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MATER DEI ACADEMIC CALENDAR 
2009-2010 

 
August 
  6 Final Registration – 11:00 – 1:30; 4:00 – 7:00 
12 Teacher Work Days Begin 
15 Feast of the Assumption  
19 First Day of School for Grades K-8.  Classes dismiss at noon 
20 Kindergarten classes dismiss at Noon. 
21 First Full Day for Kindergarten 
27 Back to School Night Grades K-5 
September 
  7 Labor Day.  No School. 
  7 Window opens for Grade 6 ACRE Testing 
14 Student Pictures 
October 
  2 Window Closes for ITBS 
  2 World Mission  
  7 Fifth Grade Vocation Day 
  7 Feast of the Holy Rosary 
  8 Retakes – Student Pictures 
12 In-Service Day.  No School. 
16 End of First Quarter 
16 Window closes for Grade 6 ACRE Testing 
22-23 Parent/Teacher Conferences.  No School. 
30 Trunk or Treat 
November 
  1 All Saints Day 
25-27 Thanksgiving Vacation.  No School. 
29 First Sunday of Advent  
December 
  8 Feast of the Immaculate Conception 
18 End of Second Quarter 
18 Christmas Vacation begins.  Classes dismiss at Noon. 
January 
  4 Classes Resume 
18 Dr. Martin Luther King, Jr. Observance.  No School. 
31 Catholic Schools Week begins 
February 
  5 MVP Day.  Classes dismiss at Noon. 
11-12 Parent Teacher Conferences.  No School. 
15 Presidents Day.  No School. 
16 Kindergarten Round Up for 2010-2011.  No School for 2009-2010 Kindergarten. 
17 Ash Wednesday 
26 Kindergarten Screenings for 2010-2011.  No School for 2009-2010 Kindergarten . 
March 
11 End of Third Quarter 
12 Teacher In-Service.  No School. 
15-19 Spring Break 
22 Classes Resume 
28 Palm Sunday  
April 
  1 Window opens for Grade 8 ACRE Testing 
  1 Holy Thursday.  No School. 
  2 Good Friday.  No School. 
  4 Easter 
  5 Easter Monday.  No School. 
29 Window closes for Grade 8 ACRE Testing 
30 Teacher In-Service.  No School. 
May 
  7 May Crowning  
21 Eighth Grade Graduation Activities 
27 Last Day of School.  Classes Dismiss at Noon.   
27  End Fourth Quarter 
28 Teacher Work Day 
31 Memorial Day 
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STAFF DIRECTORY 
2009-2010 

Administrative Staff 
 Principal Andrea Hillebert hilleberta@materdeischool.org 

 Administrative Assistants Lisa Heath heathl@materdeischool.org 

  Nicki Hidalgo hidalgon@materdeischool.org 

  DeEllen Rice riced@materdeischool.org 

Teaching Staff 
 Kindergarten Lynn Lorenz lorenzl@materdeischool.org 

 First Grade Lisa Doty dotyL@materdeischool.org 

  Nancy Kennedy kenndeyn@materdeischool.org 

 Second Grade Mary Louise Totten tottenm@materdeischool.org 

 Third Grade Jeanne Myers myersj@materdeischool.org 

  Christina Bartlett bartlettc@materdeischool.org 

 Fourth Grade Amanda Harvey harveya@materdeischool.org 

  Allison Figgs figgsa@materdeischool.org 

 Fifth Grade Rosemary Rocha rochar@materdeischool.org 

  Theresa Wicker wickert@materdeischool.org 

 MS Math Mimi Gardner gardnerm@materdeischool.org 

 MS Social Studies Ann Jones jonesa@materdeischool.org 

 MS Language Arts Jane Palubinski palubinskij@materdeischool.org 

 MS Science Kathy Clark clarkk@materdeischool.org 

 Physical Education Andie Valdivia valdiviaa@materdeischool.org 

 Technology Coordinator Patricia Saracyewski saracyewskip@materdeischool.org 

 K-8 Music Janelle Cruz cruzj@materdeischool.org 

 Band/Instrumental Music Sal Cruz cruzs@materdeischool.org 

 Network Administrator Terri Kennedy kennedyt@materdeischool.org 

 School Counselor Diane Ralston ralstond@materdeischool.org 

  Mary Woodward woodwardm@materdeischool.org 

 Nurse Mary Lou Finan finanm@materdeischool.org 

 Resource Coordinator Julie Mester mesterj@materdeischool.org 

Para Professionals 
 Kindergarten Angela Howey howeya@materdeischool.org 

 Grades 1-8 Mary Jo Hobbs hobbsm@materdeischool.org 

  Patty Kennedy kennedyp@materdeischool.org 

Library Staff 
 Library Coordinator Christine Blocker blockerc@materdeischool.org 

