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Introduction 

Mary Aitken, Founder & Managing Director, Verity 
 

Welcome to Verity’s MasterMIND Program! 

MasterMIND began with the musings of a few Members in 2004 and after the first groups were 

constituted in 2005, it quickly gained popularity. This undoubtedly reflects the character of Verity 

Members – women who joined the Club to challenge themselves and their businesses; expand 

their circles of friends and acquaintances; and further develop their business and social networks. 

MasterMIND at Verity directly addresses many of the issues which have often held women back 

just as we are at the point of gaining more responsibility in our jobs. 

Over the years, our Members have rallied to improve the MasterMIND program on an annual 

basis. Our Facilitators – all drawn from our own and very accomplished Membership – have 

continually introduced helpful changes.  In 2014, our MasterMIND Advisory Board reviewed all 

aspects of the program and made important changes that have been designed to provide more 

structure and increased effectiveness.  

My own goal in starting Verity was to create a place in Toronto where time challenged women 

could help each other be more effective in their lives both personally and professionally, and 

achieve greater self-fulfillment. MasterMIND at Verity represents a significant achievement in 

this respect for which we all can share credit, and which will greatly impact our community of 

women in the years to come. 

Purpose of MasterMIND 
Verity MasterMIND Groups are a forum for Verity Members to develop and share their 
professional lives on a regular basis with a small group of women with diverse expertise and 
experiences. The groups function as “Advisory Boards” for participants.  The experience and 
learning is rich with opportunities and horizons broadened for participants and numerous success 
stories resulting from the advice and support of Verity MasterMIND groups.   

Operational Structure 

Each group is comprised of 6-8 Verity Members facilitated by a volunteer Verity Member. The 

Facilitator will conduct individual introductory meetings with each group member during July and 

August, prior to the commencement of the term.  The groups meet monthly from September to 

June for a two-hour meeting. Commitment for a minimum of 10 months is required.  The groups 

develop their own Charter, within the Verity MasterMIND guiding principles (below), for a 10-

month term with optional renewal terms. 
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Guiding Principles 

▪ No solicitation of business 

▪ Confidentiality of group discussions and shared information 

▪ Commitment – to attend the meetings and participate actively 

▪ Meetings to focus only on business related issues 

▪ Participation agreement to be signed by all participants  

▪ Participation in MasterMIND group requires that participants miss no more than 3 

officially scheduled meetings of the group over the course of the 10-month period 

History of the Concept (Napoleon Hill) 

Napoleon Hill - Think and Grow Rich, published in 1937, is still in print and has sold over 30 million 

copies. Hill describes 13 principles for success including the formation of Mastermind groups to 

“help overcome fears, develop a burning desire to achieve your dream, be persistent in your 

efforts, and visualize your success.” Mastermind is the “Coordination of knowledge and effort, in 

a spirit of harmony, between two or more people for the attainment of a definite purpose…No 

two minds ever come together without, thereby, creating a third, invisible, intangible force which 

may be likened to a third mind….When a group of individual brains are coordinated and function 

in harmony, the increased energy created through that alliance becomes available to every 

individual in the group.” 

 

History at Verity 

The first MasterMIND groups were established in 2005. The idea of MasterMIND groups was born 
at a meeting at Verity in 2004.  Present at the meeting were several Founding Members and Mary 
Aitken. As a result, five original groups were started. Tonie Chaltas acted as the inaugural 
MasterMIND chair. The program was Member-driven with leadership from Mary Aitken.  By 
2006, MasterMIND had grown to 16 groups of women representing approximately 20 per cent 
of Verity’s membership. To ensure consistency among the groups, the Facilitators participated in 
a Power Facilitation Workshop and initial documentation was produced to help guide the 
MasterMIND program. 

To provide additional structure and organization, in November 2010, Cecilia Keller began 
coordinating the MasterMIND program.  Lesley Parrott has been an advisor to the MasterMIND 
program since 2007.  At that time, MasterMIND featured 20 diverse groups of women. 

In February 2013, the MasterMIND Advisory Board was initiated by Mary Newman and 
established to guide the development of the MasterMIND program as well as to provide support 
to Verity staff and MasterMIND Facilitators. The current board members are Janet Eastwood 
(Chair), Doone Estey, Cecilia Keller (Verity Staff), Anne Lamont and Janice Detta Colli.  The aim of 
the Board was to maximize the potential and effectiveness of the MasterMIND program. The first 
Board Meeting was held in March 2013 and Facilitator support and resources were identified as 
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an area for improvement and growth.  To that end, in June 2013, a “World Café” Facilitators’ 
Meeting was moderated by Mary Newman, Chair. 
 
Based on the overwhelming success of the MasterMIND program, in 2014, a decision was made 
to capitalize on the best practices and formalize the structure of the program.  Based on 
Facilitator concerns and feedback, a process for MasterMIND enrolment, a set term and 
Fundamental Content was developed. The aim of the restructuring of the MasterMIND program 
was to provide a sustainable and consistent program for all participants.  

There are currently 15 individual MasterMIND groups with several Special Purpose MasterMIND 
groups, such as Entrepreneurial, Corporate, Third Chapter and Professional Services.  The 
program has been and continues to be viewed as an important value–add of membership. 

Purpose of the Guide 

▪ To support the professional development and effectiveness of Facilitators.   

▪ MasterMIND Facilitators volunteer their time to lead their MasterMIND groups and have 

unanimously requested tools and resources to assist them in their facilitation 

responsibilities and in maximizing the MasterMIND experience and participation of their 

respective MasterMIND groups.   

