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I.  Welcome and Introduction
We're so glad you have chosen to be a formation counselor.  Walking beside someone as they make their first steps in the Franciscan life, and then watching them grow into fully formed and mature brothers and sisters, can be exciting and joy-filled work.  The work you do with your counselees will impact them in ways you are not even aware of, perhaps for the rest of their lives.

Being an effective counselor requires a unique set of gifts.  You have been chosen for this ministry precisely because you have the gifts we are looking for.  You will need to be able to listen, attentively and prayerfully, and respond sensitively and pastorally.  You will need to be open to different personalities, different cultural and educational backgrounds, different theological perpectives.  And you need to be willing to be challenged and stretched.  Inevitably, counseling will bring you face to face with your own issues.  Yes, you are teacher, but you are also student.  You may discover more about yourself through the counseling experience than you ever wanted to know!

Being a counselor is a sacred responsibility, and one that should be saturated in prayer.  Seek the guidance of the Holy Spirit as you begin this work, and throughout your time of service as a counselor.  Pray daily for your counselees and for your Assistant Formation Director (AFD).  And pray about every report, every response, and every conversation you have with your counselee.  Know, too, that you are upheld in prayer in this work by your AFD and other members of the Formation Team.       

Thank you for the gifts you are offering through this ministry – to your counselees, to the Formation Team, and to the Third Order.  You may not get the “thank you's” that you deserve.  But know that what you are doing matters and is deeply valued and treasured.

II.  Counselor Role
II. A.  Two Aspects of Counselor Role
Your gift to your counselee, your area of expertise, is that you know how to follow a Franciscan Rule, and you know what it is to be a Franciscan Tertiary in the world today. You were chosen especially for the qualities you have to offer to those who come to us for formation. You are a counselor because members of TSSF recognized your potential for training our new brothers and sisters. They are eager to learn, and you have first-hand knowledge of what they are looking for.
Your role with your counselee is two fold.  On the one hand, you are a friend and support and shepherd as they enter into their Franciscan journey.  It is your job to encourage, model and teach, as they learn to live by their Rule of life and begin reflecting the Franciscan charism in their own life. You speak with authority drawn from having struggled along the Franciscan path before them. You know how to be in the world as a Franciscan, and you can show your counselee the way.
But you are more than a coach.  You play a vital role in discernment, both for the counselee and for TSSF.  In this sense, you are a conduit of God's spirit, a vital part of the review team that discerns whether counselees are suited to progress to profession.  As part of that process, be alert to signs that they may not have a TSSF vocation, and share those concerns with both the counselee and the AFD.  When counselors offer only loving assurances that all is well, the counselee may be lulled into a false sense of vocation that is uncovered only at review time, after months of reporting--almost certainly an unwelcome surprise by that point!   
Much of the rest of this Manual will address various aspects of these two responsibilities.  We will explore ways to respond to your counselee's reports, flags to watch for, and how to address problem areas.  We will explain processes and procedures.  And we will talk about how to handle those special situations and difficult cases that come up now and then.  

II. B.  Essentials of Counseling
This is a quick list of some the essential elements for all counselors.  Some of these will be addressed in more detail later in this Manual.  
· Follow your own Rule of Life.  That may sound obvious, but it's very important.  You need that grounding to do this holy work.  It's also important to be able to understand the common problems we all face in following these disciplines over the long haul, and to honestly share your own experience as you offer support to your counselees.

· Pray.  Counselors, pray daily for your counselees and your AFD.  AFDs, pray daily for your counselors and the Formation Director (FD).  FD will pray daily for each of the AFDs.

· Keep all counselee information confidential within the team.  Details can be shared freely among counselor, AFD, and FD, as well as your own spiritual director.  On occasion, the FD may share information with the Provincial Chaplain, or rarely with the Minister Provincial.  And from time to time, summary evaluations may be presented to Chapter.  Beyond that, nothing should be shared.  If you get inquiries from outside that circle, such as from fellowship conveners or someone else, please refer those to the FD.

· Read Hot News, and update your own directory with any changes.  You want to be able to pray for those new postulants and novices, and remove those who have withdrawn.  And you may be glad to have the most current contact information for other members you may need to reach.  

· Refer often to this Counselor Manual, as well as instructions you receive from your AFD or FD.  Feel free to ask questions, and to offer feedback on the Manuals and instructions you receive.  We are always looking for ways to improve, so don't hesitate to share your thoughts.  

· Keep your AFD informed of growth areas, issues, problems, or questions.  Your AFD is there  to support you in this important work, so please call on them.  If you cannot reach your AFD or if they do not respond, don't hesitate to contact the Formation Director for advice.
· Get familiar with the Statutes and Norms, especially the parts that deal with formation.  Here is a link to the 2014 Statutes and Norms on the TSSF website.  If you need to log in, the user id is tssf, and the password is alverna.  In future years, look for the most current version.

http://tssf.org/vault/2014%20Statutes.pdf


http://tssf.org/vault/2014%20Norms.pdf


 
II. C.   Confidentiality
All communications between the counselor and counselee are confidential within the Formation Team.   In order to have an effective counseling relationship, it must be safe for the counselee to share all facets of the journey.  Information about a counselee is never shared outside the Formation Team.  The Formation Team consists of the formation counselor, the AFD, the FD, occasionally the Provincial Chaplain or Minister Provincial, and very rarely the Bishop Protector.  Limited information will be shared with Chapter when the candidate is reviewed for profession.  You may, of course, also speak freely with your spiritual director in a confidential setting.  
As counselor, your communications should be limited to the counselee and the AFD in most cases.   The FD is also available as a resource.  When appropriate, the FD will seek guidance from the Provincial Chaplain or Minister Provincial.  
Anything that is published in the directory is not confidential, within the Third Order.  It is perfectly okay to share with other Third Order members that you are serving as a counselee's formation counselor.  You may share with other Third Order members their status as Postulant or Novice, where they live, and what fellowship they belong to.  Do not share anything of their personal story or struggles, when they are coming up for review, whether they are reporting regularly, whether they are doing well or are on track, what concerns you have about them...  All of that information is to stay strictly within the formation team.

Because fellowships are often involved in the candidate's life and actively interested in their formation, they sometimes feel they are entitled to information about how they are moving along in the process.  The person in formation is a member of their local community, and their interest is often in the spirit of being helpful to both the candidate and to the formation team.  We do appreciate their support, but we are unable to share any information with the fellowship coordinator, conveners, or members about the person in formation.  Sharing of any information, positive or negative, can be very destructive, both to the person and to the fellowship.  If the fellowship continues to inquire as to the progress of the person, please refer them to the AFD or FD to discuss further.

Likewise, remember that your spouse or partner is not a member of the formation team.  Do not leave files lying around, or reports open on your computer screen, where they can be easily seen by others in your household.  And under no circumstances should you share with your spouse or partner either your counselee's reports or your responses.  This is especially true if your spouse or partner is also a tertiary.  At some point down the road, your spouse or partner may have interactions with the person who is now in formation, or be in a position of authority over them.  Their opinions about the person should not be influenced by private information revealed during the formation process.
II. D.   Communicating with Your AFD 
Most of the time, Formation goes along fairly smoothly, but difficult problems arise from time to time. When a problem does arise, contact your AFD or the FD right away. By the nature of their positions, they have a broader perspective on the problems that come up, while you, as counselor, may be new to a particular dilemma. When things go awry or questions arise, consult with the AFD or FD for guidance. It is far easier to answer a question or address an issue early on than to clean up a mess after things have fallen apart.

Remember that you are a part of a team, and the AFD and FD are available to support and guide you all along the way.  Keep your AFD informed at least quarterly about your counselee's progress.  Use the Quarterly Report Form to provide a summary of how your counselee is doing.  This report is due to the AFD on the first day of each quarter, either in writing or by phone.  Formation is a team effort and these reports are an essential component.  Be candid in your report and let the AFD know of any questions, concerns or joys you might have with your counselee.  
If you have questions or problems along the way, don't wait until quarterly report time to discuss with your AFD.  Share concerns and questions as you go.  Occasionally, you may find that you and a counselee are just not compatible, maybe because of significant theological differences, or personality issues, or some other reason.  If this happens, tell your AFD right away.  The AFD can always assign the person to a new counselor, or take some other action, depending on what the issues are.
If you have any questions about a counselee’s appropriateness as a tertiary, let your AFD know about your reservations early in the process so they can help you address issues with the counselee before review time.  On occasion, the AFD may even choose to do a review early, rather than have the counselee linger in a process that is not productive for them.  

