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Introduction

This manual has been produced through a collaborative partnership

within the FE/HE Transition Project, funded by the North Forum for

Widening Participation, to provide a practical guide, to be adapted

for use by individual institutions, to the various stages in setting up

and running a Buddy Scheme.

Question?
How would your institution use a Buddy Scheme?
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0304 Why have a Buddy Scheme?
0304

To provide additional informal
support to identified groups of
students who, for example:

 Have moved from FE Colleges 
to University.

 Are mature students.

 Have come from far afield.

Within this project the Buddy Scheme
has been introduced to provide
support to students at the FE/HE
interface, especially those with
advanced entry to levels 2 & 3, to
speed up the settling in process and
hopefully improve the level of
retention.

A Buddy Scheme can add value to
existing student support, but requires
commitment from the highest level.

Question?  
What group of students 
would benefit from a 
Buddy Scheme in your 
institution?

Question?
Is student retention an 
issue, if so has that 
student group been 
identified?

Checklist!
1. Is there support at 

Institutional Level 
for a Buddy Scheme?

2. Is there funding available to 
support a Buddy Scheme?

A Buddy within this scheme is a
student who is prepared to be:

 A contact.

 A friendly face.

 An informal source of information
to students entering University 
from a FE college.

Question?  
What would a Buddy be 
expected to do within 
your institution?

Question?  
Can you list the 
characteristics a Buddy 
would require for your 
Institution?

The type of student this scheme
attempted to attract was:

 Friendly, chatty and ‘outgoing’.

Enjoying university and committed
to continuing education.

Possibly more mature with family
commitments.

 Possibly first generation of their 
family going into Higher Education.

A ‘down to earth’ student rather 
than a ‘high flyer’.

Helpful Hint!
Be clear about the 
Buddy Characteristics 
required to support your 
institutions scheme, as 
success is dependant on
attracting suitable 
candidates.
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0506 Recruitment of Buddies
0506

This scheme recruited through a
simple poster and e-mail, stating:

What the scheme is.

The characteristics of potential 
Buddies/Students the scheme

     was hoping to attract.

 A contact e-mail/phone number 
for interested students to find 
out more.

The poster was displayed:

 Around campus.

 On notice boards.

The e-mail was sent to:

 Student Associations.

 Departments - to circulate. 
Contact lists of students who had
attended institutional courses.

Question?  
How  does your institution
contactstudents?

Question? 
How can you effectively 
contact potential Buddies?

Helpful Hint!  
Liaise closely with 
Student Association/ 
Student Union/Student 
Clubs for good promotion
of the scheme.

Following Up
Invite potential Buddies to a short
presentation about the Buddy
Scheme.  (See Appendix 1 - An
exemplar presentation for
institutions to adapt)

 Lunchtime could be suitable for a
short presentation.

 Include a sandwich lunch, or 
refreshments, to encourage 
attendance.

 Restrict the time to a maximum of
30 minutes (remember students 
are busy people)

Helpful Hint!  
Check for a 30-minute 
gap in student 
timetables - evenings 
don’t work!

Checklist!
1. Has information gone 

out to all students?

2. Is a mechanism in 
place to determine 
possible numbers?

3. Has the room and the refreshments
been booked?

4. Has a leaflet been produced?

Helpful Hint!  
Prepare a simple 
explanatory leaflet about
the Buddy Scheme, to 
give to attendees and for
them distribute to other 
students/potential 
Buddies.

Buddy Scheme Leaflet

See Appendix 2 - An exemplar leaflet
for institutions to adapt.
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0708 Selection Procedure of Buddies

Question?  
Will your institutions 
Buddy Scheme be 
formal or informal?

Depending on the number of
interested students, various selection
procedures can be used.

 Application form.

 Written application.

 Personal/academic references.

 Formal/informal interview.

 Shadowing.

Checklist!  
Check your institutions 
guidelines on selection 
procedures.

Question?  
Does your institution 
recruit Student 
Ambassadors/ Student 
Mentors, could the 
procedure be adapted for
Student Buddies?

Helpful Hint!  
Although a disclosure 
check is not required if the
client group is over 16 
years old, it may be 
advisable if the group 
could include vulnerable 
adults.

0708 Training a Buddy

Training for an informal Buddy
Scheme can be offered over short
sessions, whereas, training for a
formal scheme, possible certified
and validated, would be of much
longer duration.

Question?  
What length of training, 
and training content, 
would your scheme 
require?