Role of a MasterMIND Facilitator 

▪ The role of the MasterMIND Facilitators is the most significant contributor to the success 
of the Verity MasterMIND program.   

▪ Their leadership is critical to upholding the integrity of the Verity MasterMIND brand and 
operating procedures, the needs of the group and being mindful of the balance required 
between each.  

o *Document: “Criteria for Facilitators” (Tab 2) 
o *Document: PowerPoint presentation “Facilitator Orientation” (Tab 3) 

MasterMIND Coordinator & Advisory Board 

▪ The MasterMIND Coordinator and the MasterMIND Advisory Board are both available to 
provide support to Facilitators. Cecilia Keller, VP of Operations at Verity, acts as the 
MasterMIND Coordinator.  Cecilia works closely with the MasterMIND Board, Mary 
Aitken, and the MasterMIND Facilitators to co-ordinate the MasterMIND program.  
 

▪ The MasterMIND Coordinator will be the primary Verity contact for each Facilitator in the 
ongoing administration of the MasterMIND program, including the set up and 
membership and ongoing status of an individual MasterMIND group.  
 

▪ The MasterMIND Coordinator will also provide information related to the MasterMIND 
program, resources and tools, including access to the Facilitator Guide.  
 

▪ The MasterMIND Advisory Board are available to provide Facilitator orientation and to 
assist with any questions and/or difficult issues that may arise. 
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How and When to use the Guide 

The Guide can be a useful resource when a Facilitator is considering the following: 

Starting a New Group 

▪ The MasterMIND Coordinator will work closely with the Facilitator in the formation of a 
new MasterMIND group.  The MasterMIND Coordinator will review MasterMIND surveys 
completed by interested Members, adding them to a waiting list and then assigning them 
to a new or existing group with Members who are in a non-competitive business 
environment with a range of professional backgrounds.  The MasterMIND 10-month term 
begins in September and ends in June of the following year.  

 
▪ The Facilitator must meet with each Member individually, in person, prior to the first 

meeting to determine the Member’s interests and to reinforce the objective and guiding 
principles of the MasterMIND program to ensure that understanding and expectations 
are clear and realistic.  

o *See: “1-on-1 Facilitator & Participant Meetings” below 
o *Document: “MasterMIND – An Introduction” (Tab 4) 

▪ It is important to emphasize that MasterMIND is a journey – and a Member needs to be 
open to the process, and fully participate and engage in the discussions for mutual benefit 
of Members: “the more you put into the program/discussion, the more you get out of it!” 

Looking to Regenerate 

▪ Initially members of a MasterMIND group make a commitment for one 10-month term, 
and most continue to meet for future terms. On the group’s anniversary, the group should 
review/reflect on the past year’s performance and to re-establish the group’s objectives, 
commitments and membership for the coming year. 

▪ If the group no longer meets the needs of a member, there is the opportunity to request 
being placed in another group, if available or to take a leave from the MasterMIND 
program. 

▪ Similarly, the timing may be right to integrate new members into the group. 

 

Getting Started 

Rules of Engagement 

The rules of engagement outlined in MasterMIND Participation Agreement reflect an ideology 

that yields the greatest MasterMIND results.  Adherence to these rules is critical for maximizing 

your potential as a MasterMIND group!  

▪ Commitment 
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▪ Attendance 

▪ Participation 

▪ Confidentiality 

▪ Personal Accountability 

 

The motivation and guiding reason for mandating a 10-month term is that it gives members 

sufficient time to plan and implement larger scale goals.  The desire is for MasterMIND to be a 

productive forum that facilitates the achievability of professional landmarks.  The 10-month term 

gives members the opportunity to take real, measureable steps towards the advancement of 

their goals.  It provides for a brainstorming time frame, a planning phase and the ultimate 

conquest of the goal.   MasterMIND is there to help members generate real, rewarding 

experiences!  

 

▪ *Document: MasterMIND – An Introduction (Tab 4) 

▪ *Document: MasterMIND Participation Agreement (Tab 5) 

Verity Logistics (booking rooms, meals, etc.)  

▪ Based on the preferences indicated in each members’ Registration Form, 

the Verity Event Coordinator will schedule meeting space for the entire 

10-month term prior to commencement in September. 

▪ The Facilitator will share the day, time and location with all members. 

▪ Food minimums are not required during MasterMIND meetings, however 

if the group wishes to order food, they may do so:   

o Option A - All members who want to eat will order the MasterMIND buffet 

▪ Facilitator places order with Verity’s Events Coordinator, at ext.: 234, or 

events@verity.ca  

▪ This will be done by Thursday a.m. of previous week with names of 

members to be billed 

▪ Any cancellations must be given to Verity’s Events Coordinator 24-hours 

in advance of meeting by group member or their account will be charged 

o Option B - Members order from Lounge Menu 

▪ Server will arrive at start of meeting to take orders 

▪ Server will take beverage order at start of meeting then will enter room 

as little as possible 

▪ It may be advisable to have the meeting scheduled for an additional 15 

minutes to allow time for orders to be placed 

▪ At least one day prior to the scheduled meeting, the Facilitator should 

contact Verity’s Events Coordinator, at ext.: 234, or events@verity.ca, to 

advise how many attendees will be present 

mailto:events@verity.ca
mailto:events@verity.ca
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▪ Any modification to an individual room booking should be communicated 

to Verity’s Events Coordinator 

▪ Cancellations of meetings should be communicated at least 48 hours in 

advance  

1-on-1 Facilitator & Participant Meetings 

One of the common reasons MasterMIND groups fail is that the Participants’ experience and 
success levels range too widely.  The individual Facilitator/Participant meetings aim to increase 
rapport and familiarity, confirm fit towards a common purpose, confirm fit with other group 
members and ensure that no conflict of interest exists! 

