PROGRAM HANDBOOK

AMCTO MENTORSHIP PROGRAM

About AMCTO:
AMCTO represents excellence in local government management
and leadership. AMCTO has provided education, accreditation,
leadership and implementation expertise for Ontario’s municipal
professionals for over 75 years.
With approximately 2,200 members working in 98 per cent of
municipalities across Ontario, AMCTO is Canada’s largest
voluntary association of local government professionals, and the
leading professional development organization for municipal staff.
Our mission is to provide management and leadership service to
municipal professionals through continuous learning opportunities,
member support, and legislative advocacy.

For more information about this handbook contact:
Rick Johal
Director, Member and Sector Relations
rjohal@amcto.com | 905.602.4294 ext. 232

Contact us:
AMCTO | Association of Municipal Managers, Clerks and
Treasurers of Ontario
2680 Skymark Avenue, Suite 610
Mississauga, Ontario L4W 5L6
Tel: (905) 602-4294 | Fax: (905) 602-4295
Web: www.amcto.com | @amcto_policy
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INTRODUCTION
The AMCTO Mentorship Program has been developed to facilitate meaningful connections
between our members in a structured and formal learning environment. The association
believes in the value of linking established local government professionals with emerging
leaders from across municipalities in Ontario. Through this program, AMCTO will provide a
formal vehicle to increase the mentorship capacity of members and provide opportunities for
professional connections.
The mechanics of guiding and supporting program participants throughout their relationship
will lead to positive professional development for the mentor and mentee.
Goals of the Program:
1. Leverage the value of professional local government experience
2. Develop the mentorship capacity of local government professionals
3. Establish meaningful relationships for members and those within the sector
A by-product of this program is the hope that AMCTO has for increased formal and informal
mentoring whether that be amongst
individuals or within municipal
Life’s most persistent and urgent question
organizations.
This Handbook is the first step for
those who are interested and/or have
expressed a desire to be involved in
the AMCTO program moving forward.

is, “what are you doing for others?”
—Martin Luther King, Jr.

WHAT IS A MENTOR?
A Mentor is an individual who possesses local government experience and is well-respected
within the profession. This individual must be willing to voluntarily agree to support the
professional development of another outside of their own organization.
While mentoring is typically seen as a pairing of a more skilled or experienced person with an
individual who may have less experience or skills in certain areas, there is a clear need for the
relationship to be premised upon agreed development goals between the parties (i.e.
competency development). The role of mentors in the program is to provide guidance and
promote learning as your mentee develops themselves further as a local government
professional.
AMCTO Mentorship Handbook
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THE MENTORING RELATIONSHIP
Mentorship involves two parties; the mentor and the mentee. The relationship requires a
genuine and mutual commitment from the parties involved; this includes a commitment to meet
on a regular basis, being open to feedback as well as the challenge to develop and/or improve
oneself. This is premised on a foundation of mutually developed trust and respect.
The focus of the relationship is on the professional development of a mentee through the
counsel and guidance of a formal mentor. A successful mentoring relationship should lead to
positive outcomes for both the mentee and the mentor through the expansion of knowledge,
skills development, and creativity. The relationship’s success is contingent upon providing for a
safe forum to discuss primarily professional issues. Therefore, it is important that this
relationship is viewed as a partnership, whereby both parties openly and freely exchange
ideas, discuss challenges and explore potential solutions together. Only when this is achieved
can the true value of a mentoring relationship be extracted for participants.
The role of reverse mentoring is also important to acknowledge for AMCTO in the
administration of this program. Reverse mentoring came to prominence when companies
started to realize that top-down learning is not always appropriate. This became particularly
acute when social media and use of technology became a central part of core business; as a
result, leading to many "reverse mentoring" programs emerging.
The importance of reverse mentoring is to recognize the potential for there to be skills gaps on
both sides, and that each person can address their weaknesses with the help of the other's
strengths.
As mentioned, mentoring relationships can be fruitful for both individuals however, it is worth
noting that the following can always occur:
•

A Mentee or a Mentor could feel that they no longer want or are no longer able to
continue in the program.

•

At times meeting regularly may become problematic. If such a situation occurs, the
mentee and the mentor should discuss options on how to reconcile the challenge and,
if this is unsuccessful, they can connect with AMCTO staff.

•

Misalignment between a mentor and mentee will happen. The most well intentioned and
managed programs must account for this scenario. While it is the goal to prevent this
misalignment, it is important to recognize when a relationship must cease and a new
relationship should be pursued.

