
 

 

 

 

 

 

 
 
 

CHANGE THE FACE 
OF LEADERSHIP  

 

DiverseCity Fellows 
Program Delivery Guidelines & Tips 

Fall 2017  



 

 2 G R E A T  L E A D E R S  B U I L D  G R E A T  C I T I E S   

Table of Contents 
Diversity and Inclusion Statement ....................................................................................................... 3 

Background .................................................................................................................................................. 3 

Delivery Principles ........................................................................................................................................ 3 

Overview ................................................................................................................................................. 4 

About the CivicAction Leadership Foundation ............................................................................................. 4 

About CivicAction’s DiverseCity Fellows Program ....................................................................................... 4 

Delivery Principles of CivicAction’s DiverseCity Fellows Program ............................................................... 6 

DiverseCity Fellows Program Logic Model .................................................................................................. 6 

Recruitment ............................................................................................................................................ 8 

The Recruitment Process ............................................................................................................................. 8 

Suggested Recruitment Objectives .............................................................................................................. 8 

Who Makes the Best Candidates? ............................................................................................................... 9 

Developing your Communications and Outreach Plan ................................................................................ 9 

Application Components ............................................................................................................................ 10 

Selection Process ...................................................................................................................................... 10 

Assessment Tips ........................................................................................................................................ 10 

Sessions ..................................................................................................................................................12 

City-building Competencies ....................................................................................................................... 12 

Sample Course Outline .............................................................................................................................. 14 

Sample Session Format ............................................................................................................................. 14 

Mentoring ..............................................................................................................................................16 

Transforming Leadership ........................................................................................................................... 16 

Mentor Matching Timeframe ...................................................................................................................... 17 

Roles and Expectations ............................................................................................................................. 17 

How Does This Mentoring Relationship Differ From Others? .................................................................... 18 

Tips on Giving and Receiving Feedback.................................................................................................... 18 

Confidentiality ............................................................................................................................................. 18 

Project Incubation .................................................................................................................................20 

Project Incubation Objectives..................................................................................................................... 20 

Roles and Expectations ............................................................................................................................. 20 

Project Incubation Models .......................................................................................................................... 20 

Project Check-Ins ....................................................................................................................................... 21 

Evaluation ..............................................................................................................................................22 

Focus Groups ............................................................................................................................................. 22 

Surveys ...................................................................................................................................................... 22 

One-on-One Meetings ................................................................................................................................ 22 

Demographic Data ..................................................................................................................................... 23 

Additional Information .........................................................................................................................24 

Appendix A .............................................................................................................................................25 

 



 

 3 G R E A T  L E A D E R S  B U I L D  G R E A T  C I T I E S   

DIVERSITY & INCLUSION STATEMENT 
 
Background 
 
In an increasingly globalized and inter-connected world, the importance of diversity and 
inclusion has never been more important. While we are fortunate to live in one of the most 
diverse regions in there world, there is still much to be done to ensure that we are creating 
communities where different perspectives, views and ideas are valued and all voices have an 
equal opportunity to contribute. 
 
Through the delivery of world class leadership programs, the CivicAction Leadership 
Foundation is committed to harnessing the power of diverse leaders to build strong, dynamic 
and inclusive cities, and providing a platform that inspires, educates and empowers all voices 
to influence and shape our region. 
 
Delivery Principles 
 
With diversity and inclusion at the heart of all we do, the CivicAction Leadership Foundation 
embraces the diversity of all identities. The Foundation is dedicated to promoting an 
atmosphere in which all participants feel safe and have the opportunity to reach their full 
potential.  
 
The CivicAction Leadership Foundation believes firmly in the value and benefits that come 
from fostering a diverse and inclusive environment. We believe that:  

 Diversity in perspectives and thought leads to greater innovation and creativity; 

 A diverse and inclusive workplace better represents the diversity of the communities 
that we serve; 

 Diversity and inclusion expands members’ and stakeholders’ cultural sensitivity and 
encourages the ongoing learning and unlearning that comes with sharing diverse 
narratives; 

 Diversity and inclusion extends opportunities for partnerships, volunteers, audiences, 
etc. and enhances the quality of community engagement and outreach; and 

 Diversity and inclusion demands both accountability and transparency.  
 
Built on these beliefs, the Foundation strives to be a leading example of equitable 
organizational practices.  To ensure this, we are committed to the following: 

 Dismantling barriers that would limit the success and well-being of the community or 
limit our vision of inclusion; 

 Ensuring accountability and building equitable relationships with all stakeholders;  

 Fostering a culture of critical self-reflection and creating safe space where participants 
can participate freely and express diverse views;  

 Ensuring that diversity is reflected and considered in all aspects and at all levels of the 
organization; 

 Providing appropriate accommodations where necessary and whenever possible (i.e. 
accessible locations and materials, modifications to meet religious observances, etc.) 

 Creating an environment that promotes dignity and respect and in which individual 
differences and the contributions of all people are recognized and valued; 

 Having no tolerance for any form of intimidation, bullying, or harassment; 

 Encouraging anyone who feels they have been subject to discrimination to raise their 
concerns so we can take action; and 

 Doing our utmost to ensure that volunteers and employees are representative and 
reflective of the communities we provide services and opportunities for.  
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OVERVIEW 

 

ABOUT THE CIVICACTION LEADERSHIP FOUNDATION 

 
CivicAction’s founder, the great David Pecaut once said, “A city that 
is filled with civic entrepreneurs practicing collective leadership will 
be able to face any challenge and do all kinds of great things.”  
 
The CivicAction Leadership Foundation is committed to doing just that – building the 
collective leadership capacity of our region. 
 