These meetings will take place in July and August of each calendar year and should be scheduled 
by the Facilitator with each MasterMIND participant in their group.  These meetings should occur 
in person, not by telephone. 

*Document: Lesson Plan 1: Interviewing New Members (Tab 6) 

  *Document: Interviewing New Members (Tab 7) 
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The First Group Meeting 

Preparation 

▪ A communication forum between meetings may contribute to the success of 
MasterMIND groups.   In between monthly meetings, members will generate ideas and 
concerns, and having a soundboard for these revelations can be an important component 
of MasterMIND.  

o Once the group is set up, have each member post to ensure that they all have access 
and will receive the distributed content 

▪ Facilitators should confirm whether or not food will be ordered by the group 

▪ Facilitators should send out a reminder a few days in advance of the first meeting and 
attach the Agenda for the first meeting or post the Agenda in the MasterMIND group on 
the Verity Members’ website 

o *See: “First Meeting” & “Setting Agenda” below 

o *Document:  Agenda Template (Tab 18) 

▪ In anticipation of the first meeting, to begin the bonding process, the Facilitator may wish 
to request that each person prepare a one-page biography and share it with the group 
members 

o The biographies may be shared over the Verity Members’ MasterMIND web forum 

o The biography should not be a “cut & paste” of their professional or personal 

biography, instead it should focus on questions such as: 

•  What do you bring to this MasterMIND group? 

•  What’s your greatest joy in life? 

• From where do you draw your inspiration? 

• What are you passionate about? 

 

The First Meeting 

While a typical MasterMIND meeting is scheduled to run for 2-hours, the initial meeting may 

benefit from an additional 30 minutes to 1 hour.  Discuss this possibility with your group and 

come to a census on the duration of your inaugural meeting.   

At the first meeting, it is ideal to spend time discussing the process for setting the agenda.  Every 

group is different.  Some groups look to the Facilitator to assume full responsibility for this role; 

others prefer to share the responsibility. See: “Setting Agenda below”.   
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The initial stages of engaging the group may best be served by you taking on the leadership role 

of setting the agenda. For example, the agenda for your first meeting might look something like 

this: 

6:00pm - 6:05pm   Welcome (Facilitator) 
 
6:05pm - 7:00pm     Introductions (All members, 5-8 mins each) 

Please come prepared to share a bit about who you are 
and an overview of your business.  It would also be ideal 
to hear what you would like to get from this MasterMIND 
experience and what you have to offer the group.  Finally, 
please share one “quirky” thing about yourself. 

 
 7:00 - 8:00pm  Designing our Group (Facilitator)  
     
     Collect MasterMIND Agreement Form 

 Create Group Guidelines 
   See: “Group Guidelines” - below 
 
Discuss attendance and agree on response protocol in the 
event attendance becomes an issue for any member 

      
Establish agreement on process for taking minutes  

      
Establish agreement on process for setting weekly agenda 

      
Answer any general questions 

  
8:00pm    Adjourn 

 

 

Group Guidelines 

The group guidelines differ from the group charter (discussed under Fundamental Content) in 

that they are specific, detailed “rules” for the group to follow at and in between meetings.  The 

guidelines are the procedures and protocols that will help attain the group charter. 

One launching place is to ask members “what behaviours do you feel are important for the group 

to function”.  Perhaps members feel a no cell phone policy is essential to the success of the group.  

Each suggestion should be considered by the group as a whole.  As Facilitator, you may wish to 

reflect on the ideas provided by all members and draft the guideline document following the first 

meeting. It is recommended that the members sign-off on the guidelines; this illustrates that they 

commit to being in compliance.  Should there ever be a problem, you can refer to the adopted 

guidelines as a basis for correcting the behaviour. 
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In drafting your MasterMIND group’s guidelines, you may want to consider the following issues: 

1. Group etiquette 

a. Arrival time, ending time 

b. Criticizing ideas, not individuals 

c. Professional, not personal sharing as a focus 

d. How much personal sharing is acceptable (as it affects business)?  

e. Civilized behaviour – no arguing, yelling, aggression, etc. 

f. Stay on topic  

g. Avoid sensitive topics – religion, politics, etc. 

h. Participation – see “Encouraging Participation” below 

2. The “Spotlight” Protocol 

a. If every member will have a turn in the “Spotlight” at every meeting 

b. The duration of the “Spotlight” sharing  

c. The duration of the “Spotlight” reflecting 

3. The communication tools available for between-meeting discussions 

*See: “Preparation for Meeting” & “Encouraging Participation” below 

*Document: “Group Guidelines” (Tab 8) 

*Document: “Group Guideline Sample (Tab 8) 

Ice Breakers/ Introduction Exercises  

In order to help develop the rapport and trust critical to your MasterMIND group’s success, you 

may wish to engage in some Ice Breaker Activities.  

o Here are some ideas to get you started: *Document: Meeting Ice Breakers (Tab 9) 

Suggested Readings  

As a group, you may want to establish readings that you help guide your MasterMIND group.  

