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All rights reserved. The use of any part of this manual, reproduced, transmitted in any form or by any means electronic,
mechanical, photocopying, recording or otherwise, or stored in a retrieval system without the prior written consent of Best
Buddies® -- or, in the case of photocopying or other reprographic copying, a license from the Canadian Copyright Licensing
Agency—is not permitted and is an infringement of copyright law.

Welcome to Best Buddies!
Thank you for joining Best Buddies! We hope you are excited for a fun and inspiring year making new friends and a
huge impact on all participants in our program. If you are reading this manual, you are likely part of the Chapter
Leadership Team at your school. Thank you for agreeing to make inclusion a priority. In turn, you will see your entire
school atmosphere become more empathetic and compassionate as you will set an example for all students to follow.
The more visible your chapter is, the more of an impact you will make! When a Best Buddies Chapter is strong,
everybody benefits!
This manual is a resource to help you lead your Best Buddies Chapter. You will find the answers to most of your
questions and also great ideas for chapter activities.
We are excited to offer you the Best Buddies High School Transition Program that is available to eligible high school
chapters. This important program will help graduating students as they get ready for life after high school. Contact us
for more information.
Please reach out to us if you need ideas, suggestions, advice or if you would like to share activities and ideas from
your chapter! Remember, you can ALWAYS call or email our head office (1.888.779.0061 or info@bestbuddies.ca).
Funding is available for eligible chapters for up to four events, including the Meet and Greet.
Thank you for stepping-up and for being a leader with our program!
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Overview
In 1989, Best Buddies
International was founded by
Anthony Kennedy Shriver, nephew
of the 35th President of the United
States, John F. Kennedy. Best
Buddies Canada established its
first Chapter in 1993. The
organization is operating in over
50 countries worldwide.
There are over 430 Best Buddies
Chapters operating within all
provinces across Canada. Our
program includes
approximately 12,000 members in
elementary schools, high schools,
universities, and colleges.

Why get involved in Best Buddies?
•
•
•
•

To
To
To
To

make new friends
breakdown societal stereotypes
develop leadership skills
promote inclusion within schools and communities

Mission Statement
To establish a national volunteer movement that creates opportunities for one-to-one
friendships and leadership development for people with intellectual and developmental
disabilities (IDD).
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Our Program
Best Buddies builds one-to-one friendships between people with and
without an intellectual and developmental disability (IDD), offering
social experiences while improving the quality of life and level of
inclusion for a population that is often isolated and excluded. Through
their participation, people with IDD form meaningful connections with
their peers, gain self-confidence and self-esteem, and share interests,
experiences and activities that many other individuals take for
granted.

Schools that run Best
Buddies report less
bullying!

At each Chapter, students with and without an IDD who share similar interests are matched. "Buddy Pairs"
are in contact weekly and get together a minimum of twice a month in school or outside of school. All
Chapter participants attend group activities at least four times throughout the academic year.
Each Chapter is led by a leadership team, which includes: a Chapter President, Staff Advisors or Host Site
Coordinators, and is supported by Best Buddies staff members.
High School (HS) Program: Fosters one-to-one friendships between high school students with and without
an IDD. In this time of heightened social and emotional development that can be difficult even for teenagers
without an IDD, the Best Buddies High Schools program helps break through social barriers at an important
time in a young person’s life.
University & College (U/C) Program: Fosters one-to-one friendships between college/university students
(without an IDD) and their peers on campus or in the community with an IDD. Young adults with an IDD
historically have been isolated at home or in work environments. The Best Buddies College & University
program is changing this by providing the opportunity for people with an IDD to be involved in their local
campus and community life.

Intellectual & Developmental Disability (IDD)
An intellectual or a developmental disability, are terms used to describe any condition that includes a lifelong
impairment to a person’s cognitive function and skills including communication, social and self-care skills or their
ability to adapt to their environment. The degree of disability can vary greatly from person to person. People with
Autism-Spectrum Disorder (ASD) can be involved with Best Buddies.
The IDD community that Best Buddies serves includes, but is not
limited to, people with Down syndrome, autism, Fragile X, Williams
syndrome, cerebral palsy, traumatic brain injury and other
undiagnosed disabilities.
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University, College and High School Chapter Terminology
Chapter

A university, college, or high school that has students paired one-to-one with people with intellectual disabilities –
either in the school, matching two schools, or pairing with a Host Site Agency, that has submitted a Program
Application and has completed their Meet and Greet (first group meeting)

Best Buddy

A university, college, high school student or community member paired in a one-to-one friendship with a person
with or without an intellectual disability

Staff Advisor (SA)

A staff member in the school who helps run the Best Buddies Program

Host Site Coordinator (HSC)

A staff member from the community agency that is matched with a post secondary school

Chapter President (CP)

A student leading the program, and one of the main contacts for all volunteers and Best Buddies staff

Chapter Leadership Team (CLT)

A team made up of individuals who plan and organize group events, finances, fundraisers, recruitment and other
tasks needed to run the chapter – this group can be made up of Chapter Presidents, Staff Advisors, Host Site
Coordinators and other Executive Members

Chapter Leadership Team
Chapter President (CP)