Built on the belief that there is nothing more important to the future of our communities than 
preparing those who will lead them, the CivicAction Leadership Foundation provides high 
impact leadership programs that open doors, minds & opportunities for young, emerging and 
under-represented leaders in the Greater Toronto & Hamilton Area (GTHA). 
 
With world-class programs and unparalleled access to the region’s most influential thinkers 
and doers, the Foundation is the premier destination for diverse rising civic leaders wanting 
to develop their networks, grow their minds, transform their communities and change the face 
of leadership throughout the region. 

 

 

ABOUT CIVICACTION’S DIVERSECITY FELLOWS PROGRAM 
 
CivicAction’s DiverseCity Fellows is an award-winning program for diverse rising leaders 
in the Greater Toronto and Hamilton Area (GTHA) who are interested in impacting change in 
their communities. The Fellowship came out of DiverseCity: The Greater Toronto Leadership 
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Project, a partnership between Maytree and CivicAction, which identified the need for more 
diverse leadership to create a stronger and more prosperous region. 

With a focus on inclusive leadership and driving impact, this free year-long program provides 
participants with opportunities for personal leadership development while growing a strong 
network of civic-minded peers across sectors. Past participants have noted that it helped 
further their leadership journey while also helping them contribute to their community in a 
meaningful way post-program.  
 
CivicAction has graduated close to 200 rising civic stars from the DiverseCity Fellows 
program, each receiving 100+ hours of intensive leadership training and programming. The 
program works to achieve three core goals that will contribute to the emergence of a more 
diverse leadership landscape: 

 

ADVANCING 

KNOWLEDGE 

Build a shared fact base on key issues and opportunities facing the 
Toronto region, including the importance of diversity in leadership. 

STRENGTHENING 

INSTITUTIONS 

Enhance strategic skills and capabilities that contribute to making 
positive change in the city-region. 
 
Provide a platform for collaborative and cross-sectoral city-building. 

EXPANDING 

NETWORKS 

Establish new relationships and networks among a wide spectrum of 
leaders. 

 
 
 
CivicAction’s DiverseCity Fellows program is based on an experiential learning 
approach and delivered through four streams of activity: 

 

ONE:  

Fellows Sessions 

TWO:  

Network 

Connections 

THREE:  

Mentoring 

Relationship 

FOUR:  

City-Building 

Action 

Meetings over the 
course of the year 
that explore 
intersections of 
leadership, diversity, 
and city-building. 

Expanding networks 
and building 
relationships with 
peers and other city-
building leaders. 

Mentoring match with 
an experienced city-
builder 

Multi-sectoral and 
multi-functional 
teamwork to develop 
action initiatives that 
address 
opportunities in the 
city-region. 
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DELIVERY PRINCIPLES OF CIVICACTION’S DIVERSECITY FELLOWS PROGRAM  

 

COLLABORATIVE 

LEARNING 

Fellows play a central role in the collective learning experience by 
contributing their ideas, experience, expertise and diverse 
perspectives. They participate actively in facilitating and shaping 
sessions. 

INTEGRATING 

IDEAS INTO 

ACTIONS 

Fellows are challenged to apply their learnings from workshops, team 
work, and action-learning projects to their own leadership roles. 

CONNECTING 

WITH LEADERS 

Through networking opportunities and leadership spotlights, the 
program introduces Fellows to a range of leaders in the city-region. 
Fellows use these opportunities to engage leaders in dialogue on city-
building and to learn from their leadership journeys as well as their 
lived experiences. 

FEEDBACK-RICH 
Fellows are expected to create a feedback-rich culture where they 
encourage receiving and giving feedback in order to support their 
individual and collective leadership journeys. 

TRACKING 

CHANGE & 

“OWNING IT” 

Fellows are expected to take ownership for their personal growth and 
development. By maintaining a high-level of reflection and self-
evaluation, Fellows take responsibility for integrating their learning and 
tracking how they have changed. 

 

DIVERSECITY FELLOWS PROGRAM LOGIC MODEL 

 
Below is the DiverseCity Fellows logic model. This evaluation resource is used to better 
understand the effectiveness of the DiverseCity Fellows Program. It articulates the inputs that 
go into the program, and the outcomes we aim to achieve in the short term, medium term, 
and long term.  
 
The process of developing a logic model is highly beneficial for a team to better understand 
how the various activities they will administer will actually lead to a specific set of outcomes.  
 
By developing a logic model, we are also able to use this as a reference when evaluating the 
impact of the program and ensuring that we are measuring the right outcomes throughout the 
duration of the program. 

 

 

 

 



 

 

 

 

 

CIVICACTION DIVERSECITY FELLOWS LOGIC MODEL  

INPUTS OUTCOMES 

Activities Participants Short (6-12 months) Medium (1-2 yrs) Long Term (3-5 yrs) 

 
Program Delivery  

 
Deliver 12 months of engaging 
programming for Fellows that promotes 
inclusivity & diverse leadership through 
the following activities:  
 

 Monthly leadership 
development 
sessions/workshops. 
 

 Facilitated mentor 
relationships with senior level 
mentors. 
 

 Engaging in team city-building 
projects. 
 

 Various exposure 
opportunities connecting 
Fellows to influencers and 
opportunities across the 
region.  

 
25 fellows who are:  

 

 Up-and-coming civic-minded 
leaders in mid to senior 
management roles who are 
underrepresented in leadership 
roles (i.e. women, visible 
minorities, members of 
Aboriginal and LGBTQ 
communities, people with 
disabilities) from different 
sectors and parts of the region. 
 

 Respected senior civic leaders 
that are committed to the growth 
and development of the next 
generation of leaders as 
mentors.   

 
 A heightened level of 

curiosity about themselves, 
their views, and what it 
takes to be a civic leader (# 
of pivotal learning moments 
throughout program; # of 
moments where they felt 
vulnerable/challenged). 
 