Perhaps, you want to select a success or goal-oriented book and dedicate some meeting time to 

discussing various chapters.  Verity MasterMIND has a variety of books available for loan.  You 

are welcome to borrow these books any time, and can do so by contacting Cecilia Keller or the 

Verity Concierge.    *Document: MasterMIND Library (Tab 21)  
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Fundamental Content 

The Fundamental Content required of each MasterMIND group is intended to avoid common 

pitfalls of MasterMIND groups.  Through the Fundamental Content preparation and execution, 

the group should reduce the risk of: 

o Lack of commitment 

o Indecision over the purpose of the group 

o Failure to hold each other accountable 

Within the first 3 -4 session of each 10-month MasterMIND term, the Facilitator should ensure 

that each of the guiding documents below is completed: 

1. Group Charter 

2. Individual visions 

3. Individual goals 

1. Confirming Group’s Charter  

▪ The Charter should aim to articulate the focus of the group 

o This can include both business concerns and personal concerns that impact one’s 

business 

o For Special Purpose MasterMIND groups, the focus may be more narrowly defined 

as a niche of business or a particular personal concern 

▪ Setting goals and vision for the group helps find clarity and guide the mandate of the 

group going forward 

▪ Every member should be present for the discussion and generation of the Group Charter 

o *Document: Lesson Plan 2: Establishing a Group Charter (Tab 10) 

o *Document: MasterMIND Group Charter Template (Tab 11) 

o *Document: MasterMIND Group Charter Sample (Tab 11)   

2. Individual Visions 

▪ Each member should articulate a vision for what they want to achieve in their personal 

and professional lives 

▪ This can be a “big picture” vision 

▪ The group may opt to later translate these visions  to a “vision board” during a Group 

Exercise 

o *Document: Lesson Plan 3: Helping Members Establish a Personal Vision (Tab 12) 

o *Document:  Vision Template (Tab 13)  

o *Document: Group Exercises – Vision Boards (Tab 13)    
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3. Individual Goals 

▪ While it’s valuable to have the individual visions discussed above, as they serve as a 

reminder of the bigger picture, it is equally important to translate those visions into 

goals. 

▪ The goals should serve as intermediate steps towards achieving the grander vision 

▪ Encourage your group members to be as detailed as possible in drafting their goals 

▪ These goals can be shared with the group to assist the member in identifying the most 

worthwhile goals and goals that may detract from their vision 

▪ You may determine if time will be allotted during a MasterMIND meeting to generate 

and draft the goals, or if individuals should treat the exercise as “homework” and bring 

their completed goals to the next MasterMIND meeting to share 

▪ As a Facilitator, your next step might be helping members create and implement critical 

paths; this is an optional exercise that falls outside the scope of the Fundamental 

Content 

o *Document: Lesson Plan 4: Helping Members Establish Goals (Tab 14) 

o *Document:  Goal Template (Tab 15) 

o *Document: Critical Path Exercise (Tab 25) 

Designing Your Meeting 

There are numerous ways that MasterMIND Facilitators can design and run their monthly 

meetings.  Below are some suggestions regarding possible meeting organization and activities. 

While various meetings may revolve around some of the same key items, with distinct 

personalities, no two meetings will be executed in the same way nor yield the same outcomes!    

Setting Agenda  
Your MasterMIND Group is full of brilliance!  Each member is a unique and bountiful resource, 

full of ideas, creativity and energy.  Each member has engaged in the MasterMIND process, 

motivated by her own unique reasons.   

There are two different agendas that a Facilitator should make reference to: an agenda for the 

first meeting and an agenda for every subsequent meeting.  Please refer to the “First Meeting” 

Section above for the agenda details relevant to the initial meeting. 

At the first meeting, it is ideal to spend time discussing the process for setting the agenda for 

subsequent meetings.  Every group is different.  Some groups look to the Facilitator to assume 

full responsibility for this role.  For groups who leave the agenda fully in the hands of the 

Facilitator it is crucial for you to have a deep understanding of each member’s wants, needs and 

offerings.  You may want to invite them to write all of their wants, needs and offerings down and 

dedicate several hours to sifting through the information to ensure you capture everything in 
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your agenda planning.  If this is the model that appeals to you, be prepared and open to adjusting 

the agenda as you discover more and more information about your team members’ needs. 

For groups who take more of a shared responsibility for setting the agenda, you as Facilitator still 

play an important structural role.  You will lead the discussion which will discover the wants, 

needs and offerings of the unique members in your group.  Questions to consider posing to your 

group might include the following:  

1. What are some key topics to be covered this year? 

2. How can we schedule time for members to take a “deep dive” into their own 

specific issue(s) throughout the year? 

3. Do we want to bring in any outside experts?  

(If this is something that you will be exploring please consider finding experts 

within our Verity Community first...as you already know Verity is full of brilliant 

women with amazing expertise across all business lines!) 

4. How will we be flexible to accommodate a group member with an unscheduled, 

urgent need for group consultation? 

The agenda can be very free form and every meeting can include spotlights, or you can decide 

that certain meetings will feature experts or specific topics in lieu of spotlights.   

Please note that a core element of the MasterMIND structure is the “check in” process.  In our 

determination to make the Verity MasterMIND Program an authentic experience please consider 

that every meeting should start with each member doing a check in.  The “check in” may be 

followed by spotlights for all members or select members, the sharing of resources, a closing 

exercise and final administrative details. 

Consider setting the Agenda for five months.  Recognize that the ultimate goal is to serve the 

needs of the group.  If the needs of group require you to reconsider the agenda feel open to 

doing that. 