Within each mentorship relationship, there are key responsibilities for each party that are best
understood and can be useful in helping make the relationship a success.
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Mentorship Responsibilities
•

Be proactive in establishing a foundation for open, honest two-way dialogue and
communication

•

Your commitment to the relationship should be reflected through the time given and the
enthusiasm on display

•

Discuss and help determine learning opportunities as an advisor/coach

•

Provide friendly and professional support by listening and enabling the mentee to
explore ideas and/or solutions

•

Support and encourage the development of creative and independent thinking

•

Be a resource person by providing advice on accessing local government tools,
information and networks for accomplishing goals

•

Support the mentee through helpful
coaching and by providing
constructive feedback

The delicate balance of mentoring
someone is not creating them in your own
image, but giving them the opportunity to
create themselves.
—Steven Spielberg

•

Work to be honest and even at times,
play devil’s advocate to help the
mentee think through important
topics while also working to raise
their self-confidence

•

Create a safe environment where the mentee can discuss a wide array of issues and
challenges

•

Where possible, create opportunities for the mentee to access your professional
network

A mentor must be open to learning from the mentee in the same manner than the mentee is
open to learning from his/her mentor.

Mentee Responsibilities
•

Be the individual who initiates and drives the relationship

•

Ensure your employer is aware and supports your decision to participate in a mentoring
relationship. While not necessary, it is best to be transparent about this process with
your employer

•

Work to identify a personal vision for what you wish to achieve from this relationship and
share it with your mentor

•

Identify and share the skills and qualities you seek to develop
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•

Work jointly on a plan of action for learning and development

•

Discuss relationship expectations with the mentor along with determining a series of
mutually acceptable development goals

•

Be prepared to disclose professional problems to your mentor in order to talk through or
solicit advice and feedback

•

Always be appreciative of the time and effort that the mentor provides you

•

Ensure that you continue to pass on the gift of mentoring

THE MENTORING PROCESS
There is no one prescribed method for mentorship relationships to unfold. Many programs will
allow for in-person meetings and informal opportunities to connect. However, for the AMCTO
program it will be distance based and thus, the following process items will be helpful to
consider for participants who wish to achieve a successful outcome:
•

Prepare for the mentorship experience by individually identifying goals, discussing
desired outcomes and plan to meet early upon being matched.
o

AMCTO strongly encourages all participants to have access to video-chat
services (i.e. skype, facetime) in order to facilitate a more cost-effective and
value laden experience of meeting over distance.

•

Mentor and mentee should agree to a plan of action and discuss how the learning will
unfold. This can include setting goals, deciding what successful mentorship means,
and coming up with strategies to work through possible conflict.

•

Remembering that the learning will occur through discussions and meetings and may
be a fluid process (i.e. issues arise for guidance or discussion).

•

The mentorship ends when either the agreed upon time commitment has been reached
or when the goals outlined have been met. If the two parties want to extend their
relationship, that is an option participants can pursue beyond the length of the
program.

Mentors and Mentees will be engaged (i.e. survey, teleconferences etc.) by AMCTO
throughout the program to review and gauge the quality of the mentorship experiences and the
program itself.

Responsibilities for AMCTO
•

Administer and manage the program, including
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o

Solicitation, selection and matching of participants,

o

Preparation of guidance materials and forms,

o

Facilitation of any educational programming, and

o

Responsibility for program modifications and improvements.

•

AMCTO staff will serve as ongoing support for both mentees and mentors as needed.
However, staff will not be involved in the mentorship relationship itself.

•

Staff will monitor and evaluate the progress both formally and informally surrounding the
mentorship relationships.

Benefits of the Program
•

Expand career prospects by virtue of connecting and exploring the perspectives and
insights from a local government practitioner beyond your own organization

•

Influencing positively and learning
(i.e. reverse mentoring) from the
experience and prospects of a
fellow local government
professional

If I hadn’t had mentors, I wouldn’t be here
today. I’m a product of great mentoring, great
coaching… Coaches or mentors are very
important. They could be anyone…
—Indra Nooyi (CEO of PepsiCO)

•

If you are an AMCTO
Accreditation holder, you can
attain PDU credits towards the
maintenance of AMCTO
designations. This can apply to
mentors and mentees.