 A stronger and more 
diverse peer network to 
collaborate with (# of new 
relationships made 
throughout program).   
 

 An increased understanding 
of topical city-building 
issues and the role they 
play in shaping the future of 
GTHA (level of 
understanding before vs. 
after program). 
 

 An increased understanding 
of how stakeholders 
operate in the non-profit, 
public and private sectors 
(level of understanding 
before vs. after program). 
 

 Team Project (# of 
volunteer hours invested in 
projects dedicated to 
shaping our communities). 
 

 
 Increased involvement in 

their community (i.e. # of 
new volunteer/board 
opportunities before vs 
after program). 
 

 A sense of belonging in 
the CivicAction network 
and the urge to give back 
to organization/network 
(likelihood to refer 
program; # of referrals; # 
of Fellows who volunteer 
with other CA-related 
initiatives).  

 

 
 Increased number of 

Fellows in senior leadership 
roles (roles/titles before 
program vs. 5 years after 
program). 
 

 Increased number of 
traditionally 
underrepresented people in 
senior leadership roles (# of 
visible minorities, 
Aboriginals LGBTQ, women 
in senior leadership roles). 
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RECRUITMENT 
 
Success starts with identifying the right participants for your program, making your 
recruitment efforts an integral part of program success.  This section outlines the suggested 
activities to recruit and identify program candidates. 

 

THE RECRUITMENT PROCESS 
 
From beginning to end, program recruitment takes approximately four months to complete – 
this includes development of your recruitment and communications strategies, call for 
applications, interviews and onboarding. 

 
The following outlines the typical phases of work and timelines associated with recruitment: 
 

AUGUST Development of Recruitment and Communications Strategies (approx. 3-4 weeks) 

SEPTEMBER – 

OCTOBER 
Call for Applications (approx. 4-5 weeks) 

OCTOBER – 

NOVEMBER 
Applications reviewed by program staff  (approx. 2 weeks) 

NOVEMBER Interviews held (approx. 2 weeks) 

DECEMBER Decisions and offers made to 25 Fellows (1-2 weeks) 

JANUARY Fellowship begins 

 

SUGGESTED RECRUITMENT OBJECTIVES 
  
We set the following goals when undertaking recruitment: 

 Recruit 25 diverse rising leaders from all sectors who are dedicated to giving back to 
their communities, building inclusive cities, and driving collective impact.  

 Attract high-potential and collaborative individuals who have the drive, grit and 
humility to mobilize change and a demonstrated capacity to lead.    

 
We specifically target our efforts on the following audiences: 

 Groups who face the most leadership barriers (representing all sectors and 
neighbourhoods in the GTHA): 

 Women 

 Racialized individuals 

 Aboriginal individuals 

 Members of the LGBTQ community 

 Differently abled individuals  
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 People who have the potential to be influential leaders but are not necessarily ones 
with senior job titles or have had traditional upward career growth (i.e. grassroots 
community leaders) 

 Civic-minded rising leaders who want to work collectively with others to shape 
stronger and more inclusive communities.  

 

WHO MAKES THE BEST CANDIDATES? 
  

 Talented and engaged individuals with a track record of strong leadership and/or 
community engagement and who have a minimum of 5 years professional and/or 
volunteer experience 

 Creative problem-solvers who are ambitious, results-oriented, collaborative, 
empathetic and inclusive 

 Rising leaders in all industries/sectors with a desire to make our region a better place 
to live and work 

 Diverse individuals of all ethno-cultural backgrounds, religions, genders, and abilities 
from communities across the GTHA 

 

DEVELOPING YOUR COMMUNICATIONS & OUTREACH PLAN 
 
Getting word out to a broad cross-section of potential participants is key to a successful 
recruitment strategy. The following are typical timelines involved in preparing your 
communications and recruitment materials: 
 

2 MONTHS BEFORE 

APPLICATIONS OPEN  

Develop communications strategy 

2 MONTHS BEFORE 

APPLICATIONS OPEN 

Develop recruitment strategy and recruitment lists  

1 MONTH BEFORE 

APPLICATIONS OPEN 

Develop social media content (ex. graphics, posters, quotes 
from past Fellows, etc.) 

2 WEEKS BEFORE 

APPLICATIONS OPEN  

Develop outreach email drafts – tailored depending on the 
audience  

DAY APPLICATIONS 

OPEN  

Send email to stakeholders, partners, and targeted 
community organizations indicating applications have opened  

THROUGHOUT 

APPLICATION PERIOD  

Share call for applications on social media, email, word of 
mouth, etc.  

1 WEEK BEFORE 

APPLICATIONS CLOSE  

Send reminder email to stakeholders, partners, and targeted 
community organizations indicating applications close in one 
week 

APPLICATION CLOSING 

DAY  

Close applications on website and announce on social media 
that application period has closed  

 
When developing your communications strategy, it is important to do outreach through social 
media, but also through traditional communication methods like word of mouth and 
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personalized emails. We also provide an in-person information session during the recruitment 
period for those wanting to learn more. 

 

APPLICATION COMPONENTS   
 
Candidates applying to be a DiverseCity Fellows must submit a completed application by the 
stated deadline that consists of the following information:  

1. Completed Application Form 
2. Current resume/CV 
3. Recommendation form completed by applicant’s employer  
4. Recommendation form completed by a personal reference  

Sample application and reference forms can be found at the end of this guide – you should 
personalize these based on your preferred criteria. 