In the next section, we will be addressing the “nuts and bolts” of formation, and of counseling in particular.  There is a lot of detail to absorb.  May I suggest that you take a break to reflect on the important things you have read so far.  Then come back and start fresh with the “Working with Your Counselee” Section.

III.  Working With Your Counselee
III. A.  Steps in Formation

Aspirancy.  After initial processing by the FD, new aspirants are assigned to an AFD.  The AFD reviews and approves the Rule of Life, and sends instructions for writing the first report.  When the AFD receives the first report (P1), if it is acceptable, the aspirant is declared a Postulant.  In most cases, the Postulant is then assigned to a formation counselor.  Occasionally the AFD will keep a postulant beyond the first report, especially if there seem to be problems.

Postulancy.  Postulancy lasts six months.  During this time, the Postulant is expected to report monthly, either in writing or orally.  After six months, the AFD initiates the novice review.  Depending on the results of the review, the Postulant may be approved for novicing, or asked to extend postulancy.  If approved, the AFD will send the Permission to Novice Form to the Postulant.  The novicing ceremony marks the beginning of the novice period. 
Novitiate.  The novitiate typically lasts for two years.  A  mid-novice review is done around the one year mark, to uncover any impediments to profession in time for corrections to be made.  Both the AFD and FD review the file at this time.  A counselor change is usually made at mid-novice to broaden the Novice’s interaction with other tertiaries. 
Profession.  Generally, after two years as a Novice, the candidate is reviewed for profession.   Both the AFD and the FD review the file.  If approved at that level, the review paperwork is sent to Chapter for a vote.  If elected to profession, the candidate is not considered professed until the date of the actual ceremony.  During the review process until the actual profession day, the Novice continues to report to the formation counselor.  This offers continuing support and accountability during the sometimes lengthy process. 
III. B.  Starting with a new counselee
When you receive a new counselee, whether a new postulant or a novice who is being reassigned, you will receive a counselor file from your AFD.  The file should include:
· Approved Rule of Life, stapled on the inside back cover

· Counselor Checklist, stapled on the inside front cover 

· Application

· Spiritual Autobiography

· Recommendation letter

· Correspondence with the FD, AFD, and previous counselor if applicable

· Summaries of significant phone conversations

· Previous reports
Read the new file throughly to get acquainted with the individual.  Take note of any past problems or special instructions from AFD or FD.   Then, write or email a letter of introduction to the counselee.  Include a current copy of your own autobiography.
If your counselee reports to you by email, print off all reports and responses to reports, always marked with dates and report numbers, and drop them in the counselor file.  Also include any correspondence, documentation of oral reports,  summaries of phone or Skype conversations, or anything that might be useful to the AFD or later counselors.  
All reports made before novicing are numbered as postulant reports, 1P, 2P, 3P, and so forth.  All reports subsequent to novicing are numbered with an N beginning at number 1. The first report made after novicing is 1N, then 2N, etc. until profession.  Note:  The change to “N” reports begins after the novicing ceremony, not when the novicing is approved.
When it is time for review or reassignment, you will mail the entire file to the AFD, along with your own letter of evaluation.  If you will be continuing with the counselee after the review, the file will be returned to you.  When the counseling relationship is ended, delete all electronic correspondence, and return any remaining paperwork to the AFD, as a matter of confidentiality..
III. C.  Methods of Reporting
1.  Written Reporting.  The normal form of reporting is by writing, usually by email, on the Formation Report Form (see Appendix C).  In each section, the counselee should share how they are doing with that section of the Rule, as well as some reflection on the topic.  They might share, for example, struggles they are having establishing a regular prayer time, or incidents at work where they were able to reflect Christ's love, or what they have learned from their studies.  In a later section of this Manual, we will provide more detail on what should be expected in each section.
Every question on the report form should be answered.  Some of the questions are there to help us to track details like date of last confession or retreat.  Others are invitations for the counselee to reflect a bit more deeply on various aspects of this life.  Responses to some sections may be brief some months, but over time you should see meaningful reflections in every section.

2.  Letter Reporting.  Some counselees find the report form too rigid and constricting, and prefer to report in a more freeform letter.  This practice should be discouraged.  We find that when people write letters instead of following the prescribed report format, they tend to talk about what's going well, and may skip over those areas where they are not doing so well.  Before accepting a letter   report, check with your AFD.  If they agree, letter reporting may be an acceptable alternative for some reports, but should not replace the regular report form.  At least once a quarter, the counselee should provide a complete report using the standard format.  If they would like to provide a letter in addition to the report form, that is quite acceptable.
3.  Oral Reporting.  Not everyone is able express themselves well through the written word.  Neither literacy nor writing ability is a requirement for the Franciscan life.  Oral reporting provides an alternative way to do formation for those who have trouble with written reporting.  Even for those who do express themselves well on paper, an occasional oral report can be an invaluable tool for building relationship through face to face dialogue and immediate feedback.  If you would like to use oral reporting with your counselee, check first with your AFD.  If they approve, you can do oral reporting in person, by phone, or by Skype.

Documentation is essential.  An oral report that is not documented for the file is of no value for review purposes.  When you sit down with the counselee to do an oral report, have a blank reporting form in front of you to use as a guide.  It may be helpful to ask the counselee to do a written outline in preparation for the session, but this is not absolutely required.  Go through the report, asking each question on the form.  Take notes on the form of both what the counselee shares with you, and your responses and recommendations.  When the session is over, sit down and write up the full conversation as best you remember it.  It is important to do the write up very soon after the session while the memory is fresh, normally within 24 hours.  You don't have to document every word, but do provide enough information for the AFD and FD to get the general content of the conversation in each category.   
4.  Quarterly Reporting.  All Postulants are expected to report monthly.  Postulancy is a time for establishing disciplines and habits, and it's important during this time to get frequent feedback as well as begin to establish the relationship with the counselor.  

After novicing, quarterly reporting may be an option, if the AFD agrees.  Some AFDs are opposed to quarterly reporting at all, on the grounds that that that monthly contact with the counselor is a vital piece of the formation experience.  Others are comfortable using quarterly reporting on a limited basis.  In general, quarterly reporting is limited to novices who are doing well in all areas, with no significant issues or trouble spots that need further work.  Be sure to check with your AFD before offering this option to your counselee.  

For counselees who are approved for quarterly reporting, each report counts as three reports.  So the reports would be numbered like N7-9 or N11-13.  It is easy to overlap or skip numbers, so watch for that.  The report numbering can start anywhere in the sequence, it doesn't have to be at a three month mark.  When you turn in your quarterly counselor report to the AFD, you should include a reminder that this Novice is reporting quarterly, along with the last report number.
III. D.  What to look for in Reports
1.  General Thoughts.  By the end of postulancy and throughout the novitiate, we are looking for something close to daily  compliance on all the daily disciplines:  Self examination, Personal Prayer, Daily Office, and Community Obedience.  Of course there are moments when we have to miss the office of personal prayer time because of scheduling issues or personal crisis.  We understand that.  Even Francis missed the office now and then.  But with occasional exceptions, these should  all be habitual parts of the counselee's daily routine, seven days a week.  If your counselee is regularly “taking a day off” from any of these disciplines, that needs to be addressed early on.  If their life circumstances prevent them from maintaining these practices on a daily basis most of the time, this may not be the best time for them to be trying their vocation with TSSF.
On rare occasions, it may be appropriate to ask your AFD to approve an exception.   A busy priest, for example, may find that the Daily Office is simply impossible for them to work in on Sundays.  Encourage them to try to find time for Evening Prayer instead of Morning Prayer those days.  If that's not possible either, and if your AFD agrees, they should at least make up the intercessions and reading of Principles for the days they miss.
Look for compliance with the specific details of your counselee's personal Rule.  If they said in their Rule that they were going to clean out their garage but have made no mention of that over the last couple of months, ask them how that project is going.  Or if they said they were going to explore volunteer activities, ask what actions they have taken toward that commitment.  With rare exceptions, they should be reporting on every item in their Rule every month.
In a few cases, the counselee may be facing problems that seem insurmountable.  Serious quarreling or interfering with the Fellowship, a lifestyle totally out of character for the Order, making things difficult in personal relationships, parish, or community, sexual promiscuity, serious emotional problems, drug or alcohol abuse, are some but not all of the ways that might indicate an attitude or value system incompatible with a Franciscan vocation.  If the problems seem severe, or are interfering with their ability to keep their Rule, or seem contrary to our way of life, alert your AFD right away.  The AFD may provide direction for how to deal with the counselee.  Or they may want to assign them to a different counselor.  Or they may decide to offer the counselee a leave of absence to deal with their issues before returning to formation.
2.  Incomplete or duplicate reports.  If reports appear to be a checklist without details, or if they are incomplete, or if the same answers are duplicated from report to report, ask the counselee to give a more complete and updated report.  Sometimes this is typical of a postulant unfamiliar with the reporting process, but it may be a red flag of a slump, loss of interest, life problems, problems relating to the counselor, or difficulty with writing. 