 Bigs and Littles in School Program Nicki Hidalgo hidalgon@materdeischool.org 
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Cafeteria Staff 
 Cafeteria Coordinator Iris Gomez 

  Margaret Schaffer 

 Baker and Cook Linda Hawk 

Building Maintenance & Grounds 

 Building Maintenance Manager Mark Garlock 

 Full Time Custodian Mike Atkison 

  Jim Wecker 

 Evening Custodian Ausencio (Larry) Aguliar 

School Council 
 Pastor Father Jon Hullinger frjon@earthlink.net 

 Principal Andrea Hillebert hilleberta@materdeischool.org 

 President Dan Spindler spindler@brackengin.com 

 Member Lori Spain jvspain@aol.com 

 Member Angie Champney angie.champney@se2.com 

 Member Jeff Wietharn jwietharn@sbcglobal.net 

 Member Denise Mead 

 Member Jennifer Emmert gsjenemmert@yahoo.com 

 Member Tim McCaffrey 

 PTO President Angela Ronsse angie.ronsse@med.va.gov 

 Co-Athletic Directors Mark and Chrisy Madden cmadden@ksbor.org 

 Parent Teacher Organization 

 Principal Andrea Hillebert hilleberta@materdeischool.org 

 President Angela Ronsse angie.ronsse@med.va.gov 

 Vice-President Shelly Jones sjones@kansascommerce.com 

 Treasurer Sherrill Cruz 

 Secretary LeAnn Crow  

 Volunteer Coordinator Carrie Stover 

 Manna Program Karin Kirmer  

 Trash Bag Sales Coordinator Tim and Monika McCaffrey 

 Children’s Christmas Sale Kim Raines Kraines@kpers.org 

Athletic Directors 
 Co-Athletic Directors Mark and Chrisy Madden cmadden@ksbor.org 

Childcare Center 232-1603 materdeiecdc@materdeischool.org 

 Director Judy Wohletz 

 Wellness Program Director Marlena Hasenkamp  
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OUR MISSION STATEMENT 

Based on the teachings of Christ and the Catholic Church, in 
partnership with the family and parish community, Mater Dei Catholic 
School will provide each child the opportunity to reach their potential 

and to develop the academic, technological and social skills 
necessary to become lifelong learners who serve God in our 

community and the world. 
 

 
MATER DEI SCHOOL 

 
Mater Dei School is accredited by the Kansas State Department of Education. All faculty members 
are certified by the Department of Education. Mater Dei School is also accredited by Advanc-Ed.  
Participation in the accreditation process of Advanc-Ed is ongoing. The Archdiocesan School Office 
has recommended this process. In addition, the school must conform to the Q.P.A. criteria for the 
State of Kansas.  
Our school strives to provide learning experiences that enable all students to master the curriculum 
outcomes and maximize their God-given talents.  
 
STATEMENT OF OUTCOMES 
 
The student will embody: 
 
____A universal respect for all life. 
____A framework of morality based on Catholic Church teachings. 
____Faith, prayer, and Scripture as stabilizing influences in their lives. 
____An appreciation of history, tradition and heritage of the Catholic Church. 
 
The students will acquire and demonstrate: 
 
____ Competency in the basic skills. 
____ Critical thinking and problem solving skills.  
____Communication and socialization skills. 
____Scientific and technological skills. 
____Knowledge of our country’s history, constitutional processes and cultural diversity. 
____Knowledge, appreciation of techniques, and expression of fine arts. 
____Continued self-directed learning.  
 
The students will acquire: 
 
____Respect for the individuality of others. 
____Knowledge and understanding of ethnicity, economic diversity, and contemporary family units.  
____The ability to work independently and cooperatively. 
____Continued spiritual, psychological, intellectual, and emotional growth.  
 
 
There is a comprehensive curriculum that has been written by the teachers and administrators via 
Subject Area Committees (SAC’s) in the Catholic schools in the Archdiocese. The curriculum can be 
found on the Archdiocesan website: www.archkckcs.org 
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MATER DEI SCHOOL LEADERSHIP 
 
PASTOR 
 
The Pastor as shepherd is a symbol: a shepherd cares for others.  
 
The Shepherd, as the spiritual leader of the parish, presents the Vision for the parish 
community; his co-workers in Mission and Ministry nurture it to bear much fruit. The 
Shepherd’s concerns about the parish school are multifold, but all pertain to relationships; 
with the total parish community; with parents and the school council; with the Principal and 
faculty. The Pastor inspires new life and hope in the school community, celebrates the Liturgy 
and the Sacraments with the children, and shares the struggles with the parish finance 
council.  
 
