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St. Mary of the Miraculous Medal Catholic Community 

Liturgical Ministry 
ATTACHMENT 2 

MINISTRY SCHEDULING 
 

Please note the following matters with respect to ministry scheduling: 
 
1)  The scheduling system is a software program that uses the information provided by ministry 
volunteers to schedule all the ministries associated with mass - Lectors, Extraordinary Ministers 
of the Holy Communion, and sacristans. As with all software programs, a quality result is a 
function of quality information provided. If any changes to your contact information are in 
order, please contact: 
 

Jamie Kern at kjkern22@gmail.com  
 
2)  If a husband and wife both serve in ministries, the system is designed to schedule both 
spouses at the same mass, even if each spouse serves in a different ministry. 
 
3) If you wish to serve more often, you should choose more masses at which you are willing to 
serve.  Example – if you choose only one mass at which you are willing to serve, the number of 
possible times to serve are limited, thus you will be scheduled to serve on a less frequent basis.  
This is particularly true if the mass you have chosen is the only choice of others. 
 
4) Schedules are created for several months at a time, allowing volunteers to plan accordingly. 
Before the final schedule is created, you will receive an email from the parish scheduler asking 
for any dates that you wish not to be scheduled to serve. Those dates will be entered into the 
program so you will not be scheduled as you have requested. 
 
5)  Of course, life happens, and plans change. If you are scheduled to serve and you cannot 
serve, it is your responsibility to arrange for a substitute. Please do not email or contact Jamie 
Kern if you cannot serve, Please find your own substitute.   
 
6) If you do not have an up-to-date Safe Haven certification you will be removed from the 
schedule.  
 
There is a feature in the software that allows us to seek a substitute. Login into the website: 

http://www.rotundasoftware.com/ministry/stmarycctc You can then open your schedule and 

click on ‘request sub’. The system will then send an email to others advising that you need a 

substitute. If someone volunteers to fill in for you, an email will be sent advising you of that 

fact. Please note: if you do not receive an email indicating someone has volunteered to 

substitute for you, please continue to seek a substitute.  
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Please be mindful that serving in a ministry is a privilege and commitment. 
 
Please also be mindful that as a ministry member, we are taking an active role in the Mass. We 
should prepare our hearts, minds and souls each time we enter the church to serve.   
 
He said to them, “Go into the whole world and proclaim the gospel to every creature. 

      Mark 16:15 
 

 