The Chapter President will ensure the success of the Chapter with the support of the Chapter Leadership Team and
members of the entire Chapter.
Responsibilities:
•
Register the Chapter as an official school club
•
Provide Best Buddies staff with regular chapter updates
•
Schedule Chapter meetings and activities
•
Help manage Chapter funding
•
Assist with recruitment:
o Plan volunteer information session during the first month of school
o Participate in interviews and review applications
o Assist Staff Advisor/Host Site Coordinators in matching participants
o Ensure chapter members complete Criminal Record Checks (U/C only)
o Ensure chapter members complete online application and pledge form (U/C only)
•
Communicate with chapter members to encourage and ensure that all pairs are meeting regularly throughout
the year
•
If not returning next September, recruit and train a chapter member as President for following school year
•
Ensure all forms are submitted to Head Office
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Executive Member
The Executive Members will assist the Chapter President with planning events and communicating with Head Office.
Responsibilities:
•
Help to plan group activities
•
Help to plan fundraising activities
•
Help to plan special Best Buddies events, including Best Buddies Month, and Hooping It Up

Associate Member

The Associate Member is a student or individual with or without an intellectual disability who is not paired in a oneto-one friendship. This role is meant to provide planning support for the Chapter.
Responsibilities:
• Provide support with planning events, group activities, and meetings
• Assist with administrative tasks
• Assist with the recruitment process

Staff Advisor (SA - only HS)
A Staff Advisor is a staff member in the school (not necessarily a teacher) that helps to run the Best Buddies chapter.
Responsibilities:
•
•
•
•
•
•

Ensure communication with Best Buddies staff regarding:
o Any group activity, fundraiser, outstanding achievement, chapter updates
Act as a contact for parents or guardians
Help with chapter planning and support the students in the Chapter Leadership Team
Oversee chapter funds
Help with recruitment and matching
If not returning next September, find a replacement Staff Advisor

Host Site Coordinator (HSC - only U/C)

Teamwork!

A staff member from the partnered Host Site Agency (community agency)
Responsibilities:
•

•
•
•

Ensure communication with Best Buddies staff and Chapter President regarding:
o Any group activity, fundraiser, outstanding achievement,
chapter updates
Act as a contact for caregivers or family members
Help with matching students and individuals
If not returning next September, find a replacement Host Site
Coordinator

Chapter Leadership Team Meetings
It is important to have regular Chapter Leadership Team Meetings to set goals and stay on track. Determine a
meeting schedule at the beginning of the year (for example: meet on the first Monday of every month at 2:00pm in
the Students’ Union Building or the cafeteria) and make sure that all executive members attend. These meetings will
allow Executive Members to share their creative ideas and plan great activities the entire chapter will enjoy.
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Steps to Getting Started
1. Recruitment
2. Hold Info Session
3. Register Members
4. Screen Your Volunteers
5. Interviews
6. Matching
7. Hold Meet and Greet

If you’ve matched all me
mbers
and you still have some
individuals
who would like to join,
they can
sign up as an Associate
Member!

Step 1: Recruitment
Recruitment should be strong in September but can continue all year long. Try to build a solid support team around
the Chapter at your school, including your Principal or Student Union. If people know about the program, and see
people involved having a good time, they will want to get involved. Below are some ideas for recruiting members:
•
•
•
•

•
•
•
•
•
•

Ask staff at your school to nominate students they believe would be appropriate
Use social media
Set up an information table at volunteer fairs and/or club days or in high traffic areas at strategic times
Speak about Best Buddies often:
o In classrooms or in the cafeteria
o Assemblies and school events
o Morning announcements
o To your friends, classmates and teammates
Put up posters provided by Best Buddies
Put a Best Buddies handout in orientation kits for new students
Wear or sell Best Buddies Merchandise
Ask your Student Government for support
Promote through student newspapers, school website, radio, and television
Speak to school sports teams or other school clubs to get them involved in your Chapter

Note: All participants should be able to form a socially reciprocal friendship.

Step 2: Holding an Information Session
Now that you have students interested in joining, it’s time to hold an Information Session to outline program
requirements and answer any questions new recruits may have.
To assist you better, Best Buddies will provide a PowerPoint presentation to
show during the Information Session. This presentation includes an
introduction to Best Buddies and highlights the importance of commitment
from students. Simply contact us to request the PowerPoint presentation.
Please feel free to supplement the presentation and materials with more
training, if necessary.
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Note (U/C only): Have
computers
available so members
can apply
online right on the spot
!

Follow this checklist to organize a successful Information Session:
Choose a date that works for everyone or have a couple dates
Promote through posters, social media, and announcements
Provide materials, such as a potential activity schedule for the year or the Friendship Guide to distribute
Book interviews for interested students immediately
Remember to inform students about Criminal Records Check requirements (U/C only)

Step 3: Application Process
The HS application process:
• Create sign up sheet including a name, email, and phone number field
• Give the sign up sheet to Chapter President or Staff Advisor to contact interested students
The U/C application process:
•
Complete Application and Pledge Form (available online)
o CLT will regularly receive all new applicants information from Best Buddies
o CLT should contact new applicants to inform them of the next steps

Step 4: Participant Screening
The Chapter Leadership Team may conduct interviews with potential members to determine if they are a good fit for
the program and find their potential match. U/C members must provide a professional or academic reference and a
criminal record check as part of their screening.
During the screening and matching process, it is extremely important to be aware of
confidentiality issues. Personal information should only be used to determine suitability
as a chapter member and not be shared with anyone outside of the Chapter Leadership
Team.
Returning Applicants (U/C only)
Applicants who wish to continue with Best Buddies in the new school year will have the
option to easily re-apply each year. An email will be sent to confirm application
information at the end of August and again in September. If former members did not
receive a link, have them apply online at www.bestbuddies.ca, click ‘Apply Now’ and
select if you are applying to be a Best Buddy, Staff Advisor/Host Site Coordinator or
Associate Member.

