· Some Manager / supervisor time with new employees is freed up to deal with added value issues of the program;

· The new employee begins to add value more quickly, leading to increased confidence and self-esteem;

· You, the buddy, are actively involved in make this a better place to work, and our new employees more productive.
SELECTION AND PAIRING OF BUDDIES
Employees are selected by managers on the basis of:

· Demonstrate understanding and commitment to the Agencies' vision, culture  and values.

· Interest in developing leadership skills and being a  “Buddy”

· Have been with the Agency for 1 year or more and have a meets standard performance review

· Can provide the  appropriate knowledge and support that the new employee will need

·  Typically buddies will be matched with new employees in their own department, except when “buddying” at the management and supervisor levels.
ROLE OF BUDDY (SEE BELOW CHECKLIST)

· Act as a constant and reliable point of contact for assigned new employees

· Help employee feel more comfortable in the workplace

· Introduce the new employee to co-workers and other key individuals they will interface with 

· Help them feel more comfortable by explaining general office procedures (work hours, schedules, lunch / break time, operational policies, Agency drives, time reporting, signing in and sign out, parking, coffee machine and any other in-house processes) 

· Be a positive influence with the new employee as they familiarize themselves with __________
· Explain who to contact for different issues (HR / IT / Finance/General Support)

· Provide feedback on orientation and integration to HR

· Most importantly, provide encouragement
ORIENTATION CHECKLIST
  Responsibilities Legend

	Buddy - B
	Human Resources - HR

	Time Solutions Buddy - TS
	Manager - M


WEEK ONE (please check off when complete)                                                                                                    







  
                  YES    NO
   NA
	 1
	Introduction to staff (staff list) and their functions (organizational chart) B
	
	
	

	 2
	Overview of philosophy and mission of Agency and services of the agency (pamphlets, website,videos, history book etc.) M
	
	
	

	 3
	Review of job description, code of conduct, core values, role of Position, their immediate supervisor and expectations for assignment of specific workload M
	
	
	

	 4
	Submission of all required documentation for personnel and payroll TD1-RRSP-Social Fund-void cheque-Manulife application and manual HR
	
	
	

	 5
	Explain general procedures with regard to time sheets, absences, schedules,     phones (help set up voice mail message etc.), computers, retrieving e-mail  and voice mail from outside the office, expenses, mileage form, request for leave, supplies, etc. B
	
	
	

	 6
	Discuss personnel policy and other working conditions, collective agreement made available HR
	
	
	

	 7
	Review and sign off on all required Agency policies and procedures and ensure Policy is clearly understood.  Submit all copies of acknowledgement to HR for Input in HR Module.       M
	
	
	

	 8
	Discuss general housekeeping and individual responsibilities (location of supplies) B
	
	
	

	 9
	Explain filing system and computer policies/specifications, (specific to job description) B
	
	
	

	10
	Location of forms, resources B
	
	
	

	11
	Assign reading of policies and procedures manual as appropriate to the position M
	
	
	

	12
	Explain security system by means of visual display.  Assign any necessary keys. M
	
	
	

	13
	Description of Board of Directors and their role. HR 
	
	
	

	14
	List any organized meeting dates that employee is expected to participate in M
	
	
	

	15
	Review feedback following interview process, discuss supervision process M
	
	
	

	16
	Tour of facility, identifications of work area & expectations of staff B
	
	
	

	17
	Ensure personnel records contain all appropriate documentation,   HR
i.e. resume, letter of offer, performance appraisal, criminal reference check etc.
	
