
  
 
 
 

Overseeing Client Referral Processing 
 

Our volunteer handbook lists the responsibility under the role description for "Archdiocesan 

Gabriel Project Coordinator" as follows:  

 Acknowledging receipt of all client referrals from the Helpline and determining if 

Parish Coordinators to whom client referrals are sent also acknowledge receipt.  

 Determining if Parish Coordinators have contacted the client and if not, taking the 

necessary measures to assure the client is contacted and an assessment of her 

needs is made. 

However, there's more to it than that in cases where we don't have a Gabriel parish in the 

vicinity of the caller's home or we do have a parish, but it is presently without an active 

coordinator or the coordinator is unavailable. 

  

In cases where there is no Gabriel parish in the vicinity of the client, inquires have to be 

made to see if an auxiliary angel (parish affiliated or not) might be willing to accept the 

referral.  

  

In cases where there is a nearby Gabriel parish, but it is presently without an active 

coordinator or the coordinator is unavailable, the person overseeing referrals must contact 

the volunteers of that particular parish to recruit an angel for the client.  

  

In addition to those situations, sometimes follow-ups to Helpline referrals are required 

because either the coordinator is unavailable, but hasn't arranged for another team member 

or the archdiocesan coordinator to receive client referrals during her/his absence or period 

of unavailability or because the coordinator forgot to check her/his email for client referrals. 

Sometimes the coordinator might just have forgotten to reply or "reply all" to the referral, in 

which case we have to presume that the email has not been read and that the coordinator 

might not even be available. All of these situations call for intervention to ensure that client 

referrals are processed promptly and properly. As indicated in our handbook, our goal is to 

return the client's call to the Helpline within twenty-four hours of when she made the call 

(not when we read the email referral). Remembering to check email or sending notifications 

of periods (even a single day) of unavailability requires being mindful of TGP on a daily 

basis. With so many other things on our minds, one way to accomplish this is to habitually 

say a daily prayer for our mission, moms and angels. The prayer for mother and child 

contained in our handbook and posted on our website could serve this purpose well.   

 



Prayer for Mother and Child 

Heavenly Father, 

Who has given us the great gift of life, 

bless and guide all pregnant mothers 

that they might respect and cherish 

the gift of life growing within them. 

Help each mother to accept her child 

as an irreplaceable gift from you. 

Grant that all her needs be met. 

Bless all children yet unborn. 

Watch over them as they grow and 

develop in the embrace of their mothers’ 

wombs. Form them and shape them 

that they might be born healthy. 

Grant that they might be welcomed at 

birth with tender love and deep joy. 

We ask this through Christ Our Lord. 

Amen  

Extension to Helpline Notifications:  

  

As you know, all client referrals from our Helpline are provided to us via email. However, if 

the archdiocese had its own Helpline, we would also make a telephone call to our 

coordinators to alert them that a client referral had just been emailed to them. That would 

greatly enhance our service to our clients and reduce the number of follow-ups having to be 

made and the consequential delays. Since our Helpline cannot provide this service, the best 

we can do is implement the following process: 

 

When the person responsible for overseeing client referrals happens to be the first to 

read one, she might provide you (parish coordinator) with a phone call alert. She will 

presume you haven't as yet seen the email if she hasn't received your "reply all". 

Your "reply all" is an acknowledgement that you have received and read the 

referral). Whether or not you receive a phone call alert, your "reply all" is essential 

and expected to be received as soon as you've read the email (so please reply 

immediately rather than later).  

Even if you have been provided with a phone call alert, if you don't "reply all" by the 

end of the evening of the day the referral was sent, the presumption will be that you 

haven't read the email and the person overseeing client referrals will follow up on the 



following morning. The follow-up process will depend on the situation. Sometimes it 

may only involve calling the coordinator and other times it may involve notifying the 

entire parish team about the referral in order to recruit a volunteer to contact the 

client and begin the process detailed in our volunteer handbook. 

The phone call alert is not intended to be an alternative to checking email for client 

referrals. Its purpose is to reduce delays in servicing our clients and to minimize the number 

of intervening follow-ups due to unacknowledged referral emails. A phone call alert cannot 

be guaranteed, so please don't presume that if you haven't received one, there isn't a client 

referral waiting to be read in your inbox. Following morning follow-ups are very undesirable 

and, they too, are not intended to be an alternative to checking email daily.  

  

Fredi D’Alessio 6/15/2012 (excerpted from team memo) 

  

 

 

 