Don’t forget to follow
up with people who
signed up to be part
of your chapter!

References (U/C only)
Every student applicant must provide one professional or academic reference on their Application Form, who may be
contacted by Best Buddies. The referee must be a professional or academic reference (i.e. teacher, leader of religious
organization, past employer, etc.) and be over the age of 18. References from family members or significant
others (e.g. boyfriend/girlfriend) will not be accepted.
Staff from Best Buddies will follow up with references and inform the Chapter Leadership Team if there are any
concerns with an applicant. Applicants with an IDD do not require a reference, however Host Site Coordinators are
expected to know each applicant or run a screening process to determine if they are suitable for Best Buddies.
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Criminal Record Checks (U/C only)
Criminal Records Checks (CRCs) must be completed a maximum of six months prior
to the Best Buddies Application and include Vulnerable Sector Check. This is
required from all students aged 18 years and older in college/university. When
applying for a Criminal Record Check, specify that you are applying for a volunteer
position and that you will be working with a vulnerable population. If needed, you
can request a letter from Best Buddies stating that you must complete a CRC to be
part of our program. Contact the head office for a copy.

Contact your
local police for
info on CRCs

Since International Students have already submitted background information to the
Government of Canada in order to receive a Canadian Visa, a copy of the applicants
Passport Information Page is sufficient. A new CRC is not required.
Remember, matches cannot meet one-to-one unless references and the CRC (if
applicable) have been submitted to the Best Buddies Head Office. Until then, Buddy
Pairs may attend group activities together or have a supervised visit.

TIPS TO SPEED UP THE CRC PROCESS
•

Bring CRC application forms to your information session.

•

Call the local police station to find out the process and wait time. Applicants may have to apply for a CRC in
the city of their permanent residence. Make sure to state that it is for a volunteer position.

•

Best Buddies will reimburse all CRCs that are accompanied by a receipt.

•

Best Buddies cannot reimburse you for CRCs done for other organizations/companies.

Step 5: Conducting Inter views (optional)
Interviews allow the Chapter Leadership Team to see how a potential student would react in a variety of situations
and gauge their level of commitment to the program.
The Chapter Leadership Team should:
•

Review the list of applicants sent by the Best Buddies Team and contact
each one to arrange an interview

•

Interview each potential interested student - sample interview questions
can be found on our resources link. Contact a Best Buddies staff member
to receive this link
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Step 6: Matching
We recommend that the Staff Advisor/Host Site Coordinator and chapter president meet in person immediately upon
completion of the interviews to finalize all the matches.
At this meeting you will need:
•
Applicants information (received from Best Buddies) or sign up form
•
Interview notes
•
Copies of Criminal Record Check forms (U/C only)

Matching Guidelines
Ideally, returning Buddy Pairs should be re-matched together so they can further strengthen their friendship.
However, if either person wants a new match, that is okay as well.

Matching Tips:
Same sex matches are preferable
Individuals with similar interests should be matched together
If possible, create age appropriate matches
When matching people who are non-verbal, make sure the participants are comfortable and understand
how to communicate with each other
Try to match pairs who live close to each other
The Best Buddies program strives to create true friendships. Remember, don’t force a match. If you decide
that some people will not make good matches then invite them to be Associate Members.

Step 7: The Meet and Greet
The Meet and Greet is the Chapter’s first event. This is where Buddy Pairs meet for the first time.
Before the Meet and Greet is held, it may be helpful for some matches if students are provided with more
information about their Best Buddy’s disability.

TIPS FOR A SUCCESSFUL MEET AND GREET
•
•
•

•

Students can prepare a letter introducing themselves to a new Buddy and their guardians. This would include
a bit about themselves, their interests, what they are studying and their contact information.
Buddy pairs may be nervous at first; it is a good idea to plan some games and activities to help break the ice.
Invite everyone to the Meet and Greet – including; parents/guardians or caretakers, Principal, other school
staff or student union reps etc., to drop by and observe the Meet and Greet. Ensure all Buddy Pairs exchange
contact information. Hand-out a schedule of events for the year.
If a member is absent from the Meet & Greet, it is important that he/she calls their Best Buddy to introduce
themselves, or set up a private Meet and Greet at the Host Site Agency or classroom of the Staff Advisor.
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Next Steps
Volunteer Requirements:
Weekly Contact

After the Meet & Greet, Buddy Pairs should start contacting each other weekly.
• Stop by your Best Buddy’s homeroom
• Walk your Best Buddy to class
• Eat lunch together
• Call your Best Buddy
• Facebook/Tweet or text your Best Buddy
• Leave a note in your Best Buddy’s locker
• Wait for the bus together