For example, we recruit based on the following key attributes: 

PERSONALITY TRAITS 

Open-minded Appreciative 

Empathetic Optimistic 

Curious Openness to trying to new things 

Self-aware Maturity 

Passionate Emotional Intelligence 

Authentic Team player 

Sense of purpose Good listener 

Desire to learn Humility 

Desire to contribute to their community Values the collective experience 

Grit Drive and ambition 

 

SELECTION PROCESS 
 
DiverseCity Fellows are selected by a Selection Committee made up of representatives from 
various sectors and communities throughout the GTHA.  
Shortlisted candidates are then invited to attend an in-person interview approximately one 
month after the applications close. 

After the Selection Committee makes their decisions, offers are sent to 25 Fellows. Once the 
Fellows accept their offers, the cohort is publicly announced.  

 

ASSESSMENT TIPS 
 
Be aware of the following when completing recruitment for your program: 
 

 Similar to me bias: It is common to feel connected or drawn to candidates that share 
stories or interests similar to us. The same is true in the opposite regard.  Be mindful 
of favouring certain applicants based on how relatable they are to you.   

 Lived experience is an asset: Many applicants will share their lived experiences to 
showcase their leadership experience/journey. The DiverseCity Fellows program 
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views lived experiences as an asset that should be held in the same regard as one’s 
professional and volunteer experience.  

 Collaboration is key: Fellows are required to work with diverse individuals, and 
sometimes those who don’t always think and act like each other. Be mindful of 
individuals that tend to only mention themselves, speak negatively of others and 
centre too much on their own work/accomplishments. It takes a team to make change 
happen, and we want Fellows who are able to acknowledge that.  

 

BEST PRACTICES 

RECRUITMENT  
 

1. Assemble a selection committee of senior and rising leaders who can help 

identify candidates to interview and participate in in-person interviews. Individuals 

should represent a range of sectors, race, gender and backgrounds.  

2. Ensure that your cohort is representative of the various sectors, identities, and 

abilities that exist in the region. Remember to be cognizant of regional diversity as 

well (i.e. not all participants should be coming from one part of the region!). 

3. Target outreach to organizations in diverse communities in your region.  

4. Be intentional about a diverse cohort – make sure it reflects your community 

demographic.  

5. Consider organizing an information session for prospective applicants to provide 

an opportunity for applicants to ask questions and meet former fellows and program 

staff. 

6. Use social media to promote the call for applications through shareable graphics 

and engaging content (ex. short videos). 

7. Consider that an applicant’s lived experiences can be just as valuable as another 

applicant’s professional experiences listed on a resume. 
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SESSIONS 
 
Throughout the year, Fellows are provided with over 100 hours of in-person training on 
leadership development and city-building topics. As part of these leadership sessions, fellows 
have the opportunity to meet various community and senior leaders who regularly join 
sessions as guest speakers.  

 

 

CITY-BUILDING COMPETENCIES 
 
The course curriculum is focused on three city-building competencies that we feel are 
necessary in building effective leaders of tomorrow: head, heart and guts.  
 
The following chart provides more details on each of the competencies:   

 

 

 

 



 

 13 G R E A T  L E A D E R S  B U I L D  G R E A T  C I T I E S   

CITY BUILDING COMPETENCIES 
Created in partnership with CivicAction and Allen Hirsh, NextGenLeaders 

 

HEAD 

Providing clear purpose, direction, and 
strategy 

HEART 

Understanding, working with, and developing 
others 

GUTS 
Doing the right thing based on 
clear values 

Strategic insights  

 
• Sees the big picture, and 
understands the trends, issues, 
opportunities and threats facing ‘City 
Builders’ 
• Is intellectually curious; sees the 
possibilities and is open and willing to 
try new approaches 
• Understands city-building as a multi-
sectoral process 
• Proactively draws on diverse 
information and sources to gather 
facts, ideas and opinions to analyze 
situations, frame and reframe issues 
• Recognizes new insights, 
alternatives and breakthrough ideas; 
demonstrates innovative thinking 
• Demonstrates insight about 
organizational and cultural dynamics 
and how change happens 
 

Strategic Relationships  
 

• Builds strong collaborative relationships 
across different fields 
• Creates trust in all his/her dealings with 
others 
• Develops and maintains successful 
networks and partnerships 
• Communicates effectively and builds 
meaningful relationships with people from 
diverse backgrounds 
• Builds and connects diverse networks 
and identifies strategic 
opportunities to tap into them 
• Anticipates changing stakeholder needs 
and envisions ways to create value (for 
partners, participants, etc.) 

Self-Awareness and Development  

• Is aware of personal strengths and 
weaknesses 
• With an expressed openness to listen, 
learn and improve, seeks 
feedback 
• Demonstrates personal confidence 
and a strong sense of self-worth 
and capabilities 
• Manages emotions well and 
demonstrates emotional maturity 
• Reads emotional cues and seeks to 
understand the other person’s 
perspective, needs and concerns 
• Actively seeks new challenges, 
professional growth and development 
opportunities 

Point of view  

• Is willing to have a distinct point of 
view and make tough decisions even 
when it is unpopular 
• Engages others on his/her point of 
view to effect change 
• Integrates and reflects diverse 
perspectives and ideas in his/her point 
of view 
• Simplifies complex ideas to deliver 
clear analysis and insights 
• Understands how to communicate 
his/her point of view to resonate with 
different audiences 
• Uses an appropriate mix of data, 
logic and intuition to make decisions 
 

Team Leadership  

• Acts as an effective team player 
• Creates an open, energizing 
environment that encourages trust and 
pride among team members 
• Builds and leads high performing teams 
• Encourages diversity within the team 
and effectively integrates 
different styles, backgrounds, viewpoints, 
and talents to produce 
strong outcomes 
• Acts diligently to ensure all are engaged 
• Champions the team and celebrates 
individual and team success 