Post the Agenda in the “agenda” section of your group’s MasterMIND section on the Verity 

website.  If your group has a more shared approach to agenda setting encourage your group 

members to make the agenda additions via the website. You might want to request that they 

notify you of any changes so that you clear and up-to-date prior to each meeting. 

▪ *Document: Sample Agenda MasterMIND Group Meeting (Tab 17)  

▪ *Document: Agenda Template (Tab 18) 

▪ *Document: Deep Dive Exercise (Tab 18) 
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Check Ins 

Each meeting should begin with a 2 - 5 minute “check in” with each member. This is an 

opportunity for members to share a success or development from the last month.  The share 

can be simple.  Members may congratulate each other but encourage the group to resist 

problem solving with one another during the check in process.  It is simply the time for each 

member to share their update. 

The Spotlight  

According to the guidelines your group develops, each person should have a turn in the spotlight 

on a forecasted schedule.  The group may decide that each member will take the spotlight during 

each meeting, or it may be that you decide upon every other meeting to provide more time in 

the spotlight. Whatever the schedule, it’s important to understand the protocol and purpose of 

the spotlight.  The Guidelines developed at your first meeting should also dictate the length of 

time for sharing and reflecting.  To reap the benefits, spotlight should be no less than 10 minutes 

total.  This may break down to 4-minutes of sharing and 6-minutes of brainstorming, as you can 

see - that’s not very much time!   

The Spotlight serves as a platform for members to share their problems, goals, decisions.  Then 

the group “masterminds” or brainstorms about what the issues raised by the member.  As a 

Facilitator, you should help guide the Spotlight process. The aim is to be the “guide on the side 

and not the sage on the stage”.  The Facilitator should be the last to speak, not the first to speak.  

You want to give the members the opportunity to provide feedback and “mastermind” before 

you contribute.  Once the members have exhausted their brainstorming, which some days can 

happen quickly, you may want to jump in by: 

▪ Asking the Spotlight member to selection an Action Item from their discussion to 

complete before the next meeting 

▪ Asking the member clarifying questions to understand the real problem 

o *Document: Clarifying questions (Tab 19) 

▪ Referring to some discussion question 

o *Document:  Discussion questions (Tab 20) 

▪ Asking  the member to go into greater depth in describing situations during their spotlight 

▪ Offering insight and advice 

▪ Prompting the member to set longer-term deadlines for the resolution of issues raised or 

the implementation of goals.   

The aim is for a member to leave the MasterMIND meeting with both goals and plans. 

As a Facilitator, you may have a preferred method for conducting Spotlights.  Whatever the 

method, bear in mind that the goal is to hold the members accountable for their own success.  

While brainstorming and advice sharing is a critical component of MasterMIND, if your group 

stops there you have not achieved the intent of MasterMIND.  MasterMIND should give your 
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group members the structure and tool they need to create the personal and professional life they 

desire!  

Group Exercises 

Some months you may wish to focus your MasterMIND session on a group exercise.  This can be 

helpful in both guiding goals and increasing group bonds.  Below you will find group exercises 

that previous MasterMIND Facilitators have contributed.  If you, yourself, have any group 

exercises that you wish to share, please send them to mastermind@verity.ca!  

▪ *Document: Brand of Me (Tab 22)   

▪ *Document: Personality Poker & Myers Briggs Personality Indicator (Tab 23)   

▪ *Document: “Put your Strengths to Work” & “What Are You Most Proud Of?” (Tab 24)  

▪ *Document: Vision Board Exercise (Tab 13)  

▪ *Document: Critical Path Exercise (Tab 25)  

▪ *Document: Professional Wheel & Personal Wheel (Tab 26) 

Guest Speakers 
Verity has solicited areas of expertise from its Facilitators and interested members, and maintains 

a list of Verity Members who are willing to give voluntarily of their time to speak to MasterMIND 

groups.  The MasterMIND Speakers Bureau reflects the list of possible speakers within the Verity 

community.   Please consider finding experts within the Verity community, as Verity is full of 

brilliant women with expertise across all business lines!  

▪ *Document to: “MasterMIND  Speakers Bureau (Tab 27) 

Managing Common Issues 

There are a number of common issues that MasterMIND Facilitators indicate come up from time-

to-time.  While there is no one “ideal” or “perfect” panacea for solving these issues, the following 

suggestions are ones which might offer you a start point to identify your own solutions. 

Time Management 

Time management is something everyone could stand to do a little bit better!  In the context of 

MasterMIND, time management is critical.  Assuming your group is following the traditional 

MasterMIND structure, your group will be meeting once per month for 2 hours.  These 2 hours 

are dedicated to business-focused conversation.  Depending on the size of your group and 

accounting for Christmas and summer vacation you are likely to have about 20 hours of meeting 

time per year.  These hours therefore, are precious and with that in mind here are some best 

practice suggestions for your consideration. 

▪ At the first meeting, discuss the importance of respecting prompt start and hard stop  

mailto:mastermind@verity.ca
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▪ Ask members of your group at the outset for their ideas on keeping each other time 

accountable.  How do we want to move things along if somebody is taking too much time? 