If the report is seriously incomplete, it is perfectly fine to reject it and ask them to redo it and resend it to you.  If it is only lacking a few items, ask them to complete those items on the next report.  In either case, be as clear as possible with them so they understand what you are asking them to do.  If lack of thoughtful reporting persists, contact the AFD for evaluation and guidance.

3.  Rule Revision.  Some counselees have been known to decide their Rule isn't working for them, so they just change it.  There have even been counselees who make subtle (or not so subtle) changes to their Rule every month.  It is important to periodically compare the Rule as shown on their report to the Rule approved by the AFD, especially during postulancy, just to be sure it isn't being altered to suit their immediate needs. You may need to explain how the Rule functions for us:  once it is approved, it is pretty much written in stone until it is time to revise it.  Normally, a Rule is reviewed for revision at novicing, mid-novice, and at profession, unless an earlier change is warranted by a major change in life circumstance.  Only the AFD can approve changes to a Rule, so if your counselee requests a change please pass the request along to the AFD.
4.  Point-by-Point Detail
Eucharist.  At a minimum, the counselee should tell you that yes, they attended Eucharist every Sunday, and any major feast days during the period.  Unless approved by the AFD for special circumstances, midweek Eucharist is not a substitute for attendance on Sunday.  At least now and then, invite them to share a bit more, about what Eucharist means to them, or some special experience they had or a special service they attended. 

In this section, “major feasts” refers to the Principal Feasts of the church, found on page 15 of the Book of Common Prayer (BCP).  The ones that may not fall on Sunday are Epiphany, Ascension Day, All Saints Day, and Christmas.  Reasonable effort should be made to attend Eucharist on these days if it is available.  If attendance at Eucharist is not possible, these days should be recognized in the Daily Office.

The counselee should receive Eucharist weekly at an Episcopal or Lutheran church.  Some counselees like to attend other denomination churches, either Roman Catholic or Protestant.  There is no problem with their doing that, as long as they attend at least one service of Eucharist at an Episcopal or Lutheran church on Sundays.   If they would like to attend another church for a midweek service or a second Sunday service, that would be fine.  However, their primary affiliation should be with the Episcopal or Lutheran tradition.  If their sense of identity and loyalty seems split between different traditions, it would be appropriate to discuss this issue with them, and to share your concern with the AFD.

Penitence.  Self-examination is often a new practice for people entering formation, and difficult to establish as a habit.  Some do it at the end of the day.  Others find they are just too tired for this detail then, and that it works better to do the exam as part of their personal prayer time or the Daily Office.  The time of day is not important.  What matters is building this practice into their daily routine.  Each report should indicate how they are progressing with that effort.

There are many different ways to do the examen.  There are a couple of suggested formats in the Devotional Companion.   Some use the Litany of Penitence from the Ash Wednesday service.  There are many more options available online.  The Jesuit self-examination format or one of its variations is a popular alternative.  Others find the prescribed formats just too cumbersome for daily use.  All that is required is a glance back through the previous 24 hours, noting any occasions for thanksgiving or  trouble spots.  

Sacramental confession is also a new practice for many postulants.  As an annual practice, it is not required to be completed before novicing.  But if the practice is unfamiliar to them, they may want to start preparing for it early.  Those coming from Protestant backgrounds may need guidance or coaching on how to begin.  The formation counselor can be one source for information and encouragement.  The spiritual director may be another.

The counselee is not expected to report to you the content of either their sacramental confessions or their self-examination.  Please honor your counselee's privacy.  What you are interested in hearing about is the process.

Personal Prayer ( or PP).  Prayer is one of our foundation stones as Franciscans, and is one of critical components looked at in all reviews, so pay particular attention to this section in the reports.  

This too may be a new practice for some.  Encourage your counselee to experiment with many different forms of prayer:  meditation on scriptures, rosary, centering prayer, “conversational” prayer, sitting in silence, journaling, praying the news, as well as intercession and thanksgiving and much more.  It is much easier to establish this discipline if it is done at the same time every day, with occasional exceptions.  It also may help to designate a special place for prayer, a special room or maybe just a special chair.  

Your counselee's prayer time may not look quite like yours, and that's ok.  Some counselees, for example, find contemplative prayer difficult and frustrating, and are more comfortable with scriptural reflection or “conversational” prayer.  Your job as counselor is to encourage them to experiment with different ways of praying, and to find prayer methods that are fruitful for them. 

If you see reference to the Daily Office or arrow prayers in the Personal Prayer section, that may be an indication that they are confused about what we consider to be Personal Prayer.  The Daily Office does not count as Personal Prayer.  Arrow prayers or thanksgivings offered up throughout the day do not count as Personal Prayer.  Eucharist does not count as Personal Prayer.  The only thing that counts as Personal Prayer is daily, dedicated, uninterrupted time alone with God.  It won't do to pray five hours on Saturday and have that count for the week.  It's not the amount of time spent, it's the daily showing up for that appointment that is important.  

Self Denial.  This section should include specifics of how they are living out the details of their own Rule.  Discourses on the meaning of self-denial are fine, as long as they include what they are doing as well.

Retreat.  This is only required annually, and does not have to be done before novicing.  Most reports will not have much to say here.  But they should tell you about arrangements they are making, or experiences from a recent retreat.  If the counselee is approaching a year in formation with no retreat, or if it has been more than a year since their last one, stress the importance of this practice and ask what their plans are.

In order to meet this requirement, a retreat has to be 24 hours of silence, ideally with a night on either end.  It is fine (and expected) to say the office during the retreat.  And it is okay to have a meeting with a spiritual director during the retreat.  It is fine to count group structured retreats for this requirement, where a presenter offers several meditations over the course of the day, as long as the rest of the time is spent in silence.  Parish or clergy retreats normally do not meet this requirement.

We recommend that, whenever possible, the counselee go away to a retreat center or some natural setting for their retreat.  Home retreats are difficult, because the TV and computer and telephone are all within arms reach.  But finances or other limitations make home retreats the only viable option for some people.  Retreats at home are acceptable.  Materials are available from the Community of St. Francis (CSF) to help structure home retreats.  Many other resources for personal retreats can be found online.      

Convocations do not count as retreat.  This is commonly misunderstood.  If your counselee talks about convocations in this section, unless they have arranged for additional 24 hour silent retreat time before or after the convocation , use the opportunity to clarify this point with them.  

Study.  Reports should state what they are doing with regards to their own Rule commitments.  Make sure they are reading one chapter each month of Forming the Life of a Franciscan, and sharing their reflections and reactions to the materials.   They should also be regularly studying materials by and about Francis, Clare, and Franciscan Spirituality.  As counselor, you can help your counselee to incorporate  their studies into their own spirituality and practice, so their reading does not become just ideal or intellectual knowledge.
Bible study or meditation is also required in some form.  If they are spending some time reflecting on the lectionary readings, that is adequate unless their Rule states otherwise.  
Simplicity.  This section should include specifics of how they are living out the details of their own Rule.  This is another fundamental Franciscan concept, so you should see growth in their understanding and application of Simplicity over time.

Work.  It is common to see “no change” or “nothing to report” in this section, but we are looking for more than that here.  They should report not just whether they are doing the things they said in their Rule they would do.  Just as importantly, they should be sharing what matters about their work, what impact it is having, whether it feels meaningful to them, whether it feels like “ministry”, how they are affected by their work activities, what their interactions with coworkers are like...  This is often the area where you can pick up issues of anger, or control, or insecurity.  It is part of your role as counselor to help them address some of the spiritual aspects of interpersonal relations as these impact their work, and encourage them to see how Franciscan values can be reflected in their daily activities.