One-to-One Outings
It is important to ensure matches are meeting on a regular basis.
• Keep track of which Buddy Pairs have met and how often they continue to meet
• Out of school outings are encouraged
• An outing does not have to be complicated or expensive; it just has to be something that both people agree
would be fun
• An outing cannot include alcohol or illegal drugs

Monitoring your matches
The goal of Best Buddies is to create strong friendships. It is primarily the Chapter Leadership Team’s responsibility
to monitor and ensure that quality matches are continuing.
If you feel that a match is not working out, or that either participant is not committed to meeting regularly, and
efforts have already been made to fix the problem, the Chapter Leadership Team should take the necessary action to
determine if the match should be dissolved. Remember to consult the Staff Advisors or Host Site Coordinators first to
see if you can come up with a solution together!

Tips to monitor matches:
•
•
•
•

Have volunteers inform the Chapter President when they have met one-to-one for the first time
Check in with each Buddy Pair at least once a month to ensure they are making contact
If your Chapter has a Facebook page, have members post photos of them and their Best Buddy doing activities
together, this can give other Buddy Pairs ideas of activities
Appoint an Executive Member to get feedback from Buddy Pairs

Planning Group Activities
A group activity is when all the participants from a Chapter come together for a fun event. Each Chapter must host a
minimum of three group activities a year plus the Meet and Greet. The Chapter Leadership Team is
responsible for planning group activities. Group activities are a chance for all Chapter members to get to know each
other and develop additional friendships. They are also an opportunity to discuss upcoming events and find out what
interests your members.
Let Best Buddies Staff know when you are planning a group event. We want to attend, if scheduling permits. Be sure
to take attendance at all events.
Note: All members are required to take care of their own travel, medical, financial expenses, or any hygiene
responsibilities.
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Chapter Event Planning Checklist
Inclusion and Accessibility:

Is the event accessible to all your Chapter members?
What adaptations might have to be made to make sure everyone can participate?

When/Where:
What date will the event be held?
What time will the event start and end?
Do you need to book a space/make a reservation at the event location?

Transportation:

Will you require transportation for all chapter members?
Did you find the safest and most cost effective mode of transportation.
Is the transportation accessible to everyone attending?
If using public transportation, will the group travel together or meet at the location?

Communication:

Are permission slips needed for the event and who will collect them?
Have all members of the Chapter Leadership Team been informed of the plans for the event?
Are all the Chapter Leadership Team members able to attend the event?
If no, can the event happen without them?
Have you informed a Best Buddies staff member about the event?
How will you let the chapter members know about the event?
How much notice have you given to the Chapter members? (Giving several weeks’ notice is a good idea to
ensure everyone is available)
How will you collect confirmation from everyone attending? (i.e. by email, text message, Facebook, etc.)
Do you need to send a reminder about the location and time of the event?

Event Plan:

What activities have you planned for the event?
Will you be using any materials, games, resources, etc.?
If yes, who will be bringing these? Are there any advance preparations that need to be completed before
the activity?
Will you be serving food and drinks at the event?
If yes, do any Chapter members have food allergies? (Check with members of the Chapter Leadership
Team and the Application Forms for this information)
Do you need to bring plates, napkins, cutlery, cups, etc.?

Cost and Budget:

How much will the event cost?
How will the event be paid for?
Do you need to fundraise or seek sponsorship for the event?
Is there sufficient money in the Chapter account to pay for the event?
If no, will Chapter members have to pay to attend?
Have you filled out a Funding Request Form? If after event, include receipts!

Post Event Checklist

Send all receipts for purchases made for the event to info@bestbuddies.ca please ensure HST is visible
Let us know how the event went, what you did and how many members attended
Send us pictures of the chapter and Buddy Pairs at the event
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Group Activities - No cost or low cost suggestions
•
•
•
•
•
•
•
•
•
•
•
•

Rent a movie, make some popcorn and have a
great movie night in the gym or cafeteria
Host a potluck dinner
Watch a varsity sporting event
Participate in another activity going on at school
(fair, dance, carnival, assembly)
Pottery Making
Halloween Party
Valentine’s Day Party
Playing cards/board games
Playing sports
Spaghetti Dinner
Skating
Pizza Party

•
•
•
•
•
•
•
•
•
•
•

Bowling
Snacks and Karaoke
Laser Tag
Go see a movie
Going to a hockey game
Playing pool
Organize a dance and invite members from the
community
Attend a play
Bake some goodies
Visit a zoo or have a day at a farm
Bring in a dance instructor

Best Buddies Month (March)
March is Best Buddies Month and is a chance to spread the meaning of friendship and the Best Buddies mission in
your school and community. What are you doing to celebrate Best Buddies Month?
Every year in March, our program participants from across the country celebrate Best Buddies month by showcasing
the amazing friendships they have. March is Best Buddies month and we want to make sure every chapter
participates and gets their whole school and community involved.
Best Buddies Month is not only celebrated nationwide but worldwide as well! Make sure to show us what you’re
doing for Best Buddies Month by posting photos on social media, tagging us and using our hashtag!
#BestBuddiesMonth
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Fundraising
Why is fundraising important?
Best Buddies doesn’t receive government funding and raises all operating costs, including funding for Chapter
activities, through our own special event fundraisers and private donations. Every penny you fundraise helps Head
Office create more friendships in new schools across the country.