▪ Be a role model for being on-time and ending promptly 

▪ Encourage members to hold off consulting, offering feedback to one another during check 

in 

▪ Use a timer 

▪ Consider building in an optional half hour at the beginning or end of each meeting whereby 

members can connect with one another to engage in that wonderful, personal connection 

and conversation we all love to share 

▪ Use your judgement to be flexible when a member clearly needs more, perhaps 

unscheduled time from the group (check in with your group to ensure agreement) 

▪ Use your judgement to respectfully move things forward when a members is dominating 

the time  

Choosing a Topic  
As a Facilitator, you may sit back and listen to your group members’ “check ins” or spotlights, and 

particular topics may appear time and again.  It is wise to maintain a “Topic Lot” of the issues that 

your participants have touched on during their Mastermind meetings.  The Topic Lot tracks topics 

that arise and can help you identify an issue that will yield good fodder amongst your participants.  

You may wish to refer to the Topic Lot when you want to schedule a Guest Speaker or dedicate 

a MasterMIND meeting to the deeper exploration of a particular topic.     

 

You may also refer to the link below for topics that routinely arise in the setting of MasterMIND 

and may be worthy of additional discussion in your group.  

 

▪ *Document: “Mastermind – Topic Lot” (Tab 28)  

▪ *Document: “MasterMIND - Key Topics for Possible Discussion” (Tab 29) 

Attendance (including Absenteeism and Punctuality) 

Each MasterMIND participant signs a Participation Agreement that indicates their commitment 

to MasterMIND.  The agreement outlines that in the course of the 10-month term, the participant 

will miss no more than two officially scheduled meetings and will arrive 5 minutes prior to each 

meeting, fully prepared. 

However, each group should develop their own individual approach to attendance concerns.  

Naturally, there may be occasions where a group member cannot attend a scheduled meeting 

due to circumstances or commitments that arose after their adoption of the Participation 
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Agreement.  As a Facilitator, you may want to pre-emptively address these types of situations in 

your Group Guidelines, so that a protocol is established prior to any incidents.  

The Facilitator should track absences and address excess absences with members one-on-one. 

Facilitators should not be accusatory when they note absences but instead should show concern 

and attempt to troubleshoot the problem.  Regular meetings should not be rescheduled to 

accommodate individual members, as their fellow members have made a commitment to a 

particular day.  If there is group consensus on rescheduling a meeting, the change needs to be 

communicated to Verity’s Events Coordinator at events@verity.ca (see Verity Logistics section). 

If a member is habitually absent without a reasonable explanation, this should be brought to the 

attention of the MasterMIND Coordinator, so they may bear this in mind when organizing the 

following year’s enrolment.  

Encouraging Participation   
At Meetings 

Members need to be present for each MasterMIND meeting. This means not just being 

physically present but also being mentally present.   It is important for members to separate 

their MasterMIND meeting from the chaos of their day.  In order to facilitate this, it may be 

helpful to begin each meeting with a focusing exercise. 

Another technique to encourage active participation is to have members complete a “Prep Form” 

in advance of each meeting.  When individuals prepare for a meeting, they are more likely to 

participate.   Requiring a “prep form” should be discussed when drafting your Guidelines.  The 

obvious pro is that the form encourages participation; the con is that members have busy 

personal and professional lives and may not feel they have time to complete this “homework”.  

Each group may decide for themselves if this is something that they wish to mandate. 

▪ *Document: Prep Form (Tab 30)  

Another strategy to encourage focus is to incorporate rules with respect to cell phones, emails, 

and interruptions into the Guidelines.  The expectation is that the members will be fully present 

for the duration of the two-hour meeting. 

Between Meetings:   

To encourage participation between meetings, it might be advisable to have posting 

requirements for your communication forum.  If your group chooses to have minimum 

requirements, this should be documented in your Guidelines.   

One suggestion is to require each member to access the forum on a prescribed schedule, such as 

once per week.  In addition to accessing the forum, you may also require that they contribute at 

mailto:events@verity.ca
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least one post per three new posts from each member weekly and help continue the 

brainstorming and sharing between meetings.   

Retreat Weekends 

Some MasterMIND groups elect to participate in a retreat weekend during their 10-month term.  

It can be a great opportunity to increase bonding and rapport and it has the potential to take 

your MasterMIND group to the next level! A retreat is something that you may wish to throw out 

to the group in your early meetings. Discuss the possibility of having a MasterMIND retreat 

weekend and gather a feel for the interest level. It is not necessary for everyone to commit at 

the first meeting but it is good to get the ball rolling as these events take time and effort to plan.  

It is also important to find availability in everyone’s schedule as we all know how precious 

weekends can be!   

A typical MasterMIND retreat could either run from a Friday to a Sunday, or simply a full day 

Saturday.  You can tailor your retreat to meet the specific needs of your group.  Use your 

discretion to determine the best combination between socializing, relaxing and masterminding! 

You may elect to do some in-depth masterminding that features extended spotlights and 

advanced goal setting.  There’s also the possibility of bringing in Guest Speakers or organizing 

Group Exercises.   Given the extended timeframe, it might be worthwhile to have each group 

member give a short presentation on a topic in which they hold expertise.  Members could 

present topics that would be beneficial for the entire group, for example, Business Law 101 or 

Marketing for Beginners.  The options are limitless and you can design your weekend in whatever 

manner is best for your group!  

▪ See: “Guest Speakers” and “Group Exercises” 

▪ *Document:  Retreat Weekend (Tab 31)  

Social Gatherings 

Some MasterMIND groups elect to host a term-end celebration.  These events typically occur 

during July or August following the completion of the 10-month term.  In previous years, groups 

have held dinners at George or patio dinners in the Members’ Lounge.  As a Facilitator, you should 

canvass this possibility with your group as your term approaches its end.  If you elect to host a 

social gathering, Verity is available to help you coordinate the event. 