The Pastor serves with the Principal. Theirs is a cooperative ministry—each supporting the other in 
their mutual ministry of leadership. 
 
PRINCIPAL 
 
The school Principal shares leadership with the Pastor as academic and spiritual leader of the school 
community. He/she is the bridge that relates the mission of the school to the ministers of all other 
parish ministries.  
  
The responsibility of the Principal is much more than a fulfillment of regulatory norms and educational 
processes. The ministry of Principal is life giving—a vibrant, faith filled, hopeful Catholic life. The 
Pastor, parents, faculty and students rightly expect excellence in education. But, excellence in 
Catholic education places the highest priority on a vision of Catholic life—not merely achievement in 
techniques and technologies. The Principal’s first and greatest service is selecting dedicated, 
competent, spiritually formed co-workers on the faculty who will build a faith-community by listening, 
sharing, trusting, risking, and caring.  
As the religious leader and creator of the school’s environment, the Principal builds the Faith 
community. As academic leader, the Principal promotes the overall academic goals of the school: the 
curriculum, supervision and development.  
 
The National Catechetical Directory places a special responsibility on the Catholic School Principal 
who plays a “critical role in realizing the goals of Catholic Education.” The Principal is called upon to 
exercise a very special kind of Catholic leadership in the parish and inter-parish community.  
 
TEACHERS 
 
Teachers have a special calling to personal holiness and apostolic mission. They reveal the message 
of Christ not only by word but also by every action of their lives. A good teacher is an inspiration, a 
sustainer, a prodder, a puller, a guide and model, a philosopher, sociologist, psychologist, and a 
loving compassionate mentor.  
 
SCHOOL COUNCIL 
 
The Mater Dei Parish has a responsibility for the Christian formation and continuing growth in 
adulthood of their members.  The Mater Dei School has a Council on Education to implement the 
work of the Archdiocesan Council on Schools and to develop policies for its educational endeavors in 
conjunction and conformity with those policies already formulated by the Archdiocesan Council.  
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The Mater Dei School Council meets on a monthly basis during the school term, currently the 2nd 
Tuesday of the month, from August to May. There are nine voting members appointed by the Pastor 
whose duties, in part, consist of preparation of the school budget, policy revision, assisting the 
principal in carrying out the mission of education for the school.   
 
Scheduled meetings are open to parents or guardians of children currently enrolled in Mater Dei 
School. Non-members who wish to address the Council shall make the request to the President in 
writing, at least ten (10) days prior to the end of the month; however, members may waive such 
notice. 
 
PARENT TEACHER ORGANIZATION (PTO) 
 
All Mater Dei School parents and guardians are members of the PTO.  All families are urged to 
participate in the scheduled activities. The PTO supports the school thru organizing school activities, 
fundraisers, educational opportunities and service projects. 
 
PARENTS, VOLUNTEERS & BENEFACTORS 
 
Mater Dei School depends on volunteer parents and friends, not only for treats, driving, and carnival 
activities, but also for the tutoring program, teacher aides, library help, coaching and assisting with 
nursing procedures for children e.g., eye check, etc. 
 
Each family is expected to donate twenty hours of service to the school in addition to the financial 
commitment.  Grandparents, friends or relatives may volunteer for a family.  
 
If anyone can volunteer on a consistent basis for a half day a week, or for longer periods of time, 
he/she is asked to contact the principal and/or classroom teachers.  Volunteers who will be working 
with the children on a regular basis must complete VIRTUS training. 
 
Projects such as painting, simple carpentry, etc. are accomplished through the generosity, caring and 
sharing of patrons who understand that a Catholic school makes many improvements to the physical 
plant mainly through volunteers.  
 
Contributions of paper, office items, books, etc., are welcome. It is impossible to list all the usable 
items that can be used in a classroom situation for art, etc. All types of paper, writing pads, pencils, 
pens, files, office chairs, computers, etc., are of great value to us, plus games and toys that are 
workable and in good condition. Remember the school! 
 
ADMISSIONS AND WITHDRAWALS 
 
Mater Dei School complies with the Kansas law, which states that a child must be five years of age 
on or before August 31 to be eligible to enter kindergarten.  The school will request birth and 
baptismal certificates of Catholic children entering school for the first time; non-Catholics will submit a 
birth certificate.  Mater Dei School may refuse admittance to new students. 
 