Courageous Conversations  

• Raises difficult issues honestly and 
directly with people 
• Handles conflict in an effective, timely 
and appropriate manner 
• Holds others accountable for 
delivering on commitments 
• Demonstrates flexibility and an ability 
to adapt while also remaining consistent 
with mission and values 
• Admits mistakes and demonstrates 
humility 
• Perseveres in the face of adversity 

Execution  

• Builds shared commitment and 
ensures people are working towards 
common purpose and goals 
• Identifies and communicates the 
“vital few” priorities 
• Demonstrates passion, optimism and 
a “can do” attitude 
• Uses effective delegation and 
empowerment to mobilize others to 
achieve collective results 
• Consistently delivers on 
commitments while upholding the 
highest standard 
• Recognizes the interconnectedness 
of city-building challenges and 
solutions when taking action 

Talent Building  

• Effectively coaches others, providing 
direction and support 
• Demonstrates personal interest and 
commitment to helping people grow 
• Makes sound judgements on people 
matters 
• Provides timely and constructive 
feedback 
• Listens with respect, empathy and good 
intent 
• Acts diligently to prevent the 
inappropriate exclusion of others 

Change Champion 

• Creates a compelling case for change; 
convinces others of the benefits, 
rationale and need to change 
• Creates energy and momentum for 
change initiatives; provides on-going 
communication, direction, engagement 
and focus 
• Develops a clear strategy for 
implementing change that includes 
metrics and timelines 
• Builds coalitions of people who 
support specific change initiatives 
• Acts as an advocate for change, 
providing resources and removing 
barriers 
• Thinks critically about the status quo 
and shakes things up 
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SAMPLE COURSE OUTLINE  
 
This sample course curriculum outlines when workshops typically take place, the topics that 

are covered, and the time commitment required of Fellows.  

Each session addresses at least one of the three city-building competencies. 

 

SAMPLE SESSION FORMAT  
 

Each session runs anywhere from 4 to 8 hours, depending on the agenda. Sessions use a 

mix of workshops, speakers, panel discussions and reflection with program participants – this 

reflects a broad mix of learning styles.  

SAMPLE AGENDA: POWERFUL COMMUNICATIONS  

10:00– 

10:15am  

Opening Remarks 

10:15 – 

12:30pm  

WORKSHOP: Media Revolution - Shake the Public Debate  
How do you use the media revolution to shake the public debate on issues you 
know and care about? This workshop will focus on how fellows can harness the 
unprecedented storytelling opportunities that exist today. 

12:30-

1:30PM 

Lunch   

1:30-

2:30PM 

 

LEADERSHIP SPOTLIGHT: News Anchor, CBC Toronto  
Moderated by a DiverseCity Fellow  
Q&A with moderator, followed by Q&A with DiverseCity Fellows  

2:30 – 

2:45pm 

Break 
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2:45 – 

3:45pm  

 

DISCUSSIONS: Unpacking your personal communication style  

 
Table discussions where fellows will reflect on their personal communication style 
through guided questions. Fellows get into 4 groups and discuss 2 questions for 
20 min each.  
 

1)  What makes an authentic communicator?  
2) What elements of body language are you aware of when communicating? 

In your experience how does non-verbal communication enhance or 
detract from interpersonal communications?   

3:45 – 

4:00pm 

Wrap Up & Debrief   

 Fellows to share key learnings from session  

 Based on today’s session, share one thing you will change about your 

communication style going forward?  

 

 

BEST PRACTICES 

LEADERSHIP SESSIONS  
 

1. Have one session per month to maximize attendance.  

2. Avoid having sessions in August and December as they are prime time for 

vacation and can result in low attendance.  

3. Choose venues, speakers and panelists that reflect the diverse demographics 

of your region.  

4. Design sessions to address different learning styles – some people learn 

better through listening (i.e. speeches, panels, etc.), while others prefer a more 

hands on approach (i.e. activities or small group discussions).  

5. Evaluation mechanisms at the start of your cohort’s year can help you 

understand the types of issues and skills that the cohort is interested in learning 

about.  

6. Ensure that sessions provide a balance of content knowledge about city-

building. 

7. When possible, endeavor to procure materials and catering from social 

enterprises and local caterers.  

8. Leverage partners where possible to ask for in-kind space, speakers, and 

materials.  
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MENTORING 

 
Mentorship is a key pillar of the DiverseCity Fellows program. 

Mentoring is more than just mining insight from 
those in lofty positions. It’s an exchange of ideas, 
knowledge, and thought that aims to strengthen the 
abilities of both the mentor and the mentee. As part 
of the one-year program, DiverseCity Fellows are 
matched with a senior and experienced city-builder. 
The mentoring relationship helps the Fellows 
achieve their personal development goals, develop 
their aptitude for collective leadership and builds 
new relationships among civic leaders in our 
region. 

At the start of the Fellows program, participants 
participate in a 360° assessment process and 
create an Individual Development Plan (IDP). 
The results of the assessment help determine the 
competencies of leadership for which Fellows need 
development support.  
 
Based on Fellows’ IDP goals, they are matched 
with a mentor that can best help them meet those 
goals. This is coordinated by program staff over an approximately four week period. 
 
Please see appendix for a sample IDP template.  

 
TRANSFORMING LEADERSHIP 
 
The mentoring program brings Fellows together with experienced city-builders working in the 
public, private and non-profit sectors.  
 
The mentoring relationship is an opportunity for experienced and emerging city-builders 

across sectors to engage in an open, honest and 
continuous dialogue on city-building and contribute 
to each other’s personal leadership development.  
 
Over twelve months, mentors and mentees will 
meet approximately four to six times to connect 
and share experiences, ideas and feedback. The 
mentoring relationship will support Fellows in 
achieving their city-building leadership goals and 
allow mentors to tap into a pool of talented and 
deeply committed DiverseCity Fellows. 
 