	
	


WEEK 1 -  TS Buddy Introduce to Time Solutions Program  Week One
· Ensures web link has been provided, Introduces Logging in and overall familiarity with the look and feel of the  Time Solutions selection menu
windows

· Provides a quick overview of the main functions used in time solutions:  1)Enter time in duration,  2) request absence,  3) view accruals and  4) view messages.
· Provides and overview  of the Quick  Tips Manual, layout and how to use it as a reference

WITHIN THE FIRST MONTH – Key time to identify concerns/success regarding performance
Discussion                                                                                              YES        NO         NA             

	 1
	Introduction to community setting if appropriate. B
	
	
	

	 2
	Identification and purpose of other resources that may be utilized (internal & external). B
	
	
	

	 3
	Discussion regarding individual’s adaptation to work environment.  Identify strengths/needs on informal basis. Documentation if required.  Direct observation is essential. M
	
	
	

	 4
	Identify priorities for the next period.  Expectations may be outlined in form of “criteria”. M
	
	
	

	 5
	Give opportunity for staff to outline their concerns and difficulties and provide appropriate responses. M
	
	
	

	 6
	Review any forms that must be used in the position and clarify. B
	
	
	

	 7
	Organization and implementation of training that responds to identified initial needs.  Use internal resource for training. M
	
	
	

	 8
	Discuss/review process and book dates for individual supervision sessions. M
	
	
	

	 9
	Provide specific feedback on utilization of any forms, systems, clarify any misunderstandings. M
	
	
	

	10
	Orientation to systems for resource library and toy lending library. B
	
	
	

	11
	Review  __________ Core Values, and Code of Conduct. HR
	
	
	

	12
	Review all benefits information, Desjardins, Vacation, Leave, RRSP and ensure sign-up for all appropriate forms. HR
	
	
	

	13
	Review structure of organization, roles of responsibilities HR
	
	
	

	14
	Review Tech Support Process for Computer issues B
	
	
	


MONTH  1-  TS Buddy Follow up with  Time Solutions 
· Follows up with employee regarding comfort level with time reporting system.  Asks employee if any questions regarding use of time solutions and basic entry requirements.

· Provides employee opportunity to ask questions regarding steps outlined in Quick Tips Manual.  Refers to Josee for any specific questions not identified in the Quick tips manual or for added assistance as needed.

THREE MONTHS 

         Discussion                                                                                  YES        NO         NA     

	 1
	Review job description and expectations.  Verbal feedback and Written as required. M 
	
	
	

	 2
	Interim performance appraisal of individual. Identify areas of Achievement and those for improvement. M
	
	
	

	 3
	Identify strategies to support development.  
Ensure follow through Of any identified training needs. M
	
	
	

	 4
	Provide opportunities for meeting with external  agencies or services as appropriate to the needs of the position and the individual B
	
	
	

	 5
	
	
	
	


3 MONTHS - TS Buddy Follow up with Time Solutions 

· Follows up with employee regarding comfort level with time reporting system.  Asks employee if any questions regarding use of time solutions and basic entry requirements.

· Provides employee opportunity to ask questions regarding steps outlined in Quick Tips Manual.  Refers to Josee for any specific questions not identified in the Quick tips manual or for added assistance as needed.

SIX MONTHS

         Discussion                                                                                  YES        NO         NA

	 1
	Complete the performance appraisal process. Review performance and action plans in approved format. Review job description & identify on-going opportunities for growth. Communicate decision regarding employment status. M
	
	
	

	 2
	Performance appraisal to be written and a copy to be provided to Employee, Performance Appraisal to be signed by Supervisor and  E.D. prior to final presentation to employee. M
	
	
	

	
	
	
	
	

	 4
	Clarify current accumulated vacation and sick leave. M
	
	
	

	 5
	Review structure of organization, roles of responsibilities & clarify any misunderstandings. M
	
	
	

	 6
	Feedback provided from individual regarding their initial adjustment to the work environment and recommendation for improvement. M
	
	
	

	 7
	 
	
	
	


We agree that the above orientation has been completed.

Date: ________________Staff Signature: _________________________

Date: ________________Supervisor’s Signature:___________________  

Date:  _______________  Buddy Signature:  ______________________

Date:  _______________  TS Buddy Signature:  ______________________

Date: ________________HR Signature: __________________________

Andrew Fleck Child Care Services agreed to share this document as a resource for the CCHRSC’s HR Toolkit. Resources are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures that meet the needs of your organization.
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