Fundraising Goals:
•
•
•
•

Promote awareness about Best Buddies and the needs of people with intellectual disabilities
Develop fundraising and organizational skills for all chapter members
Raise money for group activities and to cover fees to attend our conference
Encourage chapters to be self-sustaining and financially independent from Best Buddies

Hooping It Up! (HIU): The official Best Buddies fundraiser! We recommend doing this during the month of March
(Best Buddies month). See page Appendix for more information and contact head office to receive your HIU guide.
Arrange for Admission Increase: on ticket prices to events already being held by your school. If a school
dance costs $5, ask organizers to charge $7 and donate the difference to your chapter.

Anything-A-Thon: Twist, dance, walk, bowl, etc. Get pledges to support the activity.
Bake Sale: Works great as a group activity. Have everyone meet the day before with their Best Buddy and bake an
item to sell the next day.

Host a Sports Tournament: with Chapter members, school, or community members. Charge an entrance fee to
participating teams, and a small fee to spectators. Offer prizes/certificates for winning teams, and sell Best Buddies
merchandise and/or refreshments.
Battle of the Bands: Charge an entry fee for the bands and spectators.
Local businesses: See ‘Seeking Donations’
Chapter garage/yard sale: Ask Chapter members to search their home for unwanted
items and solicit donations from the community to be sold during the garage/yard sale. Sell
refreshments during the event.
Community Nights: at a local high-volume restaurant. Community Nights are usually
weeknights between 5 pm-8 pm. Some restaurants will give a percentage of the profits
earned during the designated time.
Fall Harvest or Spring plant/flower sale: Contact a florist/nursery to see if they
will donate or provide a discount for potted plants or flowers for the Chapter to sell.

Spaghetti Dinner/Pancake Breakfast/BBQ: Open the event up to the community and charge $5 to $10 a
plate. A silent auction table could do well at this event.

Silent Auction: Solicit donations from the community (i.e., restaurant gift certificates, clothing, jewelry, movie

passes, sports equipment, food items, etc.) and host a silent auction where people can bid on items. Don’t forget to
thank all donors.

Students’ Unions/Councils: often give funding to campus school clubs. Check out your Student Unions’/
Councils’ criteria and guidelines for grants and submit a proposal. You may be surprised at what you get!
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Seeking Donations
Acquiring in-kind donations is another way to support group activities and fundraising.
Donated products can be used in several ways:
•
•
•
•

Prizes for giveaways (door prizes ex. gift certificates, movie passes)
Snacks to sell or enjoy at group activities/meetings
Materials and Supplies (ingredients for a bake sale, decorations for a dance)
Income tax receipts may not be available for some in-kind donations, contact Head
Office for more information

When looking for donations:
Look to the businesses in your community
Ask your family members if they or their employer would like to contribute to your Best Buddies chapter
Ask your Staff Advisor and Chapter members for contacts that they may have throughout the community
Give the prospective donor some information about your Chapter and Best Buddies
Give details about what you need and why
Present donors with a donation request letter. Head Office can give you a sample letter!
Follow-up on the letter with a polite phone call
Write a thank you letter to businesses that have given goods, merchandise, or money to your Chapter

•
•
•
•
•
•
•
•

Remember to include our charitable number,

89530 0861 RR0001, in donation requests!

Build a relationship with businesses so that they will be more likely to donate to your Chapter again in the future.
Invite local business owners to attend one of your events.

Tax Receipts
Only donations made out to “Best Buddies Canada” are eligible to receive an income tax receipt. Therefore, if your
Chapter is raising funds, any cheques must be made payable to “Best Buddies Canada – [Your Chapter Name]”,
or cash should be given directly to Best Buddies. Best Buddies will deposit the funds into your
Chapter’s Best Buddies account at the head office. These funds can be used for any approved
Chapter expense.

Chapter Funding
Try to stretch every dollar and be smart about your purchases. A bargain shopper can easily turn $1
into $5 without compromising the integrity of the event.

Proper Use of Funds
All funds received by any Best Buddies Chapter should be used towards the betterment of the entire Chapter. This can
include, but is not limited to: an event, entrance fees, food and drinks (absolutely NO alcohol or drugs),
transportation, supplies, decorations, guest speakers etc. Should there be a misuse of funds, as determined by Best
Buddies, reimbursement of the questioned funds will be required. If you’re unsure about whether you are
appropriately spending funds, feel free to contact Head Office. We’re here to help!
Funds allocated to Chapters by Best Buddies as well as any donations received by a Chapter are not to be used for
personal use such as (but not limited to): vehicles, computers, computer software, personal use of any kind, real
estate, personal electronic gaming systems, lottery tickets or any gambling or associated products, as well as any
other item that is deemed inappropriate or unnecessary by Best Buddies.
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Start-Up Grants
Best Buddies will provide every eligible Chapter that has completed and submitted their Roster prior to October
31st with a $75 start-up grant. This funding should be used towards the Meet and Greet or other start-up costs
and counts as the first, out of the four times, that a chapter can request funds. Money can be requested by
submitting a Funding Request Form online to the Best Buddies Head Office. This funding is not available for
Independent Chapters. For brand new Chapters that are established after October, the Roster must be
submitted 6 weeks after a start-up meeting.