Obedience (five selected aspects)
Daily Office.  This should be done every day, with rare exceptions.  Acceptable forms of the office are the BCP, any prayer book from any Anglican province, the CSF or SSF Office book, or the Lutheran Book of Worship.  The New Zealand Prayer Book is a popular alternative.  Many use the SSF or CSF office books.  It is perfectly acceptable to do the Office online.  The TSSF website offers several links to Daily Office resources.  Mission St. Clare is a popular one, as is The Daily Office Online.  A couple of the links are audio so you can listen to the office while driving or doing something else.  What matters is that the office is a daily activity.
As part of the daily routine, the counselee should be checking for special days of observance, both in the Devotional Companion (DC) and their prayer book or Office book.  The calendar in the DC is especially important as a way for the counselee to get familiar with our Franciscan saints and history.  If the reports don't mention using the calendar, ask about it and make sure they understand its importance.
Community Obedience.  This is another daily activity.  Make sure your counselee understands what is to be included:  the introduction (“Both here and in all your churches...”), reading of the Principles, directory intercessions, the designated collects, and one of the closings.  This can be done in conjunction with the Office, or personal prayer time, or at another time.
Contributions.  All members of the Order are expected to make a financial contribution to the Third Order at least annually.  This is a necessary and important part of sharing the responsibility of the Community. The contribution amount is strictly confidential between the Bursar and member, and is never revealed.  Counselees who ask about changing their contribution amount should be instructed to contact the Bursar directly.
It is not necessary to nag the counselee about getting their contribution in.  As long as they understand that this is one of our bottom line requirements, you don't need to check up on them about it.  When it is time for review, the AFD will check directly with the Bursar to see if they have made a contribution within the last year.  

Spiritual Direction (or SD).  All persons in formation must be under Spiritual Direction. The counselor helps the counselee in living the Franciscan Rule and matters specifically relating to the Third Order.  Broader matters of spirituality are the province of the Spiritual Director.  

At the beginning of formation, the AFD sends the SD a copy of the Principles, and our Franciscan Guide for Spiritual Directors.  At review time, the AFD contacts them again for a letter of evaluation, with the counselee's permission.  Beyond that, we do not contact the Spiritual Director for any reason.  We recognize the relationship with the SD as private and confidential.  If the SD seems to be telling the counselee things that are different from TSSF expectations, we clarify expectations with the counselee, not the SD.

During formation, the counselee should ideally meet with the SD monthly.  Quarterly meetings are the minimum.  Face to face meetings are the norm.  Spiritual direction by telephone or Skype may occasionally be necessary, but these exceptions need to be approved by the AFD.

As in other areas, watch for vagueness in this section of the report.  If they report seeing their SD “regularly”, ask for the specific date of the last meeting.  If they say they see their SD every Sunday at coffee hour, you may need to clarify that we are looking for face to face meetings of about an hour.

If the counselee chooses to share with you the content of their meetings with their SD, that is fine.  But we do not ask what they talk about in these meetings.  We are only interested in whether or not they have a SD they are meeting with regularly. 
Fellowship.  Joining TSSF means joining a community, with all the joys and challenges that come with that.  The local fellowship is a vital piece of connecting with the community.  Regional and provincial convocations are a close second.  While not strictly required, involvement in the local community is an important demonstration of the candidate's ability and willingness to engage with the rest of us and be part of the family.
Some tertiaries are truly isolated.  It is simply not possible for them to travel to fellowship meetings  because of time or distance or work schedules or other reasons.  But be alert to excuses.  Many of us drive several hours each direction to share time with other tertiaries, and it is not unreasonable to expect the same of those in formation, at least now and then.  For those who genuinely are unable to attend, you can suggest some alternative ways of participating.
If there is no formal fellowship within traveling distance, there may still be other tertiaries near enough to meet with informally for coffee or lunch.  There are also several “fellowships without borders” now, meeting regularly in computer chat rooms, on Skype, or by telephone.  Details on these are available in the Directory.  When time and budgets allow, arrangements should be made to attend regional and provincial convocations.  Scholarships are usually available if needed.  Dates and contacts are generally posted in  Hot News.  Occasionally organized pilgrimages are available, either to local sacred sites or to Assisi.

A growing number of tertiaries build a sense of relationship through the computer, using the listserv TSSF Americas or Facebook groups.  The listserv can have sporadic bursts of postings on a theme, and then lulls.  The FB group is quite active, with people sharing links and prayers and news items, as well as discussions on various topics.  Engaging in joint ministry through the ecumenical Franciscan Action Network or other ministries may be another option for connecting with the community.  
III. E.  Responding to Reports
1.  Timing of Reports.  Besides being a matter of discipline and obedience, regular and timely reporting provides continuity and momentum, allows the relationship with the counselor to develop, and provides opportunity for the formation team to address problem areas early in the process.

If a counselee is occasionally late with a report, that isn't a problem.  Life happens, and things come up.  If they are as much as a week late once in a while, that's fine.  If they are going to be as much as two weeks late, they should let you know.  If you have heard nothing from them for as long as a month, follow up with them and see what's going on.  If reporting delays are frequent or habitual, the AFD should be notified to discuss a course of action.

2.  Timing of Responses.  When you receive a report, acknowledge receipt right away, normally within a day.  Tell the counselee when they can expect to hear back from you.  Give yourself enough time to carefully read, reflect, pray, and compose your response.  

Responses should normally be sent within two weeks.  If you are traveling or otherwise occupied and cannot respond within two weeks, let the counselee know why you are delayed and when they can expect to receive your response.  If it is likely to be as long as a month before you can respond, let the AFD know so they can respond to the report for you.  If you need time off to take care of personal issues, that's understandable and perfectly fine.  Just let your AFD know so other arrangements can be made to care for the counselee.
3.  Preparing your response.  Read the report carefully.  Listen from the heart.  Then pray about the report and your response.  When you are ready, compose your response.  You may want to let your response sit for a day or so before sending, particularly if there are challenges or delicacies.    
Remember that much of all human communication is non-verbal. This makes communication in writing very difficult. With no body language, appearance, facial expression, or tone of voice to guide us, we must read with great care and discernment. We must be equally careful in our written expression.  
In every report, look for and affirm the good points. Give positive encouragement and affirm the counselee as a person.  Lift up, support, and nurture what God is already doing in their life.  Acknowledge the successes, strengths, and progress shared in the report.  What is the counselee doing well?  Where are their strengths?  Be sensitive to areas where a pastoral touch is needed, and address those with loving care. 

There are many acceptable ways to respond to reports.  Some counselors go through the report point by point.  Others pick a few highlights to focus on, both affirming the positives and offering challenges in areas that need work.  Some like to write their responses within the original report in a different font or color.  Any of these ways are fine, and largely a matter of style.  You may want to vary your approach, depending on the need.  What is important is to provide substantive responses that are well thought out, and provide support and encouragement, as well as guidance and gentle challenges where appropriate.

Share your own experiences appropriately and honestly.  Try to relate to the struggles they are having.  If they are having trouble establishing a daily prayer practice, for example, share with them your own struggles with prayer when you were in formation, perhaps how you sometimes still struggle to keep that discipline going even now, along with ways you have restructured your daily schedule to make sure this happens every day.  But remember this is their journey, and it might not exactly match yours.  Encourage them to explore solutions that fit in their own life and circumstances.  Be sure the report is more about the counselee than you.

Remember formation is not just about general spirituality.  We are forming the counselee as a Franciscan.  As appropriate, use examples from Francis' life, or talk about the Principles and how they apply, or focus on Franciscan essentials like simplicity and humility.  Notice how these aspects of our charism are beginning to manifest in your counselee's life, and affirm them when you see them. 

As a counselor, you should encourage your counselee not just to tell you the details of their Rule of Life (although you do want that).  The Third Order life is about all of life.  This is not something we do in addition to the rest of our life.  Rather, this infuses and permeates everything we do.  Encourage your counselee to share their personal journey, their struggles, their joys and hopes.  Over time, as they become more and more Franciscan, you should begin to see growth in areas that might have been troublesome at first.  