•

Building meaningful connections and networks with local government professionals
from across Ontario

Requirements for Participation
•

Be an active AMCTO member in good standing

•

Demonstrate a willingness to participate in a mentoring relationship for at least a nine
month period

•

Agreement to fully participate in the program, including the in-person session, survey
completion, teleconferences and so on.
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PROGRAM TIMELINE
AMCTO will launch a cohort of the program in September of each year. In June, AMCTO will
communicate to AMCTO members that it is seeking interested individuals to apply for both
mentor and mentee positions. Over the summer months, AMCTO staff will work to undertake
an assessment and matching process for mentors and mentee’s.
Upon completion, the successful applicants will be notified and introduced to their partners.
Noting the importance of a mentorship relationship beginning on the right footing; AMCTO will
begin each program year with a formal kick-off event that will focus around an in-person
educational session hosted for all participants.
This educational session will achieve the following:
•

Provide an educational overview on the value and practices of successful mentorship

•

Enable program participants to meet collectively and engage in both formal and
informal networking

•

Participants will gain practical insights and tools to productively begin their mentoring
relationship

•

Enable participants to engage interactively in sessions to stimulate thought on the
mentoring journey ahead.

Figure 1:

Annual Program Timeline
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Following this session, participants in the mentorship program will be prepared to leverage
various tools, techniques and advice to successfully develop their relationship. During the
program term, AMCTO staff will serve as a resource and will formally engage with participants
to gauge progress and satisfaction via surveys, teleconferences etc.
The program will end at the end of May the following year where AMCTO will connect with each
participant regarding their experiences in the program and examine any program modifications
for the following year.

PROGRAM EXPECTATIONS
AMCTO is mindful that expectations need to be managed and aligned for optimal success.
The value of a strong relationship is hard to quantify or measure. However, it is critical that
both individuals recognize that success is only truly achieved when a mutual commitment
exists. With that said, it is equally important that one does not assume a mentoring relationship
will guarantee enhanced career opportunities for the mentee or crosses a line of professional
comfort for the participants. Instead, mentoring relationships are successful when both parties
are realistic clarify all their expectations upfront in order to establish a firm foundation from
which to build. AMCTO’s opening session will prompt participants to think through what will
make their partnership successful.

Confidentiality
A key, if not the most critical element to the success of a mentoring relationship is to ensure
both parties understand that confidentiality is to be maintained. This includes a mutual
agreement whereby both parties make the pledge that the content of discussions will remain
confidential. With this understanding, the lone circumstance where this may be foregone is
when concerns develop regarding inappropriate behavior that may place either party at risk.
Should this be the case, AMCTO staff should be advised immediately.
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APPENDIX 1: AMCTO MENTORING
AGREEMENT
AMCTO Mentors and Mentee’s voluntarily enter into this partnership. The ultimate goal of
participation in this program is to develop a mentoring relationship that is a mutually rewarding
experience; dedicating ourselves to make time to focus on career development and
professional growth.
As participants, we agree that:
•

The relationship will last for at least nine months. Informal assessment of the
relationship should occur every two-three months between mentor and mentee.

•

Mentor and Mentee should seek regular meetings without ever going more than six
weeks between meetings.
o

Meeting times will be respected unless this is unavoidable. At the end of each
meeting participants should determine the date for the next meeting.

•

Each meeting will last a minimum of 30 minutes and a maximum of 90 minutes.

•

Mentor and Mentee’s must agree that the general content of these meetings are to
remain confidential.

•

Both parties recognize the importance of being open, honest and sharing constructive
feedback.

•

We agree to a no-fault conclusion of this relationship if, for any reason, it seems
appropriate.

Mentor ____________________________________

Signature _____________________________

Date____________

Mentee ____________________________________

Signature ______________________________
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APPENDIX 2: CONFIDENTIALITY
We mutually agree that the content of our discussions will remain confidential during and after
completion of the program. However, should there be concerns that develop regarding
inappropriate behaviors that may place either party at risk; an AMCTO staff member will be
advised immediately.
As participants, we agree to respect the confidentiality of our discussions:

___________________________________
Signature of Mentee

___________________________
Date

____________________________________ ____________________________
Signature of Mentor
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APPENDIX 3: FREQUENTLY
ASKED QUESTIONS (FAQs)
Do I need to be a member of AMCTO to participate in this program?
Yes, the mentorship program is only available to AMCTO members.
How long does the program run?
The official ‘start’ of the mentoring program is in September and will conclude in June of the
following year. When you apply, you are committing to participate in the program for at least a
full nine months.
Can I continue my mentoring relationship after the nine months?
Yes and we encourage it. If you both agree you can continue as long as you like. Be aware
however, that the formal program support is only in place for the nine months that the official
program runs.
When does intake for applications open?
Specific application dates can vary from year to year but will take place around the beginning
of June with selection and matching to occur in August.
Please check our website for specific program dates.
When does intake for applications close?
Applications are usually accepted for a period of 3 – 4 weeks. The exact deadline will differ
year to year and will be included in any formal communications send to members.
Please check our website for specific program dates.
Is there a charge to participate in this program?
There is currently no charge for any members to participate in the program.
I have already self-identified someone to be my mentor/mentee, can I apply to the
program and ask for that person specifically?
Yes you can, however we will only consider matching people together if both parties have
agreed to work together. Each party should specifically request to be matched with each other.
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Does everyone get a match?
While every effort is made to provide all applicants with a match, AMCTO cannot guarantee
that you will be placed in the program due to limited enrollment opportunities. This process
and decision-making is determined by a small team of volunteers and staff that work to
establish appropriate matches in any given year.
I was matched with someone who is not a good fit for me. Why did this happen?
AMCTO will do its best to find you the best match possible given the pool of mentor
candidates. Unfortunately, we can’t ensure there will be a mentor who meets all of your
requirements. Our aim is to find every mentee a mentor as best we can and that sometimes
means that both mentees and mentors need to be flexible when it comes to expectations about
their match.
What happens if I don’t get matched?
We do our best to find everyone an appropriate match, but it all depends on the number of
applicants each year. If we are unable to find you a match we will notify you before the onset of
the program in September.
The first year of the program will only take on a modest number of applicants to ensure the
program can grow and develop in a manner that allows it to improve year on year.
Why am I not able to be matched in my region?
While AMCTO likes to match individuals in a manner that suites them best, the overriding factor
for matching applicants is based on suitability as opposed to geography.
Can I mentor more than one mentee?
While AMCTO is open to exploring this option in the future; the current program is seeking to
match only a select number of mentors and mentee’s at this time.
If I have a question about my match who do I reach out to?
It is best to speak with AMCTO staff responsible for the mentorship program. Currently, this is
Sao Tith
(stith@amcto.com).
How often should I meet with my partner?
You can meet with your partner as often as you like, but it is important to meet at least once a
month or every 4-6 weeks in order to maintain a valuable relationship. Some professionals have
less discretionary time than others; therefore, an ideal approach for staying in contact can be
by Videoconferencing (i.e. Skype, Facetime etc.), e-mail or telephone calls. Accessibility and
maintaining contact is essential for the relationship of mentor-mentee. We also recommend a
minimum of 1 – 3 hours per month.
How and what are we going to talk about during our first meeting?
You and your partner have been connected and will have the opportunity to get acquainted
through the opening session held by AMCTO. Beyond this, it is recommended that the mentee
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take an active approach to connecting regularly through a schedule of touch points and with
the mentor engaged and open to this degree of engagement.
What do I tell my partner about myself?
Your partner is probably very interested in your professional life. Share with him or her
information about yourself and how you became interested in the profession, your current role
at your municipality and/or any involvement with AMCTO.
You may share personal information at your discretion. Some people may wish to connect with
you personally as a general point of reference. If you are uncomfortable with this, however, it is
imperative that you share this at the outset.
What kinds of activities can I do with my partner?
There are many possibilities but the activities will depend on both parties’ availability. Most of
us are very busy but try to schedule a social activity (“virtual” coffee, both attend a networking
or an AMCTO event) from time to time.
With this in mind, it is important to discuss boundaries and expectation early on.
What do I do if my partner shares very serious problems or confidential matters with me?
If you believe that a professional is needed, you may suggest that your partner speak to a staff
member at the AMCTO office who will refer them to an appropriate person for assistance. Also,
be sure to tell your partner that the information discussed will not be shared with friends, family
members, or colleagues.
What do I do if the relationship with my partner is not working (i.e. lack of interest)?
If after a few interactions, it is clear that the relationship will not work, please first call AMCTO
staff for advice and the exploration of possible solutions. Matching mentors and mentees is
very challenging. It may be that we will have mentor/mentee matches that just do not work.
If irreconcilable differences arise, please notify AMCTO as early as possible as we may be able
to re-match you with another partner.
What is the Mentor / Mentee Agreement and why is it so important?
The agreement serves as the backbone for the mentoring relationship. It provides the
framework for the scope of the relationship and acts as a contract between the mentor and
mentee. You will need to discuss this agreement during your initial conversation or meeting. It
serves to determine the confidentiality standards, establish the boundaries for the relationship,
help you set your meeting schedule, and set out ways to monitor progress. Templates are
given to all participants once accepted into the program.
Can I accrue PDUs for participation in the program?
For any AMCTO members who hold a professional designation with the association; mentors
and mentees can account for PDU hours related to their involvement in this program.
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How do I account for the time I have spent in the mentoring program?
PDUs can be claimed after verification of the fact that you are a participant in the program for
any given year. However, you must maintain your own log of the actual time spent with your
mentee /mentor.
You must also ensure that you and your mentee/mentor are in agreement as to the time that you
have spent together.

Have more questions about the mentoring program? Please reach out to the AMCTO staff
contact at any time.
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