Managing a Dominant Member  

When a member takes up too much time or dominates a discussion, it threatens the balance 

and equality of the group. Here are several techniques you can use to prevent and/or deal with 

the over-participator: 

• Create a NOSTUESO rule for the group in the Charter or Guidelines – no one speaks 
twice until everyone speaks once. 
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• Use the Talking Stick method – have an item that is used to denote who has the right 
to speak. The person holding the item has the floor, and only when the item is 
passed to another person may the conversation move to another person. 

• Don’t respond to the over-participator until all other members have had a chance to 
speak. The Facilitator can subtly encourage or discourage conversation by 
responding to whomever is speaking.  

Using Facilitator conversation: 

•  “Let me summarize…” 

• “We have time for one more comment.” 

• "I would like to have Jane get back in the discussion." 

• "Let us hear from someone we have not heard from yet." 

If in a physical environment, don't be afraid to use your hands, body language to let them know 
they need to stop. 

If it is habitual, speak with the person during a break and ask her to give others an opportunity 
to participate. 

Give the over-participator the job of note taker. Sometimes people over-participate because 

they want to make a contribution to the group. Asking them to be the note taker or the person 

who writes on the flip chart gives them an alternative way to contribute. 

Stacking of comments – when multiple people all want to speak at the same time, “stack up” 

the comments by telling the group who will go first, second, etc. For instance, you might say, 

“We will first hear from Susan, then Jane, then Mary.” 

Managing a Non-Participating Member  

It’s important to bring the quiet member into the discussion. Sometimes the discussion gets so 
lively that the quiet member feels she can’t get a word in edgewise. Here are some techniques 
you can use: 

• Round table – Go around the table clockwise, and give each person the opportunity to 
speak. 

• Call on the quiet ones directly: 

o “Sarah, let us hear from you.” 

• Ask a direct question: 

o “Sarah, how would you deal with this type of situation?” 
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Remind the group that everyone’s ideas and comments are necessary for a powerful and 

successful MasterMIND group meeting. 

Managing Group Dynamics  

Occasionally members have very strong opinions and disagree with each other. Not all 

disagreement is bad; hearing from all sides allows for a complete discussion. If the discussions 

are becoming disruptive to the group, the Facilitator needs to step in and calm things down. 

• Never ignore the situation; address it before it escalates. 

• Diplomacy and tact are the by-words. 

• Ask the member to write their objections on a flip chart so they can be handled later. 

• Put the topic in a “parking lot” and come back to it later when everyone has had a 
chance to cool down and consider their thoughts 

• Ask the group for their opinion/view of the conflicting idea/behaviour. 

• Reflect back what you think you heard, to make sure you're interpreting it correctly. 

• Remind everyone of the Group Guidelines. 

• Have a mechanism in place for a "time out" when discussion gets too hot. (This might be a 
good time for a coffee break.) 

• Make sure all members feel that they have been heard. 

• Use questions to gain clarity about what each member is really saying. 

• Agree to disagree. 

Remind the group that it is up to each member to decide what is right for her. It is not 

appropriate to have a heated argument with a member to try to get her to change her mind. 

• Don't allow group members to argue over the "right" answer to a problem or 
discussion. It is a no-win situation. Each member has to choose the solution that fits 
best for her.  

You may find that some members will take it personally when their suggested solution to 

someone's problem is not chosen. Do not allow this behaviour to persist. 

  *Document: Lesson Plan 6: Dealing with Member Behaviour (Tab 32) 
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Mutual Accountability 

The purpose of a MasterMIND experience is to facilitate progress for its members.  Critical to 

progress is the principle of accountability.  The MasterMIND group provides an accountability 

structure where fellow members can remind each other of their goals, follow their progress and 

push each other to get things done.   

If you feel that your MasterMIND group is struggling with being accountable to one and other, 

you can introduce Accountability Partners.  An Accountability Partner is an individual within the 

MasterMIND group that agrees to monitor the goals of another member, track the actions and 

timelines of each action, follow up with a member when action are incomplete or passed due, 

and challenge the member to take actions that need to their ultimate goal.  This should be a 

reciprocal relationship.  Consider the Accountability Partner like an exercise companion.  If you 

commit to going running with a colleague each Monday, you are more likely to show up Monday 

morning ready to run than if you only committed to yourself.  The same applies to the 

Accountability Partner.  If you commit to complete a certain action between MasterMIND 

meetings, you are more likely to show with that task completed so you can report your progress 

to your Accountability Partner.  

It may be wise for Accountability Partners to exchange “Critical Paths” with one and other. 

▪ *Document: Critical Path Exercise (Tab 25) 

▪ *Document: Lesson Plan 5: Holding Group Members Accountable for Achieving Goals 

(Tab 16)  

 Integrating New Members 
The structure of Verity’s MasterMIND program gives rise to the possibility of the addition of new 

members in September at the commencement of a new 10-month term.  Perhaps your group has 

already been together for two terms and one of your members has retired from MasterMIND 

due to increased travel and responsibilities in her career.  The MasterMIND coordinator will help 

you assess your group’s situation and may enroll a new member.   

Integrating new members is usually triggered by the Facilitator indicating that the group is open 

to adding new members or the MasterMIND Coordinator has approached the Facilitator to 

determine if there is interest. In conjunction with the MasterMIND Coordinator, potential new 

members are identified. The Facilitator meets with the potential members to determine interest 

and possible “fit”. The Facilitator discusses with the MasterMIND group the addition of new 

members. The potential members attend a meeting with the understanding that future 

participation will be determined/confirmed based on all parties’ agreement.  Following the pilot 

meeting, the original members discuss and vote on the inclusion of the new members.  This may 

be done anonymously if your group wishes.   The potential member also determines if they wish 

to join the group based on their experience. 
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If your group is hosting a social gathering or term end celebration in July or August, you may wish 

to invite the prospective member.  This decision should be made by consensus within your group. 