At the same time, try not to get tangled up in the counselee's personal drama.  It is not your job to address problems with emotions, or finances, or employment, or relationships, or fellowship dynamics.  Your job is to guide them in following their Rule of Life and living the life of a Franciscan, not to solve problems for them.  Try not to give direct advice about anything except following their Rule.  For every other challenge, invite them to pray about it and follow the promptings of the Spirit.  It is always appropriate as well to ask them to discuss difficult situations with their spiritual director.
4.  Addressing Problem Areas.  Many reports reflect difficulties with one or more aspects of the counselee's Rule of Life.  The counselee may not be aware of the importance of keeping their Rule, but you are, from your own life experiences as a Franciscan.  The counselee is building habits and disciplines that will carry over into profession and last a lifetime, so it's important to get these practices firmly established during formation.   Don't be afraid to offer challenges in those areas that are proving troublesome to your counselee.  There is no need to lecture, but do be clear about the expectations.  Gentle guidance and leading questions are appropriate responses.  Examples might be “Have you tried...”, or “What has your experience been with...”.  On occasion, it may be appropriate to be more direct, with something like, “Annual Confession is a requirement for everyone in the Order” - followed by some suggestions about preparing for confession or finding a confessor.
IV.  Reviews
IV. A.  Timing of Reviews
The old view was that counselees were expected to write 6 postulant reports and 24 novice reports, then would be considered eligible for profession.  The reports could be done at their own pace.  If they didn't report monthly, the process would simply take longer.  

That approach had some serious drawbacks, and we're doing reviews a bit differently now.  It isn't the report count that qualifies a novice for profession.  The focus now is on whether or not the applicant is keeping their Rule, living the Franciscan life, and growing in humility, love and joy.  The reports are merely a tool for reflection and personal growth, to allow the counselor to provide support and guidance, and as a way to gauge whether the candidate is suitable for making life vows in TSSF.  Lapses in reporting will be one of the criteria for determining the outcome of the review, but certainly not the only one. 

The novice review is a bit of an exception.  Postulants are expected to report monthly.  This is an important indicator of their involvement and dedication to the formation process, as well as an opportunity for the counselor to provide support and guidance as they begin to establish the foundations of this life.  The novice review is generally initiated at the six-month mark or shortly after, regardless of report count.  But the report count is a more important factor in the novice review than for mid-novice or profession reviews.  

The mid-novice review is initiated at the one-year mark, or sometimes a month or so before to allow time for the review paperwork to be completed.

Profession requests are voted on by Chapter at a quarterly conference call, generally early in the quarter.  In order to allow time for the paperwork to be completed, profession reviews are  initiated at the beginning of the quarter in which the Novice will reach the two-year mark.  For example, if someone will cross the two-year mark in December, the review process should be started no later than early October in order to present the candidate at the January Chapter call. 

All reviews are initiated by the AFD, but the AFD relies on the counselor to keep an eye out for upcoming reviews as well.  If you see that a review time is approaching, alert your AFD so they can get the paperwork started.

File Reviews.  In addition to the above scheduled reviews, the AFD may ask for a less formal “file review” at any time.  This might be done when the counselee is having problems, or if they request quarterly reporting, or for any number of reasons.  For a file review, the AFD will normally read the reports and responses and make a determination of how to proceed.  Reference letters are not normally requested.  If your AFD determines that a file review is in order, send them the counselor file.  If you will be continuing as the counselor, the file will be returned to you when the review is complete.
IV. B.  Review Process
All reviews, whether for novice, mid-novice, or profession, follow the same process.  The AFD contacts the counselee and asks them to fill out the Formation Review Form, write a few paragraphs about why they feel ready for the next step, and update their Rule if they would like.  The AFD also requests evaluation letters from the fellowship, spiritual director, and counselor, as well as a confirmation from the bursar of financial contribution.   

When you are notified by the AFD that review is being started, write your own letter of evaluation about the counselee.  This letter should include your own thoughts about whether or not the candidate is suitable for TSSF, and whether or not they are ready for the next step in the formation process (novicing, mid-novice, or profession).  Include any areas of growth or progress you have seen, as well as areas in which they are still struggling or that still need some attention.  The next section will talk more about what to look for at each review.

When you have finished composing your evaluation letter, check to make sure the file is complete.  All reports and responses should be numbered and dated.  Also include any correspondence, documentation of oral reports, summaries of significant telephone conversations, and any other background you think may be helpful to the reviewer(s).  It is most helpful to the next reader if you put all documentation in date order, with the oldest items on the bottom.  Update the Counselor Checklist with important milestones.  When all is in order, mail the file to the AFD.  When the review is completed, the file will be returned to you if you will be continuing on as the counselor for this person. 

When the Novice is professed or reassigned, send all remaining reports to the AFD.  At profession, the FD will destroy all records pertaining to the person’s formation. If you have corresponded electronically, delete all electronic correspondence from your computer.
IV. C.  What to look for in Reviews
There are two central questions in every review.  Is the counselee following their Rule?  And are they living the Franciscan life?  Remember that we are not judges of verbal skills, or personality, or organizing skills.  We are not judges of guilt or innocence.  We are not therapists and do not diagnose or treat.  In the formation and review process, we are discerning their call to the life of a Franciscan tertiary in the Society of St. Francis.

As counselor, your voice in the review process is crucial.  You have had direct contact with the counselee over a period of time, and you have seen their growth (or lack of growth) first hand.  Are they growing in humility, love, and joy?  Does their life reflect Franciscan values?  Will they contribute to and strengthen the mission of TSSF?  Is TSSF truly the place for their spiritual life to blossom, or is the counselee looking in the wrong direction?  If you see problem areas with your counselee, please share those in your review letter.  The problems do not necessarily mean they are not suited to this life, but they should be raised in the review process so they can be addressed.


At novice review, the counselee should be well established in all the daily disciplines – Daily Office, personal prayer, daily self examen, as well as weekly attendance at Eucharist.  They should be committed to their Rule of life, and should have a reasonably stable situation in which to live it.  Occasional misses are fine, as long as the habits are well founded.  They should be reporting regularly, and using the reports as a tool for reflection and sharing.  You should be seeing meaningful responses to all the questions on the report form.  They should be responsive to direction from you.  You should be seeing a commitment to the TSSF community, including regular attendance at Fellowship meetings, convocations, and other opportunities to meet with tertiaries. 
By mid-novice, we should be starting to see some fruits, in the form of growth in humility, love, and joy.  The Rule should be starting to become a natural part of their lives, and should start to feel liberating and empowering to them.  If they are still feeling burdened or constricted by the demands of their Rule, this may be a signal that they are not called to this life.

When they reach profession review, they should be fully mature Franciscans, ready to take on responsibilities in the Order.  They may not feel called to formation counseling or chaplaincy or fellowship convenership or service on Chapter, but they should be qualified for any of these positions.  If you would dread the thought of seeing them in a leadership position, let's think twice about professing them.  Some additional questions to consider at this stage might be:  Has the Novice’s Rule become the bedrock of their life?  Does this person seek contact with other tertiaries, especially through Fellowship meetings and convocations?  Has this person been open and responsive to direction through the formation program?  Is the person aligning their life to the Principles of TSSF?  Does this person seek balance in work, study, and prayer?  Is this person’s life characterized by humility, joy, and love?

IV. D.  Leave of Absence (LOA)
Leave of absence is always an option, especially in cases where the counselee seems dedicated to the process but is experiencing interruptions of various kinds.  If they are getting married, or are in the middle of a move, or are starting school, or caring for an elderly parent, or any number of other situations, feel free to suggest to them the possibility of taking a leave of absence until life settles down a bit for them.  If they only need a month or two, we can hold their place with the same counselor until they come back.  If they expect to be on leave for three months or longer, we need to go ahead and make it official.  Any time a LOA is requested or seems to be advisable, work closely with your AFD to help discern the best course of action, and follow their guidance.  

Once a LOA is agreed on, send the counselee a final correspondence to bring closure to the relationship.  Write up an evaluation letter for the file, similar to what you would write for a review.  Put the file in order, then send it to the Formation Director for safekeeping.  The FD will inform the counselee they are on official leave, and that they can request reentry any time up to three years.  When they come back, after their file is reviewed, they will be assigned to an available counselor.  In most cases they can pick up formation more or less where they left off.