Event Funding:
For eligible chapters, Best Buddies will provide up to $4 per Chapter member who is registered on the Chapter Roster
for up to three Chapter group events per year, plus the Meet and Greet. If a chapter received a start-up grant, this will
count as funding for the Meet and Greet.

Receipts
A copy of all receipts for Chapter spending must be submitted to Best Buddies immediately after your event.

Funding Request Forms:

Should be submitted online three weeks prior to your event to ensure you receive the funds in time. Transfers of funds
onto ‘Unique Cards’ also require advance notice of five days (see Best Buddies PrePaid Cards). Alternatively, you can
request a reimbursement by submitting a funding request form and including a copy of your receipts. Funding will
only be granted if all necessary forms have been completed online prior to a funding request.

Funding Eligibility:

All Chapters can be eligible to receive funds from Best Buddies for group events unless they are considered an
independent chapter. All chapters should strive to be financially independent!

HS Forms Required:

U/C Forms Required:

•

•
•

Chapter Roster

Chapter Roster
Online Applications/Pledge Forms

You are an Independent Chapter if:

NUMBER OF PEOPLE IN THE CHAPTER

TOTAL CHAPTER FUNDS

Less than 20 people

$400

20-60 people

$500

More than 60 people

$600

Bank Accounts
Best Buddies is accountable to Revenue Canada, the Best Buddies Board of Directors and our donors for any
expenditure made under the name of our program, including individual Chapter spending. You can choose to have a
bank account through the Best Buddies Head Office or have an independent account through your school’s
administration or student union. If you have an independent account, we ask that you send us a bank statement
before winter holidays in December, and before the end of the school year.
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FUNDRAISING TIP
If you need help writing a donation request letter or need ideas for a fundraiser, please give us a call!
We have resources, materials, and many ideas to support your fundraising efforts.

Choosing a New Executive
Ideally, next years’ Chapter Leadership Team should be selected as early as September so that they can shadow
current executives. This will keep your Chapter strong and ensure that your schools’ Best Buddy program remains
active for all students to enjoy year after year!
Once the Chapter Leadership Team has been selected, their contact information should be sent to Best Buddies.
Any Staff Advisor/Host Site Coordinator who is leaving their school or community agency must find a replacement
for their role with Best Buddies to ensure the continuation of the program. If they are unable to find someone,
they should encourage the Principal or Executive Director hiring their replacement to ask that this person take
over the Best Buddies Chapter.

Matches Not Returning

The Chapter President should ensure that graduating participants inform their match that they will not be
returning in the fall so that the transition to a new match goes smoothly. Buddy Pairs should also inform each
other if they are unable to meet over the summer months.

The Year-End Meeting
In order to effectively prepare your Chapter for the following year, hold a special Year-End meeting, bringing
together the incoming and outgoing Chapter Leadership Teams and invite your Principal or Student Union
Representative to attend. This is an opportunity to discuss what worked well this year and what should be done
differently. This is also an ideal time to submit your Year End Report. The Year End Report is sent out by Best
Buddies towards the end of the school year. This report is very important because it provides head office with the
necessary information to ensure a smooth transition from one year to the next.
Make sure the new Chapter Leadership Team is comfortable with their responsibilities and understands what
needs to be accomplished to ensure success the following year. Pass off this manual! Be sure that a Chapter
email list is passed on to the new Chapter President as well as a list of returning participants and the contact
information for the Best Buddies Head Office.
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Media Coverage & Social Media
By promoting Best Buddies in your school, or organizing large events open to the entire student body, you can help
make Best Buddies a more visible and important part of your school. Raising awareness about Best Buddies will
increase the number of people interested in joining your chapter.
Let your local newspaper or news station know about your Best Buddies Chapter! You could contact the editor by
phone to explain your story idea (attend an upcoming event, profile a Buddy Pair, meet the chapter). Best Buddies
Staff can help you write a press release or find contact information.

Tips for Media Coverage
•
•
•
•

•
•
•
•
•
•

Give reporters a story to cover (Media prefer to cover an event)
Send a photo - If media does not cover your event, send a clear high resolution photo with names and an
explanation of what is happening. If their is space they may print your photo!
Encourage an interview with a great Buddy Pair
Prepare what to say and speak clearly and concisely
Keep your statements simple
Talk about the impact your Best Buddy has had on you
Explain why you love Best Buddies and what you have learned or experienced from the program
Have promotional materials handy
Find out when the story will air or be printed
Send a copy of your article or the link to a video to the Best Buddies Head Office