With an established MasterMIND group that has bonded and shared experiences, bringing in new 

members can be both a challenge and a breath of fresh air!  A new member may find it difficult 

to “catch up” or existing members may find a new member intrusive.  For this reason, the Verity 

Coordinator seeks to place two new members into a group simultaneously. The tandem 

introduction of new members helps establish a new group dynamic. Additionally, as Facilitator, 

there are strategies you may wish to employ to ease this transition into your group.  

Given that a new member will only be introduced at the beginning of a new term, they should be 

invited to be an active contributor to the groups Charter and Guidelines.  If there are new 

members in your group, it is important to not simply ratify or update last year’s Charter and 

Guidelines, but instead to engage in another meaningful discussion to develop the Charter and 

Guidelines.  It may also be wise to engage in some “Ice Breaker” activities to help the group 

become acquainted with the new member and vice versa.  

Managing Exits  
A member may wish to leave MasterMIND entirely or transfer to a new MasterMIND group.  

There are a variety of unique reasons for a departure.  Perhaps the member has outgrown the 

MasterMIND group or their ability to commit has been compromised by an increased work 

schedule, or they have nothing left to mastermind about.  Whatever the reason may be, 

encourage members to be candid with the group about their decision to depart. 

The member should announce to the group that they will not be returning for an additional term 

and leave in a clean-cut way.  The member can decide if they wish to express their reasons for 

leaving the group. 

Determining when it is time to end Group  

Towards the end of your 10-month term (May/June), you ask your group members if they wish 

to commit to another 10-month term.  Once the level of interest is assessed, you should report 

this to the MasterMIND coordinator.  

As a Facilitator, it is important to recognize that there is a natural life cycle to MasterMIND 

groups.  Should the group break apart, after the 10-month term, you should not fault yourself.  

It’s important to have a final meeting to officially close the group, reflect on how the group 

supported each member and celebrate the group’s success! This helps everyone walk away from 

this particular MasterMIND group with positive feelings.   
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Where to go for support 

If you have any concerns about your MasterMIND group or role as a Facilitator, please do not 

hesitate to contact either the Verity MasterMIND Coordinator, the Advisory Board or your 

fellow Facilitators. 

Identifying Key Success Factors and Sharing Best Practices 
In order to continue to grow the MasterMIND resources and training tools, Facilitators are 
encouraged to share their success stories. The Verity MasterMIND Coordinator welcomes 
feedback on: 

▪ The introduction of a new Group Exercise 
▪ The continued success of an existing Group Exercise, drawn from the Facilitator 

Materials 
▪ An inspiring Guest Speaker 
▪ Topical books that are studied or shared within your group 
▪ Any resources that you feel would benefit the greater MasterMIND community 

 

We look forward to hearing from you!  This Guide is a work in progress and we will be happy to 

improve it.  Please send your feedback, ideas and suggestions to mastermind@verity.ca. 

  

mailto:mastermind@verity.ca
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Appendices 

Below is a list of the external documents referred to within this guide.  

Getting Started  
▪ *Document: “Criteria for Facilitators”    
▪ *Document: Power Point presentation “Facilitator Orientation”  
▪ *Document: “MasterMIND – An Introduction”  
▪ *Document: “MasterMIND Participation Agreement”  

▪ *Document: “Lesson Plan 1: Interviewing New Members” 

▪ *Document: “Interviewing New Members” 

▪ *Document: “Agenda Template” 

▪ *Document: “Group Guidelines” 

▪ *Document: “Group Guidelines Sample” 

▪ *Document: “Meeting Ice Breakers” 

Fundamental Content 
▪ *Document: “Lesson Plan 2: Establishing a Group Charter”  

▪ *Document: “MasterMIND Group Charter Template” 

▪ *Document: “MasterMIND Group Charter Sample” 

▪ *Document:  “Vision Template” 

▪ *Document: “Vision Board Exercise” 

▪ *Document:  “Lesson Plan 4: Helping Members Establish Goals” 

▪ *Document:  “Goal Template” 

▪ *Document: “Sample Agenda MasterMIND Group Meeting” 

▪ *Document: “Deep Dive” 

▪ *Document: “Agenda Template” 

▪ *Document: “Clarifying questions” 

▪ *Document: “Discussion questions”  

Group Exercises & Resources 

▪ *Document: “MasterMIND Library”  
▪ *Document: “Personal Brand/Brand of Me”  
▪ *Document: “Personality Poker” 
▪ *Document: “Myers Briggs Personality Indicator” 
▪ *Document: “Put your Strengths to Work” 
▪ *Document: “What Are You Most Proud Of?” 
▪ *Document: “Critical Path Exercise” 
▪ *Document: “Professional Wheel” 
▪ *Document: “Personal Wheel” 
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Managing Common Issues 

▪ *Document: “MasterMIND  Speakers Bureau” 

▪ *Document: “Mastermind – Topic Lot”   

▪ *Document: “MasterMIND - Key Topics for Possible Discussion”   

▪ *Document: Prep Form  

▪ *Document:  Retreat Weekend  

▪ *Document: “Lesson Plan 6: Dealing with Member Behaviour” 

 