IV. E.  Dismissals  
Not everyone is called to this life.  It is quite possible to live by a Rule of life, to be a “good Christian,” even to be a fine Franciscan, without belonging to the Third Order.  Some people who resonate with Franciscan spirituality are more suited to the Associates program, or to being independent.  Part of our job as the formation team is to discern whether TSSF seems to be the best fit for their needs and sense of vocation.  
If your counselee is truly not a fit for this life, we are doing them no favors by dragging out formation year after year.  For the counselee, there is nothing more hurtful than coming up to the eve of profession and learning then that there were problems in your formation and you cannot be professed.  Much better, and far less hurtful on all sides, is to redirect them early in the process to more appropriate vocations.

A decision for dismissal only comes after much prayer and discussion.  A complete review is done by both the AFD and the FD.  All voices are considered and weighed carefully, including input from the counselee, formation counselor, spiritual director, fellowship, AFD, and bursar.  After prayer and discernment, if dismissal still seems the right choice, the Formation Director will consult with the Provincial Chaplain before taking action.

Once the decision has been reached, the Formation Director will notify the counselee of the outcome of the review, usually by email.  The notification will include reasons for the decision, the conditions under which a reapplication might be considered, and suggestions for alternative vocations that might be a better fit for them.  The FD will also notify the Provincial Secretary.  All files should be returned to the Formation Director, who will keep them for three years.  Any electronic files should be deleted.

V.  Special Cases 

V. A.  Transfers
If the applicant was previously professed in another Religious Order or Christian Community, they fall under the jurisdiction of the Provincial Chaplain, and normally go through a shorter formation period.  We call these applicants “transfers” for short.  In most cases, the Provincial Chaplain delegates the details of their formation back to the Formation Team and asks to be kept informed of their progress.  The process is essentially the same as other candidates, with just a few differences.  

At the receipt of the first report, the AFD will declare them a “Transfer” rather than a Postulant.  They will be listed in the Directory as a Transfer throughout their formation period.  At profession, the designation will be changed to “Professed”.  

There is no postulancy period for Transfers.  Their formation in the religious life is assumed in whatever Order or Community they were in previously.  Transfers are reviewed after one year to determine if they are ready for profession or if additional formation is needed.   

Since transfers went through formation and were professed in another Order, they are already familiar with concepts like Rule of Life, Daily Office, obedience, and other  monastic traditions.  What they are lacking is the specifically Franciscan charism of TSSF.  As with other applicants, counselors should make sure the Transfer is keeping most of the details of the Rule most of the time.  But the focus should be more on the aspects that are unique to the Franciscan way of life, such as simplicity.  Since they are likely to be in Formation for only twelve months instead of the typical thirty months, they should be encouraged to begin their reading of Forming the Life with the chapters on the Principles, rather than the chapters on the Rule of Life.
V. B.  Mental Illness
Sometimes, the formation process brings up old and painful emotional issues for the counselee.  This is often a natural and normal result of the introspection expected during formation, and is usually a sign of growth.  Some find that the support and guidance of a therapist can help them navigate these rough waters.  Therapy can certainly be used in conjunction with formation, as another way of approaching difficult personal issues.  

Therapy is not a requirement for formation or profession.  It is never appropriate for the counselor to require professional counseling, but there may be occasions where it might be appropriate to suggest it.  If you do feel such a suggestion is appropriate for a counselee, do so gently and pastorally.  It may be useful if you have a personal experience to share about how seeing a therapist was helpful to you in some personal struggle.  Once you have made the suggestion, do not bring it up again unless the counselee asks for more information.  The choice of whether to seek help from professionals is strictly the counselee's choice.  Your job is to support them in keeping their Rule and living the Franciscan life.  
Occasionally, people in formation are suffering from more serious problems, such as clinical depression, or bipolar disorder, or PTSD, or personality disorders.  They may share their diagnosis with you as counselor, or you may just sense that something is terribly wrong, based on their reports or something you hear from the fellowship or other sources.  

It is especially important in these times to remember your role.  You are a formation counselor.  It is not your job to diagnose, or even to decide whether mental illness exists.  It is not your job to treat depression or any other disorder.  Even if you are qualified as a therapist, this is not the place to exercise those skills.  Your only job is to support them in keeping their Rule and living the Franciscan life, and to help discern whether they have a TSSF vocation.  Even if they are genuinely mentally ill, that does not necessarily disqualify them from being members of TSSF.  Some of St. Francis' early followers may well have been labeled “mentally ill” by today's standards.

Be alert to the same problem areas as you would with any other counselee.  If their illness prevents them from doing the Daily Office, or maintaining a personal prayer practice, or facing the self exploration required for sacramental confession, those are the behaviors that need addressing, rather than the illness.  Disruption of the fellowship or clearly dysfunctional personal relationships can also be  flags indicating they may not be suited for a vocation with TSSF.

As with any other counselee, do keep your AFD informed of any concerns as they arise, and follow their guidance and direction as you counsel the individual.  The AFD may decide to do a file review, or even an off schedule full review, to get a better understanding of the larger picture.  In some cases, the AFD may decide, after consulting with the FD, that it would be appropriate to ask the person to take a leave of absence to deal with their issues before reapplying to the Order.  In at least one case, a mentally ill person took a few years off to work on personal recovery, then was able to return to formation and proceed on to profession, and has been a fine and active tertiary ever since.  If they had stayed in formation through their crisis, they surely would have been rejected before profession.  
V. C.  Addictions
A number of people in TSSF, both in formation and Professed, are in recovery from alcoholism or other substance abuse with the help of Twelve Step programs.  There is no conflict between Twelve Step programs and TSSF formation.  Rather, many of the same principles are present in both contexts.  Like TSSF formation, Twelve Step programs encourage self-awareness and self-examination, the support of a community, and spiritual growth, and can be a valuable adjunct to the formation process.  We do ask, however, that people who are new in recovery wait until they have at least a year clean and sober before attempting to enter formation in order to fully focus their efforts on their recovery process.

If your counselee is active in a Twelve Step program, remember that you do not have to be an expert in addictions or Twelve Step recovery.  You are not serving as their Twelve Step sponsor, or guiding them through the steps.  Your job is to support them in keeping their Rule and living the Franciscan life, and to help discern whether they have a TSSF vocation.  If you happen to have a background in Twelve Step recovery yourself, you will have perhaps a better understanding of their personal journey.  Just try not to allow their recovery process to dominate the formation discussions.  Stay focused on your role.  

If you are not familiar with the Twelve Steps, you are encouraged to read through them, as they will be an important part of your counselee's life.  The Steps are available many places on the web.  Here is a link to them on the AA website:  http://www.aa.org/assets/en_US/smf-121_en.pdf  Regular attendance at Twelve Step meetings and meetings with their sponsor should be encouraged as part of both their recovery and their spiritual well being.  Both of these may be included in their Rule of Life if they choose.

The Fifth Step “Admitted to God, to ourselves, and to another human being the exact nature of our wrongs,” looks a lot like our TSSF requirement for annual sacrament of reconciliation.  Some people try to put an annual Fifth Step in their Rules in lieu of annual confession.  This can be an acceptable alternative, but only if their Fifth Step includes all the elements of sacramental reconciliation:  confession, repentance, intention of amendment of life, and either absolution or assurance of God's forgiveness.  If any of these elements are missing, they will need to make their annual confession another way.
V. D.  Incarcerated 
Incarcerated individuals are allowed to enter TSSF and be professed.  There is no reason a person cannot live a full Franciscan life behind bars.  We make every effort to give incarcerated applicants the same formation experience as anyone else.  Certain exceptions may need to be made to their Rule of Life and other details of the process.  They cannot go away for an annual retreat, for example.  These exceptions must be approved by the FD.  Within the limitation of their circumstances, they are expected to fulfill the same requirements as others in formation.

There are a few special procedures that apply to incarcerated applicants.  In order to minimize any risk to TSSF members, communications with the incarcerated person are closely controlled.  All correspondence will flow through the Formation Director, who will forward everything along to the counselor.  The formation team consists of the counselor, the Formation Director, and the Provincial Chaplain, rather than the typical team of counselor, AFD, and Formation Director.  In other words, there is no AFD role for incarcerated.  Instead, the counselor works directly with the Formation Director.
Since we don't want TSSF contact information to fall into the wrong hands, we do not send incarcerated applicants a full directory.  They will receive an intercession list of regions, but no names.  They do not receive the Franciscan Times or Hot News, since contact information is included in these publications.  Their own contact information is not published in the directory, but they are listed under a proxy address.   