Mater Dei School complies with the Kansas compulsory school attendance law, which states that a 
child who has reached the age of seven years and is under the age of sixteen years must attend 
school every day it is in session unless excused by the proper school authority.  
 
The principal is to be contacted if a family finds it necessary to change schools for whatever reason.    
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 Non-Discrimination Policy 
 
Mater Dei School admits students of any race, religion, color, national or ethnic origin to all the rights, 
programs, and activities generally accorded or made available to students at the school. The school 
gives preference in admission to Catholic students whose parents are registered as Mater Dei 
parishioners; secondly, to Catholic students living outside the parish boundaries, and thirdly to non-
Catholics. 
 
The Catholic schools of the Archdiocese of Kansas City in Kansas welcome students of every race 
and admit them to all rights, privileges, programs, and activities generally made available to students 
in these schools. The school principal is responsible for implementing the policy and using curriculum 
that promotes respect and harmony. The procedures should prohibit discrimination and disrespectful 
behavior based on prejudice (e.g. toward any race, gender, age, color, or national origin) among 
students, faculty, staff and volunteers in school and in school-sponsored activities. 
 
ACCIDENTS 
 
In the event of a serious accident or illness, the school will make every effort to contact the parents 
immediately.  If this is not possible, we will contact the persons named on the Emergency Form as 
the emergency contact.  For this reason, it is very important that any changes are sent to the office as 
soon as they occur. 
 
AFTER SCHOOL SUPERVISION 
 
Parents are asked to provide pick-up of child(ren) no later then 3:35 p.m. If the child(ren) cannot be 
picked up by this time they should be enrolled in the Wellness Program.  If you do not wish to 
join this program, please make other arrangements. THERE IS NO SUPERVISION AFTER 3:35 PM. 
 
ARCHDIOCESAN SCHOOL POLICIES   
 
 Short-term Isolation/Short-Term Suspension 
 
Suspension is a temporary withholding of the privilege of attending class/school. A suspension may 
be an in-school suspension in which case the student will be admitted to school but not to class or it 
may be an out-of-school suspension. Schoolwork, eligibility, credit of a class will be determined by the 
administration on a case-by-case basis.  
  
 Suspension Procedure 
 
A suspension may be imposed on a student only after giving the student oral or written notice of the 
charges against him/her and affording the student a hearing thereon. However, if the presence of the 
student endangers other persons or property or substantially disrupts, impedes or interferes with the 
operation of the school, the Principal may suspend the student forthwith without a hearing for a term 
not to exceed five (5) school days. A written notice and reasons for the suspension shall be given to 
the student and his/her parents or guardians within twenty-four (24) hours from the time of said 
suspension and a hearing shall be afforded the student not later than seventy-two (72) hours after 
said suspension has been imposed. Included in the notice shall be the date, time and place of the 
hearing.  
 
The principal or designee shall conduct the hearing specified herein. A student may be re-admitted to 
school on a probationary basis.  
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 Expulsion Procedure 
 
Expulsion is the termination of enrollment permanently or for the remainder of the school year. 
Expulsion shall be imposed on a student only after the student has been afforded an opportunity for a 
formal hearing. In all cases wherein a student might be expelled, she/he shall first be suspended for a 
term not to exceed five (5) school days. Written notice of any intent to expel and the charges upon 
which the same is based shall be given to the student and his/her parents or guardians within 
seventy-two (72) hours after the student has been suspended. The notice shall also contain the date, 
time and place that the student will be afforded an opportunity for a formal hearing. This date shall be 
no later than the last day of the five (5) school day suspension. 
 
 Report of a Formal Hearing 
 
Upon the conclusion of any formal hearing which results in a long-term suspension (exceeding five 
(5) days) or expulsion, the principal or person(s) conducting the hearing shall make a written report of 
the findings and results of the hearing. Such report shall be at the school and shall be open to 
inspection of the student and his/her counselor or other advisor. The principal shall also send a copy 
of such report to the Archdiocesan Superintendent of Schools.  
 
 Appeal to Pastor/Pastoral Leader 
 
Any student who has been suspended for long-term (exceeding five (5) days) or expelled, one of 
his/her parents or guardians may appeal such suspension or expulsion to the Pastor by filing a written 
notice of appeal with the principal of the school within ten (10) days after receiving the written notice 
of the findings of the hearing. The Pastor shall hear any such appeal not later than twenty (20) 
calendar days after such notice of appeal is filed. The student and his/her parent or guardian shall be 
notified in writing of the time and place of the appeal hearing at least five (5) days prior thereto. A 
record of the appeal hearing shall be made. The Pastor shall render his decision on any such appeal 
not later than five (5) days after the conclusion of the appeal hearing. The Pastor’s decision is final.  
 