Each mentorship relationship is unique and guided 
by the objectives and interests of the mentee and 

“My mentor was 
always very clear 
about his perspective. 
He understood his strengths and 

weaknesses, where he had 

expertise and where he didn’t. If 

there was something he didn’t have 

as much experience in, he would 

connect me with someone who did. 

He was also a great listener who 

didn’t push me. He really listened to 

my goals and empowered and 

enabled me to achieve them.” 

 

- Former Fellow 

“The mentoring 
relationship is a two-
way street. I saw it as a 

huge opportunity, so I put a lot 

of energy into making the 

experience as much as it could 

be.” 

 

- Former Fellow 
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mentor. For example, pairs may choose to focus on topics ranging from city-building to 
leadership to diversity. Mentors and mentees are encouraged to identify what topics they 
hope to discuss over the course of the year. 

 

MENTOR MATCHING TIMEFRAME 

 

MARCH 
Fellows retreat held (part of curriculum) where self-assessment results 
and IDP template are shared. 

APRIL-

MAY 

Fellows meet with coaches with expertise in learning and development 
to review results of self-assessments and identify areas of opportunity. 

MAY Fellows submit completed IDP templates to program staff. 

MAY-JUNE Fellows are matched with Mentors by program staff. 

JUNE 

(ONWARD) 

Fellows and Mentors meet 4-6 times over the course of the following 12 
months 

 
ROLES AND EXPECTATIONS 
 
The mentoring component of this program is mentee-driven. This means: 
 

MENTEE 

 Assumes responsibility for his/her own development 
 Has a clear sense of his/her personal leadership goals 
 Takes initiative to meet with mentor 
 Seeks advice and feedback 
 Provides feedback to mentor 

MENTOR 

 Supports Fellows in their development as a city-building leader 
 Meets with the mentee 4-6 times over a one year period 
 Understands mentee’s leadership development needs 
 Provides feedback to mentee 
 Advises mentee on possible development strategies 
 Mentors may also: Promote and advocate for mentee for leadership 

roles in city-building activities (e.g. voluntary advisory groups, Board 
appointments, etc.), or provide mentees possible contacts for further 
development 

PROGRAM 

STAFF 

 Facilitates a mentor-match based on the mentee’s leadership 
development goals 

 Orients mentors and mentees on the objectives and expectations of 
the mentoring relationship 

 Provides mentoring resources and recommendations on how to build 
a successful mentoring relationship 

 Checks in periodically to find out how the process is going 
 Collects feedback and reflections at the end of the relationship 

HOW DOES THIS MENTORING RELATIONSHIP DIFFER FROM OTHERS? 
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 City-building focus: Mentors primarily offer strategic advice to Fellows on 
strengthening their city-building leadership, not career advancement. 

 Collaboration: Mentors provide tips to strengthen Fellows’ ability to collaborate 
across sectors, work with people from different backgrounds, and enhance their 
knowledge of local issues. 

 Cross-sectoral: Mentors are volunteers drawn from the CivicAction network, 
sometimes from different sectors than the Fellows. Our hope is that this relationship 
will create opportunities for further collaboration and engagement among mentors and 
Fellows in the future. 

 

TIPS ON GIVING AND RECEIVING FEEDBACK 
 
As in any successful partnership, open dialogue and communication are important elements 
for success. As mentors provide feedback, Fellows may expect feedback on the following: 
 

 Behaviours, attitudes and style that may support or hinder the Fellow’s success as a 
city-building leader 

 Strengths, areas of development 
 Observations regarding the Fellow’s development goals and how they are progressing 

toward these goals 
 How to enable the mentoring partnership to be most productive 
 How to enable the mentoring partnership to be challenging 
 

 

GIVING FEEDBACK 
 

When giving feedback, mentors will want to 
ensure that they: 

RECEIVING FEEDBACK 
 

When receiving feedback, mentors will want 
to ensure that they: 

 State the purpose of the feedback 
 Describe the situation or observed 

behaviour 
 Describe the impact of the situation or 

observed behaviour 
 Check for understanding 
 Invite the individual to whom they are 

providing the feedback to respond 
 Discuss positive outcomes 
 Express support for the growth and 

development of the individual 
 Summarize the conversation 

 Remain open 
 Listen carefully to the message being 

delivered 
 Avoid interrupting or becoming defensive 
 Ask for clarification or more information 
 Ask for support in creating positive 

outcomes and solutions 
 Commit to action on the feedback 

provided 
 Ask peers, colleagues and the feedback 

provider to share progress in achieving 
commitments 

 Thank their feedback partner 

 
 

CONFIDENTIALITY 
 
Confidentiality is important in establishing and maintaining a trusting and open 
relationship among mentors and mentees. Information shared between mentors and 
mentees should be considered confidential and not shared broadly. 
 



 

 19 G R E A T  L E A D E R S  B U I L D  G R E A T  C I T I E S   

BEST PRACTICES 

MENTORSHIP 
 

1. Approach mentors as far in advance as possible to confirm their commitment. 

2. Think big and consider “uncommon suspects” when identifying mentors – really 

focus on aligning the Fellow’s stated learning goals with the background and skills 

of the proposed mentor. 

3. Be thoughtful about how much time your mentors have – prepare your Fellows, 

provide timely information, and support the relationship however possible. 

4. Schedule at least two check-ins with mentors throughout the duration of the 

year to ensure the relationship is working and no interventions are necessary. 
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PROJECT INCUBATION 
 

One of the core components of the DiverseCity Fellows program is a city-building project 
where Fellows work in cross-sector teams of four to five to collaborate on a project to tackle a 
pressing issue facing the GTHA.  
 