If you are assigned a counselee who is incarcerated, it is important to remember your role.  You are a formation counselor.  You are not expected to be an expert in criminal justice.  It is not your job to determine guilt or innocence, or to decide whether their sense of remorse is adequate.  Nor is it your responsibility to rehabilitate, or to determine what treatment should be applied to a particular criminal behavior.  While you may encourage your counselee to take part in whatever programs may be available, we do not require any particular class or support group for formation.  Your job is to support them in keeping their Rule and living the Franciscan life, and to help discern whether they have a TSSF vocation.      
Appendix A:  Complete Formation Process 

Most of this material is covered in other parts of this Manual.  You may find it helpful to refer to this more complete description of the process from time to time.

Inquirer
Inquirer contacts the Order.  English-speaking applicants are directed to the Inquirer's Secretary.  Spanish-speaking applicants are directed to one of the Coordinators of Latino Ministry.
Inquirer's Secretary or Coordinator of Latino Ministry receives initial inquiry and sends the Inquirers Packet, which includes the Application to Enter Formation, and general information about TSSF.  The actual contents of the packet may change from time to time.

Inquirer completes the Application to Enter Formation and their autobiography.  English-speaking applicant sends both documents to the Formation Director.  Spanish speakers send both documents to one of the Coordinators of Latino Ministry.
The Coordinator of Latino Ministry reviews Spanish applications, and forwards them to the Formation Director for further review.  The Formation Director reviews all applications.  The Formation Director may consult with the Provincial Chaplain, the Bishop Protector, or others as appropriate about any issues with the application.  Any immediate concerns will be discussed with the applicant before proceeding.  If accepted, the Formation Director writes to the applicant and includes an overview of the formation process, instructions for writing a Personal Rule of Life, a copy of The Principles, instructions for a letter of recommendation to share with their priest or spiritual director, and the Safe Community and Conflict Transformation Covenant.  These documents are sent in Spanish by the Coordinator of Latino Ministry where appropriate.  The nearest fellowship is notified and asked to contact the inquirer and invite them to the next meeting.
If the applicant was previously professed in another Order, they fall under the jurisdiction of the Provincial Chaplain, and normally go through a shorter formation period.  In most cases, the Provincial Chaplain delegates the details of their formation back to the Formation Team and asks to be kept informed of their progress.  The process is essentially the same as other candidates except for two differences.  At the receipt of the first report, the AFD will declare them a “Transfer” rather than a Postulant.  And there is no postulancy period.  Transfers are reviewed after one year to determine if they are ready for profession or if additional formation is needed.   

Aspirant
The aspirant sends to the Formation Director or Coordinator of Latino Ministry a proposed Rule of Life; the signed acknowledgment and acceptance sheet (last page) of the Safe Community and Conflict Transformation Covenant, and contact information for their spiritual director.  The aspirant also requests a reference letter to be sent directly to the Formation Director or Coordinator of Latino Ministry.

When all items have been received, the Formation Director or Coordinator of Latino Ministry reviews the file and notifies the aspirant that their file is complete.  Any issues are discussed with the applicant at that time.  Preliminary feedback is offered on the proposed Rule of Life.  If no counselor is available, the aspirant is put on a waiting list.
When a counselor is available, the Formation Director or Coordinator of Latino Ministry sets up files for the Assistant Formation Director and the counselor, including all documentation and correspondence.  The AFD Checklist and Counselor Checklist are stapled inside the front of the respective file.  The aspirant is notified that they have been assigned to an AFD.  Both files are then sent to the AFD.

The Assistant Formation Director reviews the file, assists the aspirant with Rule revisions if necessary, and approves the Rule.  After the Rule is approved, the AFD sends the Formation Report Form, along with instructions for writing the first report.  The “Permission to Request Periodic Letters of Evaluation from Spiritual Directors” is also sent at this point.
Postulant
The Assistant Formation Director receives and responds to the first report.  If the report is acceptable, the aspirant is declared to be a Postulant as of the date the first report is received.  The service “Welcoming and Receiving of a Postulant into TSSF” is sent to the new Postulant, to be used in the fellowship.  
The AFD assigns the Postulant to a counselor, notifies the Postulant of the assignment, and forwards the counselor file to the counselor.  The AFD sends to the Postulant’s spiritual director a letter of introduction, Guide for Spiritual Directors, and The Principles.

Notification of postulant date and contact details is sent to the Minister Provincial, Provincial Secretary, Literature Coordinator, Formation Director, Provincial Chaplain, Bursar, Fellowship Convener if known, and Formation Counselor.  
The Provincial Secretary enters the Postulant into the TSSF database and publishes the information in Hot News.

The Literature Coordinator, or the AFD of the Spanish team, sends the new Postulant “The Basics” package, which includes the Devotional Companion, the Directory and Intercession List, and other documents.  The most current list of Basics contents is included in the Directory (page 99 in the 2015 edition).

The counselor reviews the file, then sends a letter of self-introduction to the Postulant.  The Postulant reports monthly to the counselor.  The counselor responds to each report within two weeks, 

keeps a copy of the response attached to the report, maintains a file with each report number and date clearly marked on the report and response, and keeps a copy of all correspondence with the counselee including emails, notes on phone calls and personal meetings.

After three months of postulancy, the Assistant Formation Director checks in with the Postulant to confirm that the TSSF Basics have been received, and to ask whether the counselor relationship is satisfactory.

The counselor sends a completed “Counselor Quarterly Report Form” for each counselee to the Assistant Formation Director on the first day of each quarter (Jan. 1, April 1, July 1, and Oct. 1).  The AFD compiles the information for their team and forwards the summary to the Formation Director.  The Formation Director then publishes a Formation Master List based on the information received from the AFDs.
Novice
After six months as a postulant, the Assistant Formation Director initiates the novice review.  The counselor instructs the Postulant to continue regular monthly reporting to the counselor until notified otherwise.  The counselor composes a letter of evaluation for novicing, organizes the file, and sends it to the Assistant Formation Director.

The AFD asks the Postulant to complete the Formation Review Form; provide a few paragraphs about why they feel ready to be noviced (called Request to Novice), and provide a revised Rule if desired.  The AFD also requests letters of evaluation from the counselor, spiritual director, and fellowship, and contacts the bursar to confirm that a financial contribution has been made in the last twelve months.

When all items have been received, the Assistant Formation Director reviews the file, and discusses formation with the counselor and/or Formation Director as needed.  If there are concerns, the Assistant Formation Director forwards the file to the FD for evaluation.  The AFD responds to the review, providing feedback on any matters that need attention.  If the AFD believes that the Postulant is ready to be noviced, they send to the Postulant a signed and dated Permission to Novice form, instructions for the Novicing Service.
After the novicing ceremony, the Novice forwards copies of the completed Permission to Novice form to the Counselor, Provincial Secretary and Assistant Formation Director.  The Novice keeps the original.  The Provincial Secretary records and publishes the novicing date.

The Assistant Formation Director assesses the counselor/counselee relationship.  If the counselor relationship is suitable, the AFD returns the counselor file to the counselor, with copies of the novice review paperwork.  Or if a counselor change seems appropriate, the AFD notifies the Novice of the change and sends the file to the new counselor.  If a counselor change is not made at this point, a new counselor should be assigned at mid-novice.  When a counselor change occurs, the new counselor reviews the file, sends a letter of self-introduction to the Novice, and receives and responds to reports from the Novice.

The counselor records the novicing date in the counselor file.  After the novicing ceremony, reports are numbered beginning at N1.