Training for this scheme:

 Was delivered by a neutral 
person, not linked to an academic
department.

Was interactive and informal.

 Contained social time so Buddies
could get to know everyone 
involved in the scheme.

 Included a Buddy Training Pack.

See Appendices 3 & 4 - for exemplar
Training Programme and Training
Pack (for Institutions to adapt).

Checklist!
1. Have you checked 

student timetables 
for a suitable time to 
run training 
sessions?

2. Have you identified who will deliver
the training?

3. Have you booked a training venue
and refreshments?

4. Have you notified the attending 
students?
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0910 Roles and Responsibilities of ‘Buddies’

Question?  
What role and 
responsibilities would 
your institution expect 
a Buddy to fulfil?

Buddies within this scheme provided
additional support at the FE/HE
interface and they were encouraged
to:

 Be a friendly face/known person.

 Provide information and informal
support.

 Provide a link between new and 
existing students.

 Refer students to appropriate 
sources of information and 
support.

They were discouraged from being:

 An advisor or counsellor.

 A new best friend.

 A confidante.

Buddy Duties/Responsibilities

Within this scheme Buddies:

 Attended training.

 Assisted with FE student visits and
university familiarisation courses.

 Set up and ran the Buddy System
within their individual subject 
areas/departments.

 Assisted with talks and 
presentations to FE students.

Checklist!
1. Have you identified the

role and responsibilities
of Buddies within 
your institution?

2. Have you liaised with your 
institutions student support 
services, for their advice on 
what Buddies can do?

3. Would you consider issuing a 
‘Buddy Contract’ listing their 
duties/responsibilities?

0910
Buddies should feel confident
about what they are expected to
do and who they should contact.

Within this scheme Buddies needed
to know:

 The person to contact with Buddy
related queries.

 When and where Buddy meeting
would be held.

Contact details of other Buddies 
and involved staff.

That there was an open door policy
for them to make contact or seek
advice.

When they should immediately 
seek advice, for example -

• If they had worries or concerns.

• If they felt unable to advise 
or help.

• If they felt uneasy, or personally
imposed upon.

Helpful Hint!  
Buddies feel more 
comfortable if the contact
person is near their 
own age.

Helpful Hint!
Arrange review meetings
twice in the first term/
semester and once every
term thereafter.

Helpful Hint!   
Include socialising time 
within meetings by 
including refreshments 
(if your budget allows!)

Checklist!
Have Buddy details been
circulated to their 
departments within your

institution, to raise their awareness
and include them when planning
department events, handbooks, web
information etc.

Supporting Buddies and Promoting Scheme
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1112 Promoting the Buddy Scheme 1112
Once the Buddies have completed

training, according to the

Institutions requirements, the

scheme should be ‘flagged up’ to

all staff and all students.

Suggested methods of promotion :

  Set up a Buddy e.mail.

  Electronically promote the Buddy
Scheme, and the e.mail to :
• Student web pages

• Student Clubs and Associations

• Student Support Services

• College/University Departments
and Schools

 Produce Buddy Posters, and 
distribute widely.

Question?
How would Buddies be 
promoted effectively in 
your Institution?

Helpful Hint!
 Involve Buddies in the
planning of all 
promotional activities, 
and use their 
knowledge on how best
to promote to students.

Identify a contact person within 
each department/school to 
disseminate Buddy information 
and display poster.

Reward and recognition will
depend on the policies of the
Institution, and whether the
scheme is set up to be
formal/informal/voluntary.

Reward and recognition can be in
the form of -

1. Payment - cash and/or expenses
can be paid depending on policy,
and Buddies could receive the 
same rates as Student 
Ambassadors, Student Helpers 
or Student Mentors.

2. Book/Gift Vouchers - as a one of
payment.

3. A Certificate.

4. References - written for Buddies,
listing the generic skills they have
demonstrated which are highly 
valued by future employers.

5. ‘Added value’ for C.V’s

6. Personal satisfaction gained from
involvement in scheme.

7. Recognition and acknowledgement
of involvement, from staff and 
fellow students.

Checklist!
 Check your 
institutions policy on 
payment/reward to 
students.

