PLANNED NEED FOR A SUBSTITUTE:
This protocol should be used if you are aware ahead of time that you
will not be able to make your regular, committed hour of Adoration.
Please contact the other individual(s) of your hour and let them know
you are not able to make a certain day and time. Please verify that at
least one other individual from your hour WILL BE at the chapel for the
scheduled hour. If your other co-adorers are not available either, first
try to find a substitute on your own, then request a sub via the online
VSP system.
Here are some ideas to find a substitute:
1. Contact an adorer before or after your time slot to cover your time,
or maybe each could take 30 minutes of your hour.
2. Contact someone on the list of substitutes. There are many
substitute adorers who are anxious to help. Go to the VSP Web
Terminal login page. Click on “Rosters” for a listing with subs. name/
number/email
3. Find another regular adorer (friend or acquaintance) who will switch
with you.
4. Contact someone else that adores at your hour but on a different
day.
5. Ask a family member or good friend to substitute for you and
ensure that they know the procedures (door access code, signing in,
subs, etc.). This provides them with the gift of a wonderful experience
and you with a great evangelization opportunity. This method should
also help us to add new adorers in the future.
6. AFTER these attempts have been exhausted, it is time to submit an
online sub request using the steps on the following page...
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REQUEST A SUB USING YOUR COMPUTER:
Here are the steps to request a sub on your computer. Bring up the
website: http://www.rotundasoftware.com/volunteer/
St_Gertrude_Adoration and login.
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Home Page

Select date sub is needed.
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Add comment if needed and click "Request sub".
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If you later find a sub on your own, you can come back to
this page and cancel your request -

If your request is accepted you will receive an email that
looks something like this -
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If you did not receive an email stating your sub
request HAS been accepted... your hour will NOT
be covered because no one has volunteered to
cover it for you.
If you do NOT find someone to sub for you, please
notify one of the adorers in the time slot before
you and let them know that you will not be coming
on that day, and that they will have to cover the
Blessed Sacrament when they leave.