Mid-Novice Review
Shortly before the one-year anniversary of novicing, the counselor notifies the Assistant Formation Director that it is time for mid-novice review.  The AFD asks the Novice to complete the Formation Review Form, write a letter requesting permission to continue in formation, and provide a revised Rule if desired.  The AFD also requests letters of evaluation from the counselor, spiritual director, and fellowship, and contacts the bursar to confirm that a financial contribution has been made in the last twelve months.
The counselor writes a letter of evaluation, organizes the file, and sends complete file along with the evaluation letter to the Assistant Formation Director.   The counselor continues to receive and respond to reports until instructed otherwise by the Assistant Formation Director due to counselor change.
When all items have been received, the Assistant Formation Director reviews the file, and approves or makes suggestions for further revisions of the Rule, if applicable.  The AFD then writes a summary of the review to Formation Director, and sends the summary along with the complete counselor and AFD files to the Formation Director.  The AFD also writes a feedback letter to the counselee to share both affirmations and concerns raised during the review.  The AFD instructs the Formation Director where to send the file after the review is complete.  
The Formation Director reviews the file along with all review documentation.  If problems are evident, the FD will consult with the Assistant Formation Director, Counselor and/or Chaplain as needed.  The FD then writes a letter to the Novice responding to the review, returns the AFD file to the AFD, and sends the file to the new counselor or former counselor as applicable.  
In most cases, the counselee will be assigned to a new counselor when the mid-novice review is complete.  The counselee should work with at least two different counselors during their formation, each for 12 to 18 months, in order to gain different perspectives from each counselor.  The Assistant Formation Director assigns the Novice to a new counselor, and informs the FD, Novice, old counselor, and new counselor of the change.   
When a counselor change occurs, the new counselor reviews the file, sends a letter of self-introduction to the Novice, and receives and responds to reports from the Novice until profession or until instructed otherwise.  The former counselor brings closure to the counseling relationship with the Novice, forwards any interim reports to the new counselor, and deletes any electronic documentation.
Profession
At the beginning of the quarter in which the Novice will complete two years of novitiate, the Assistant Formation Director contacts the Novice and initiates review for profession.  The AFD asks the Novice to complete the Formation Review Form; write a few paragraphs requesting permission to be professed,  and provide a revised Rule.  The AFD also requests letters of evaluation from the counselor, spiritual director, and fellowship, and contacts the bursar to confirm that a financial contribution has been made in the last twelve months.
The counselor writes a letter of evaluation, organizes the file, and sends the complete file along with the evaluation letter to the Assistant Formation Director.   The counselor continues to receive and respond to reports until actual profession vows are made.
When all items have been received, the Assistant Formation Director reviews the file, and reviews and approves or makes suggestions for further revisions of revised Rule, if applicable.  The AFD then writes a summary of the review to the Formation Director, and sends the summary along with the complete counselor and AFD files to the Formation Director.  The AFD also writes a feedback letter to the counselee to share both affirmations and concerns raised during the review.  
The Formation Director reviews the file and all documentation.  If concerns exist, the Formation Director consults with the Provincial Chaplain as needed before proceeding.  If the Novice is recommended for Profession, the Formation Director responds to the Novice with a feedback / recommendation letter.  The following documentation is forwarded electronically to Chapter members:  Novice's Request for Profession; evaluation letters from counselor, Assistant Formation Director, Spiritual Director, and Fellowship Convener; and confirmation of annual contribution from bursar. 
Chapter votes on the candidate at the quarterly Chapter conference call, or in person at the annual Chapter meeting.  If the Novice is elected to profession, the Formation Director notifies the candidate of the results, and sends them a copy of Guidelines for a Retreat in Preparation for Profession to TSSF.  The Provincial Chaplain sends the Mandate for Profession, a Profession Cross, and instructions for reporting to their area chaplain after profession.  After the profession ceremony, the newly Professed is instructed to send a copy of the completed Mandate for Profession to the Provincial Secretary, who then records and publishes the profession date.  The newly professed person keeps the original.

After profession, the counselor brings closure to the counseling relationship and sends hard copies of any remaining reports to the Formation Director.  The Formation Director destroys all formation materials accumulated during the years of formation pertaining to the individual.  All members of newly Professed's formation team erase all correspondence and records from their computers and destroy any remaining hard copies.
Appendix B:  
COUNSELOR  CHECKLIST
Candidate & Address:

Spiritual Director & Address:
AFD:
  




Postulant Date



File Received from AFD
1st Counselor’s Name: 

 





Introductory letter sent





Confirmed complete set of Basics received 





Quarterly reports sent to AFD throughout formation



At Novicing (around six month after postulant date)





Confer with AFD when advisable





File sent to AFD along with Counselor letter of evaluation 





Instructed Postulant to continue sending regular monthly reports while review is in 




progress



NOVICE DATE


At Mid-Novice Review (around one year after novicing)





File sent to AFD along with Counselor letter of evaluation 





Instructed Novice to continue sending regular monthly reports while review is in 




progress until informed of counselor change





After AFD Counselor change notice, bring closure to relationship



File received from AFD (via FD)
2nd Counselor’s Name






Introductory letter sent



Application for Profession (just prior to two years after novicing)





File sent to AFD along with Counselor letter of evaluation





Instructed Novice to continue sending regular monthly reports until Profession vows 




are made 





At Profession, bring closure to relationship 





Sent all existing reports to FD




Destroyed all electronic formation correspondence 
Appendix C:            


The Third Order, Society of Saint Francis, Province of the Americas            

Formation Report Form

Report #: 


Date: 


Name and address:




Phone:


 Email:  __________________ 


In each of the first eight sections below, please write what is in your Personal Rule for that section, and then write your report.  

1) Eucharist (Sundays and major holy days)
    (write here what your personal Rule says, then comment on your keeping of the Rule this month)


Was there a Principal Feast (Easter, Ascension Day, Day of Pentecost, All Saint's Day, Trinity Sunday, Christmas, or Epiphany) since your last report?   If so, were you able to participate in the Eucharist?    

2) Penitence (self-examen and sacramental confession)
    (your Rule + comments)


When was your last sacramental confession? 

3) Personal Prayer (meditation, intercession and thanksgiving)
    (your Rule + comments)

4) Self-Denial
    (your Rule + comments)

5) Retreat
    (your Rule + comments)

When was your last 24 hour silent retreat? 

Were you able to join with other tertiaries for this retreat?

Are there other retreat experiences you would like to share about?

6) Study
    (your Rule + comments)

What chapter of Forming the Life of a Franciscan did you read?_________


Topic?________________________
(Note: this question will apply after you receive “The Basics” package)


Has this chapter raised or answered questions? Other comments?

Bible study and/or lectio divina this month?

Was there a particular insight received from a portion or verse of Scripture?

Other study?


7) Simplicity
    (your Rule + comments)



8) Work
    (your Rule + comments)


9) Obedience
(no need to put comments here, all is covered in the questions below)

Have you responded to your formation counselor's suggestions and questions?

Daily Office—approximately how often? 

Any comments?

Have you been using the calendars in the Prayer Book and Devotional Companion and honoring these special days in the Daily Office?  (The Devotional Companion calendar will apply after you receive “The Basics” package.)

Community Obedience (i.e., daily reading from the Principles and intercessions from the TSSF Directory) approximately how often?   (Note: this question will apply after you receive “The Basics” package.)

Other comments?

Consulting with Spiritual Director—date of last meeting: 

Name and address of Spiritual Director:

Phone:


 Email: 



Novicing (or Postulancy) Date: 


    Date of last renewal:    ______


Date of last financial contribution to TSSF __________________


Contributions current?  Yes _____  no _____

Name and location of fellowship 

When did you last meet with them? 



Comments on this time in community?

How are the Principles and your personal Rule affecting your day-to-day life?

What are you currently working on or concerned about?

Other?
Appendix D:  
TSSF Counselor to AFD Quarterly Report Form 
(Counselor fills out separate form for each counselee

and sends to AFD the first day of each quarter)
Today's Date:  

Counselor Name: 

Counselee Name:

Any changes to contact info for counselee or SD?  If so, provide new contact info here:

Last Report # (P or N):

Date of last report:

Issues / Problems / Growth Areas / Progress:

Willing to take another counselee?  __________

Appendix E:  Common Abbreviations
AC


Area Chaplain

AFD


Assistant Formation Director

BCP 


Book of Common Prayer
CSF


Community of St. Francis

DC


Devotional Companion
EP


Evening Prayer

FD


Formation Director

FRF 


Formation Review Form

FT  


Franciscan Times
HE


Holy Eucharist

IPTOC

Interprovincial Third Order Chapter

JPIC


Justice, Peace, and Integrity of Creation (TSSF committee with resources)

LOA 


Leave of Absence

PC


Provincial Chaplain, or Provincial Convocation

PP


Personal Prayer

MP


Morning Prayer, or Minister Provincial

RC  


Roman Catholic

ROL


Rule of Life

SSF


Society of St. Francis

SD


Spiritual Director, Spiritual Direction

TSSF


Third Order, Society of St. Francis
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