A few examples of projects that have been developed through the DiverseCity Fellows 
program include the Pan Am Path, Aboriginal Professional Association of Canada and Public 
Accessory Commission. 
 
 

PROJECT INCUBATION OBJECTIVES 
 

Project incubation is intended to achieve the following objectives: 

 Collaboration: Enhance team leadership competencies by working closely with 
diverse peers, perspectives and experiences 

 Civic knowledge: Deepen understanding on city-building challenges and 
opportunities facing the GTHA 

 Bridging sectors: Build meaningful relationships and partnerships across sectors 
 
 

ROLES & EXPECTATIONS 
 
Your organization will be asked to support the project teams in the following ways:  

 Unparalleled access to a diverse and rich network: CivicAction connects project 
teams to prominent leaders in the public, private and non-profit sectors that provide 
them with strategic input and create new partnership opportunities.    

 Valuable advice from social innovation experts: Through ongoing programming 
developed by CivicAction, project teams participate in prototyping, design thinking and 
pitch development workshops led by respected social innovation leaders.  

 Prominent profile in front of civic-minded leaders: Projects are exposed to a 
broad audience of senior and rising leaders via multiple channels including 
CivicAction’s website, newsletter, social media and flagship events.  

 
In return, project participants should meet the following expectations: 

 Uphold your organization’s core values (particularly around inclusivity) and ensure 
that projects and partners align with core organizational and program values; 

 Program participate actively in all program sessions and project components; 

 Respect program deadlines; 

 Serve as ambassadors of your organization when meeting with stakeholders; 

 Proactively engage stakeholders and individuals; and  

 Work collaboratively and responsively with your team 
 
 

PROJECT INCUBATION MODELS 
 
Your project incubation process should reflect the needs of your organization and the 
participants.  In recent years, we have tried various project incubation models that you may 
wish to consider: 

http://www.panampath.org/
http://www.aboriginalprofessionals.org/
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 Fellows-Driven Projects: In this model, Fellows self-identify their project ideas and 
make their own project teams. 

 Program-Led Projects: In this model, Fellows are put into cross-sectoral teams 
based on their backgrounds and expressed interests.  They are they asked to 
determine their own project topic. 

 Mentor/Sponsor-Led Projects: In this model, Fellows are put into cross-sectoral 
teams based on their backgrounds and expressed interests and they are also 
matched with an external organization/individual who provides expert advice and 
mentorship to the project teams over the course of the project. 

 
To discuss the project incubation models and the opportunities associated with each in more 
detail, please contact the CivicAction Leadership Foundation team. 

 

PROJECT CHECK-INS 
 
Throughout the program, Fellows are required to submit a total of three (3) Project check-in 
documents. These submissions help better understand how the project is progressing and 
where/how program staff can support.  
 
Program staff can also schedule check-in calls with Fellows’ project team in order to discuss 
check-in submissions and the work the team has been doing.  
 
 
 

BEST PRACTICES 

PROJECT INCUBATION 
 

1. Project teams should be encouraged to communicate regularly with program 

staff and be open to sharing risks and challenges.  

2. Approach project partners well in advance to secure commitment so that all 

project teams are matched at the start of the program.  

3. Consider partnering with another project incubator to provide additional support 

to project teams.  

4. If budget allows, allocate dollars to project incubation to help with resourcing start-

up costs associated with new initiatives.  

5. If resources are available, program staff should make arrangements for 

meeting space and conference lines for project team meetings. 
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EVALUATION 
 
Continuous improvement and evaluation is necessary to ensure you are meeting the needs 
of program participants and that your programming remains necessary and relevant. It also 
helps to identify and analyze opportunities to refine, grow, and scale the program. 
 
Evaluation for DiverseCity Fellows should be done through various qualitative and 
quantitative methods, including focus groups, surveys, and self-reporting measures.  
 
The following methods are recommended as a best practice: 

 

FOCUS GROUPS 
 

After each session with DiverseCity Fellows, program staff should conduct debriefs with 
Fellows to ask for feedback on if the session met their expectations and developed new 
competencies. You can also hold more formal focus groups with the Fellows at the mid-
year point of the program to assess program delivery and design. Based on feedback 
from each session, program staff modifies future sessions accordingly.  

 
You should also hold a focus group at the end of the year to garner feedback from 
Fellows about their experience with all program elements (leadership sessions, project 
incubation, mentorship, networking) which helps determine programming for the 
upcoming year. 

 
For example, based on feedback from 2017 DIverseCity Fellows, program staff learned 
that Fellows would benefit from a session on inclusive leadership. As a result, program 
staff added an ad-hoc session the same year on this topic to enrich the Fellows’ 
experience. Future curriculums will now include this session.  

 

SURVEYS  
 

Program staff should administer satisfaction surveys at three points during the program to 
track change over time: 
 

o A pre-program survey to establish a baseline at the start of the year; 
o A mid-year survey to evaluate Fellows’ experiences halfway through and identify 

areas to incorporate feedback and make adjustments during the final months of 
the program; and 

o A post-program survey to track changes over the course of the year. 
 

ONE-ON-ONE MEETINGS  
 

Several one-on-one meetings are held with program stakeholders to ensure that the 
program is beneficial to all partners involved.  
 
For example, the Program Manager has one-on-one coffee meetings with all Fellows in 
order to develop relationships with the Fellows, but also in an effort to provide an informal 
opportunity for Fellows to share feedback on the program. The CEO also arranges one-
on-one coffee meetings with all Fellows to touch base and solicit any feedback about the 
program that hasn’t been shared already  
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The Program Manager also arranges one-on-one calls with project partners and all 
mentors to solicit feedback on the mentorship and project incubation elements of the 
program  

 
All feedback from one-on-one meetings is tracked for the purposes of continuous 
improvement of the DiverseCity Fellows program.  