*Remember everything you say to a reporter is on the record
and can be printed as part of the story *
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SOCIAL MEDIA POLICY FOR CHAPTERS
Social media and networking sites, like Facebook, Twitter and Instagram, are great ways to keep in touch with your
chapter members and the Head Office. It is also a great tool for recruitment and promoting events!
Remember:
•
Any social media group created by a chapter must have a Best Buddies Staff member as one of its
administrators
•
Any Best Buddies social media group must be private
•
Respect Copyright laws
•
Do not post any personal information on social media, for example a phone number or address
•
Let a Best Buddies staff member know when you create a social media profile to promote your Chapter
•
Profile names should have “Best Buddies” and the name of your school. For example: “Best Buddies –
University of Western Ontario” or “Leo Hayes High School Best Buddies Chapter”
•
When posting pictures or videos, make sure you have the consent of the individual(s) first
•
Do not post any comments that promote unsafe activities, promote the use of alcohol or that could lead to an
unsafe situation involving Best Buddies participants or other people
When using social media and posting under the Best Buddies name, remember you are representing Best Buddies
and your Chapter, its members, and your school. Any posts, links, videos, photographs, and information shared
must reflect the philosophy of Best Buddies. There should be no spam or comments that are offensive and no use
of offensive language. Chapter members who abuse social media under the Best Buddies name will be removed
from the program and any serious offences will be dealt with accordingly. Please see attached Social Media Policy.
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Confidentiality, Privacy and Dismissing Participants
Confidentiality
Best Buddies is committed to keeping personal information confidential. All participants with Best Buddies must agree
to keep all information concerning the participants involved in their chapter confidential. This agreement to maintain
confidentiality can be found in the pledge statement portion of all Application Forms (U/C only). Any issues with
participants should be brought to the attention of the Chapter Leadership Team.
At Best Buddies, we define the legal obligation of confidentiality as the obligation not to disclose willingly information
that is obtained in confidence from a person without that person’s consent. In certain limited situations (i.e., search
warrants, subpoenas and mandatory reporting obligations), individuals may be required by law to release any
information that would otherwise be confidential.

Disclosure with Implied Consent
The Staff Advisor/Host Site Coordinator and Chapter President may disclose confidential information to Chapter
Executive Members for the sole purpose of pairing students with individuals with an intellectual disability. The
participants will be informed of relevant conditions relating to his or her match. The participants must be made aware
that the information is confidential and must not be shared with anyone.

Privacy Policy

Best Buddies respects your right to privacy. We protect your personal information and follow the rules outlined by the
Canadian government. We do not rent, sell or trade our participants’ information. The information you give us is only
used to keep you and your parent/guardian up to date on Best Buddies activities, programs, special events,
fundraising needs and volunteering opportunities.

Dismissing Participants

Buddy Pairs are the most important part of Best Buddies, therefore matches must be supported as much as possible.
If difficulties are faced, the match must be worked on and sometimes dissolved. If it is obvious that a Buddy Pair is
having difficulty meeting the required commitment, the Chapter Leadership Team should sit down with the Buddy Pair
to discuss ways to resolve the problem. This may include setting a monthly schedule with times to call and meet.
If a participant is involved in any inappropriate behaviour, discuss the situation with your Staff Advisor/Host Site
Coordinator and a Best Buddies staff member. In some situations, the match may be dissolved immediately and the
offending member dismissed from Best Buddies. If a student is neglecting to meet with his/her match twice a month
and is not making weekly contact, then dismissing him/her is appropriate after attempts to resolve the issue have
been made and after you have spoken with a Best Buddies staff member.

When dismissing a participant or dissolving a match:
•
•
•
•
•

Talk to the participant about the situation
Remind him/her that they are not keeping to the expected commitment requirements, despite previous
communication and promises for improvement
Tell him/her it is in the best interest of their Best Buddy to dissolve the match, because the Best Buddy
deserves a friend who has enough time for the program
The situation must be discussed with the Staff Advisor/Host Site Coordinator and participant who should be
reassured that steps will be taken to find them another match
Furthermore, the parent/guardian of the participants (if under 18) must be contacted and informed that the
match has been dissolved. Special care should be taken when notifying the member with an IDD of the
situation and immediate steps should be taken to find a new match for him/her.
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Reporting Structure and Dispute Resolution
If a participant has a Best Buddies related concern, they should speak with the CP or SA/HSC. If the issue is not
resolved, or if it is a serious issue, a Best Buddies staff member should be notified. If a member of the CLT has
questions or concerns about the program, please contact a Best Buddies staff member. If you do not believe they have
adequately dealt with your problem/concern, contact Steven Pinnock, the Executive Director at sp@bestbuddies.ca.

Incident Report

If an accident occurs with one of your Best Buddies participants during a one-to-one outing or group activity, an
Incident Report must be filled out and sent to the Best Buddies Head Office immediately. A copy of the report should
be given to your Staff Advisor/Host Site Coordinator and Chapter President. This form should be filled out if someone is
hurt, causes damage to property during an outing, or if an incident occurs between two chapter participants, or any
other incident relating to the program. (See Appendix for Incident Report form)

Insurance
All Best Buddies Chapters are covered by our liability insurance during group events as long as the required paperwork
from their Chapter has been submitted and that they are deemed an official Best Buddies Chapter. If you have
questions regarding the insurance terms and conditions, please contact the Head Office.
If someone from a Chapter is driving on behalf of Best Buddies, they must have a million dollars in personal liability
coverage from their insurance company. Best Buddies Chapter members who choose to ride in a vehicle of a Best
Buddies participant or Staff Member, must be covered by their own, their parent’s or their guardian’s automobile
insurance policy. If an accident occurs, they must agree not to hold Best Buddies financially responsible and either they
or their parent/guardian will pay medical expenses which may incur. (Check with your parents. In most cases, you will
be covered by your parent or guardian’s insurance).