Check if the same policy can be 
used for a Buddy Scheme

Reward and Recognition
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1314 Case study of a ‘buddy’
Personal Details

Name: Craig Thompson Age: 26

Course Details: BA (Hons) Corporate
Communication

Year of Study: 3 Entry level: 1

Q. What was your route into HE?
A. I left school with 3 Highers plus Standard 

Grades, and started work with a local 
travel company, where I received staff 
development training.  I worked within the
business travel section for 6 years, 
and then left to travel myself in Australia 
for a year. On my return I returned briefly 
to my old job until University started.

Q. How would you describe your ‘Uni 
experience’?

A. It took me a while to settle, as I felt older 
than the other students, and more mature
through work and travel, so it took me a 
while to adjust and enjoy University life.

Q. How did you hear about the Buddy 
Scheme and what attracted you to 
becoming a Buddy?

A. I became aware by e-mail and thought 
it would be good to assist others as I felt a
bit alone and unaware within the student 
environment of university when I began.

Q. What training and support have been 
provided?

A. A training session and meeting with 
support always from Lesley and Vicky 
who co-ordinate the scheme.

Q. What do you consider the value/ 
advantages of a Buddy Scheme?

A. It is a great support and even if not always
needed, it is of some comfort to others to
be aware of students who can assist if 
required.

Q. Please provide a brief overview of your
year as a Buddy.

A. My year consisted of arranging a meeting
place with fellow buddies on a weekly basis
and advertising to students that we were 
there for them and would be available at a
certain time each week in the building.  An
email contact for buddies was set up and 
we managed queries through that also. It 
was also good to meet and chat with other
students and be of help.  It was busy for 
the first few months and then it tailed off as
everyone settled in.

Q. What have you gained from being 
a Buddy?

A. An increase in self-confidence and the 
satisfaction of being able to help others.

Q. Will you continue as a Buddy?
A. Yes, I will be continuing as a buddy as I 

have found it rewarding and I believe it is 
needed.

Q. Would you recommend becoming a 
Buddy to other students?

A. I would recommend it, as it is something 
that other student buddies will find satisfying,
and realise it is rewarding to help others.  
It creates awareness of a requirement in 
University that is not noticed on a day to 
day basis, that some people do not know 
where to turn for assistance!

1314 Appendices 1
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15161516 Appendix 2
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What Support is provided?

 Training will be provided to fully explain the Role and Responsibilities 
of “Buddies”.

Clear guidelines.

A named person to contact with queries

 Regular review meetings

 “Buddy E-mail” and contact details of other Buddies (with their permission).

What’s in it for me?

 Payment may be made when attendance is required at specific events.

A University Certificate recognising participation and skills demonstrated.

An “added value” for CV’s

Personal satisfaction gained through involvement.

“BUDDY SCHEME”

I am interested in becoming a “Buddy”

Name

Address

Postcode

Home Telephone Mobile

E-Mail

University Course

Year

“EXEMPLAR BUDDY SCHEME  LEAFLET”

FE/HE TRANSITION PROJECT

“BUDDY SCHEME”

What is a “Buddy”?

“Buddy” is a contact, a friendly face, an informal source of information for

Students coming from a Further Education College, into your University

School or Course of Study.

What does it involve?

 Assisting during the “FE/HE Familiarisation Course”

 Assisting during the FE/HE Information Days.

 Providing help and advice and being willing to be contacted.

 Deciding how to run the “Buddy Scheme” within your School.

 Possibly assisting with visits/talks to the Students at F.E. Colleges.



1718 Appendix 3

“EXEMPLAR TRAINING PROGRAMME”

“BUDDY SCHEME”
TRAINING DAY FOR BUDDIES

10am Coffee, Welcome, Introductions
What is a Buddy Scheme?

10.30am FE College to University - a culture shock!

11am Communication Skills
     Facilitation/Counselling Skills

Listening Skills

12.30pm LUNCH

1.15pm Role, Rules, and Responsibilities of being a Buddy

1.45pm Sources of Information, who to contact

2pm Setting up within Departments
Ongoing support

2.30pm Discussion and questions

3pm Close

1718 Appendix 4

“EXEMPLAR BUDDY TRAINING PACK/FOLDER“

BUDDY TRAINING PACK/FOLDER
(suggested contents)

Programme.

 Permission slip to comply with The Data Protection Act.

 Handouts • Listening Skills
     • Open Questions
     • Communication exercises

 Roles and Rules of being a Buddy.

 Support Resources / where to refer students to.

 Contact details of Buddies and involved staff.

 Feedback / Evaluation form.

 Paper and pen

The above list is a suggested guide to what would be included in the training
folder, for each Institution to adapt accordingly.
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