 

DEMOGRAPHIC DATA  
 
Lastly, program staff collects demographic data from all DiverseCity Fellows applicants 
and alumni to evaluate if the program is serving the diverse populations in the GTHA 
region. Data is collected for internal use only and includes information on: ethnicity, 
sexual orientation, indigenous, disabilities, etc.  
 
There is also space in the application form for applicants to share any other aspects of 
diversity that have not been directly asked about in the application. Note that this data 
collection is confidential and used only by internal staff for the purpose of continuous 
program improvement.  

 
Based on demographic data, program staff adjust the outreach strategy each year. This 
ensures that the DiverseCity Fellows program truly serves the diverse populations living 
in the GTHA region.  
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ADDITIONAL INFORMATION 
 
Some additional resources that may be helpful: 

 

CIVICACTION LEADERSHIP FOUNDATION WEBSITE  
 
For more information about the CivicAction Leadership Foundation and its other 
programs, please visit our website at leadership.civicaction.ca.  The site includes details 
on our Fellows, Mentors, projects, etc. 

 

CIVICACTION SOCIAL MEDIA  
 
Make sure to join the online conversation and stay in touch with us on social media!  

 
Facebook: https://www.facebook.com/civicactiongtha/  
 
Twitter: https://twitter.com/CivicActionGTHA  

 

EMERGING LEADERS NETWORK (ELN) 
 
The ELN is another flagship program of the CivicAction Leadership Foundation.  

The ELN was created to develop, connect, and activate the Greater Toronto and 
Hamilton Area’s (GTHA) future leaders. By creating opportunity for thought-provoking 
dialogue, skills training and networking opportunities, the ELN helps build-up, plug-in, and 
galvanize action-oriented leaders to create a more connected, collaborative GTHA. 

Created in 2006, the ELN is 1500+ rising leaders strong (including more than 
210 DiverseCity Fellows alumni) and represents a wide range of ethno-cultural 
backgrounds, communities, and sectors throughout the GTHA. In addition to monthly 
events focused on networking and skill-building, the ELN hosts an annual 
conference for rising leaders to explore and develop action-oriented solutions to the some 
of the region’s most pressing civic issues. The network also helps members advance 
civic-focused ideas through innovative events like ELNshowcase (a Dragons’ Den-style 
event) and has helped incubate nearly 20 city-building projects since 2006. 

There is no fee to become a member and joining is easy – simply complete the 
membership form and watch your email! 

 

 

 

 

 

 

 

 

CONTACT THE DIVERSECITY FELLOWS PROGRAM  
 

For more information or specific questions about CivicAction’s DiverseCity Fellows program, 
please contact Seher Shafiq, Program Manager – DiverseCity Fellows at 

seher.shafiq@civicaction.ca or 416-309-4480 ext. 518. 

 

https://www.facebook.com/civicactiongtha/
https://twitter.com/CivicActionGTHA
http://leadership.civicaction.ca/programs/diversecity-fellows/diversecity-fellows/
http://leadership.civicaction.ca/eln/elnshowcase/
http://leadership.civicaction.ca/eln/elnshowcase/
http://leadership.civicaction.ca/whats-new/press-release/next-gen-leaders-pitch-game-changing-city-building-projects-at-civicactions-elnshowcase/
http://leadership.civicaction.ca/eln/#join
http://leadership.civicaction.ca/eln/#join
mailto:seher.shafiq@civicaction.ca
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APPENDIX A: CIVICACTION DIVERSECITY FELLOWS INDIVIDUAL DEVELOPMENT PLAN (TEMPLATE) 

 
 

Key Development Messages  

Summarize the key feedback and development messages from your 360 and Hogan results,  
and conversations with your manager and others.  Pick the top 3 most important themes.  

1.    

2.     

3.       
 

Strengths  

Development planning is generally about identifying what you do well, and learning how to amplify that to get 
extraordinary results. “Playing to your strengths” also involves learning how to combine and leverage your 
capabilities to improve overall effectiveness.  
 
List your key strength areas. These can be technical skills, interpersonal competencies, your management style, 
leadership and character aspects, personal qualities, etc.  

1.      

2.   

3.   
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Opportunities 

The flip side of “playing to strengths,” is learning how to “manage opportunities for improvement.” To grow 
as leaders it’s important for us to become more aware of our opportunities for growth and development, and 
understand the situations (often stressful) that can trigger our “shadow side” and potentially derail us.  

What are your areas of opportunity?  What types of stress might trigger your derailers?  Are there specific 
situations where these development areas will have greater negative impact?  

List your top three opportunities for growth or areas of vulnerability.  

1.    

2.     

3.       

 

The Plan  

What do you want to work on? Translate your development opportunities into specific learning objectives and 
action plans. Focus on the personal development aspects and behaviours you want to master. Use S.M.A.R.T. 
objectives to ensure the learning plans are Specific, Measurable, Actionable, Realistic, and Time bound.  

 
Limit your development plan to 2-3 core themes. Use the template to develop your learning Objectives.  Note: 
We added an additional column “Support Required.” This focuses on what others (your manager, your peers, 
etc.) can do to help you achieve your learning objective. 
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Learning 
Objective 

What is your 
specific goal 
related to this 
opportunity?  

How will you 
measure 
success?  

What action will 
you take? (Break 
into steps if 
needed)  

Why is this 
meaningful for 
you?  

When will 
you have this 
completed?  

Support Required: 
“Others can help me 
achieve my 
objective by…” 

1. To... 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

     

2. To.. 
 

 
 
 
 
 

     

3. To... 
 
 
 
 

 
 
 
 

     
 
 
 
 
 
 
 
 

 