Best Buddies Canada Head Office:

Phone: (416) 531-0003 • Toll Free: (1-888) 779-0061 • Fax: (416) 531-0325
info@bestbuddies.ca • www.bestbuddies.ca
!20

The Best Buddies® Canada Logo & Merchandise
Please note that if you are using the Best Buddies Canada logo, you cannot alter it in
any way. The full logo, including the writing above and below the picture must be
present, in either the colour or black and white version. Alterations could lead to the
removal of Best Buddies’ right to use the Keith Haring painting as our logo.
Please contact a Best Buddies staff member if you have questions about reproducing
the logo.
Pantone Colour Numbers Needed:
•
Violet: 2645 C
•
Cyan: 333 C
•
Orange: 172 C
•
Yellow: 116 C

Best Buddies Merchandise
We have a variety of merchandise available for purchase online at bestbuddies.entripyshirts.com
For customized orders, please contact our supplier directly:
Email: info@entripy.com
Phone: 1-866-232-3975
Note: Entripy is a third party supplier

Feel free to contact a Best Buddies staff member if you have questions about purchasing merchandise.
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Thank You!
Now that you have read this manual, you should feel prepared and ready to make a huge impact on your school and
community by creating friendships and showcasing the amazing abilities and close bonds of all Best Buddies
participants!
If you follow this manual, your chapter will be very successful and a fun club at your school.
Remember, we are always here to support your chapter and its members!
Good Luck!

Wait! There’s more!
The following material includes information about important policies, special events and opportunities as well as
resources for you to use. Please contact Best Buddies if you have any questions!
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Appendix: Best Buddies Canada Social Media Policy
Content Publishing: All content published must be free of defamation, discrimination, copyright or trademark
infringement and must respect the privacy and rights of all those who may potentially be implicated by or exposed to
its message.
Photo Publishing: All photos including participants must be done with knowledge that all of those involved have signed for
media release rights via the Best Buddies Pledge Form. All photos of non-members at Best Buddies events must be published
with the express and written permission of the legal guardian in the case of a minor and of the person in the case of an adult
that has reached the provincial/territorial age of majority at the time of publishing.
Event Advertising: We advise caution to participants who want to share information about upcoming events. Take
appropriate measures to ensure that actions on social media do not put members at risk by identifying them or the location
where they will be when posting personal blogs and on networking sites, including comments, chats, images, video, podcasts,
or any other form of sharing information or opinions.
Legal Issues: For the purpose of this document, the legal issues considered are those with which a law suit, complaint or
violation of laws or rights could arise in relation to the use of social media or our online presence. Such issues could include:
•
•
•
•
•
•
•
•
•
•

Defamation: False claims regarding a person, business or product
Privacy: Publication of private facts and confidential information
Interference with business relations and partnerships
Contract and liability: Assuming a duty or obligation, whether intentionally or unintentionally
Brand or Trademark: Creating confusion or relationship to an existing brand or trademark
Copyright: Using/sharing content that was fraudulently obtained or improperly attributed
Sexual/Psychological Harassment: Unwanted postings targeting an individual or group
Discrimination: Racial, gender, age, language, culture, religion, socio-economic, disability, etc.
Spam: Failure to maintain mailing list privacy, improper subscription/un-subscription management
Consumer Affairs: Failure to adhere to truthful advertising laws and standards

Recommendations/Cautions: To maintain anonymity and personal security, we recommend members maintain high
security settings for what personal information is made available on public profiles.
• We do not recommend accepting contact requests from unknown persons
• Posting or disseminating content that could bring Best Buddies Canada’s reputation into disrepute
• Posting or disseminating content that is libellous, defamatory, harassing, bullying or that violates criminal laws on hate
propaganda or obscenity
• Posting or disseminating content that breaches any other Best Buddies Canada policy
The following may be freely distributed:
• Information published on the Best Buddies Canada website and social media channels
• Information published by the press or other media outlets about Best Buddies
• Materials or items created with the intent of being distributed through social media channels in order to promote Best
Buddies Canada its role and its services
• Making private financial and business information pertaining to Best Buddies Canada public
• Best-practice knowledge and general professional insight that does not expose internal operational procedures or imply or
disclose any proprietary or otherwise protected information
You are responsible for your actions and the actions of others using your account. Anything you post that can potentially
tarnish Best Buddies Canada’s image will ultimately be your responsibility. We do encourage you to participate in the online
social media space, but urge you to do so properly, exercising sound judgment and common sense.
Establishing a Strategy
The objectives of engaging in Social Media is to:
• Establish a social media presence to increase awareness of our online presence
• Gain increased TV/radio/print media recognition to have media contact us more for quotes in stories
• Inform community about what we do and who we are to increase traffic to our websites
• Be a low risk entry point for potential members to generate and participate in a two-way dialogue
Social media is a communications tool and a recruitment tool. Our online voice is positive, professional yet friendly, and uses
language that is suitable to the audience. Our content is intentional, credible, and “on purpose”. Because social media is a
two-way communication, it is best to send out messages with intent and planning. Twitter - scheduled messages.
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