 Retention (Definition) 
 
The child has not completed the requirements of his/her particular grade level and will be retained. 
Children with excessive absences may be retained.  
 
 Placement (Definition) 
 
The child has not completed requirements for his/her grade level; however, the parents wish to have 
the child moved to the next grade level. No promotion is given.  
 
ASSEMBLIES 
 
Honors assemblies are held to give special note of scholastic excellence and improvements as well 
as honoring students who manifest effort, good manners, generosity, citizenship, and Christian 
behavior. 
 
Proper and mannerly behavior is expected of all students at any type of assembly, play, other 
entertainment, or field trips. Our greatest advertisement is the Christian behavior of our children. 
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ATTENDANCE 
 
If a student is absent from school, parents should contact the school by phone to report the 
absence between 7:30 a.m. and 9:00 a.m.  Parents are urged to schedule medical and dental 
appointments during non-school time whenever possible. 
 
When absence from school is known in advance, the student will present a written request from the 
parent or guardian asking that he/she be excused from the school for the necessary time. This should 
be given to the classroom teacher. Children may be excused because of the death of a relative on the 
day of the funeral and will not be counted absent. 
 
The school day begins at 7:50 a.m.  Children who have excessive absences or tardies may be 
reported to SRS.  More than 7-10 days of absence or tardy is considered excessive for a semester.  
Students who have excessive absences may be retained; exception is serious illness. 
Permission to leave the school grounds when school is in session must be obtained from the school 
and the student will be dismissed from the front office where the sign out sheet is located.  Children 
can be released from school before dismissal only by appropriately checking out at the front office. 
Parents must sign out their student if they are leaving before the end of the day.  Pupils will be 
allowed to leave the school with an adult other than parent or guardian only if the custodial parent has 
supplied authentic identification and authorization. The secretary will page the classroom for 
student(s) who will meet his/her parent at the office.  
 
Schoolwork for any child who is absent may be picked up at the office after dismissal.  Please make a 
request in the morning if you wish this service. 
 
BIRTHDAY TREATS 
 
Students may provide treats for their classmates on birthdays. However, the treats should be simple. 
Pizza parties, piñatas, or elaborate treats are not permitted. Balloon-a-grams, flowers, etc. will be 
kept in the office until dismissal time. Birthday treats should be given close to dismissal time. 
Individual juices, popsicles, cookies are acceptable treats. Keeping the treats simple makes for a 
better spirit than the “can you top this?” philosophy. Make arrangements with the teacher.  Gum 
should not to be given as a treat. 
 
BUILDING AND GROUNDS 
 
 Management Plan for the Building: 
 
As required by 40 CFR art. 763, you are hereby notified of the activities relating to the presence of 
asbestos-containing building materials in your school building.  
 
A management plan has been developed which contains the results of these activities. The activities 
involve inspections, periodic surveillance, re-inspections and all actions dealing with the asbestos 
containing materials. 
 
This notification and the management plan are routine documents required by law for all schools and 
their preparation does not mean that an asbestos problem exists at the school.  
 
In accordance with paragraph 763.84 (f), the management plan is available for inspection during 
regular business hours of the school or the administrative office. Copies of the plan are available at a 
cost of 25 cents per page. Request for copies of the management plan shall be made in writing three 
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business days prior to the date the copy is desired. Written request must specify which pages are 
desired.   
 
 Materials and Facilities: 
 
The upkeep of our school materials and facilities should be the concern of all who are involved; 
students, staff, and parents. Parents assume liability for the willful or negligent destruction of school 
property by their child. 
 
All books should be carried to and from school in a book bag or backpack.  Students will be held 
responsible to reimburse the school for losses or careless damage to books and materials. 
 
Bicycles are to have locks and are to be chained in a designated area on the school grounds. 
Skateboards and skates are not permitted on the school playground. 
  
 Gym Use: 
 
The Mater Dei School Council has set the following policies regarding use and scheduling of the 
school gymnasium: 
 
1.  Scheduling of all school teams practices will be made through the Athletic Director who will in 

turn coordinate the schedule with the parish office. 
2. The parish office will be responsible for scheduling all other uses of the gym. 
3. The primary use of the gym will be for Mater Dei Catholic School and Parish activities. 
4. In the event of any damage occurring during the scheduled use of the gym, the School Council 

will hold the scheduled party responsible. 
5. Any team requesting use of the gym that is composed of all Mater Dei players and coaches will 

not be charged. 
6. Any team requesting use of the gym that consists of Mater Dei coaches and consists of at 

least half of students from Mater Dei may use the gym for $10.00 per each use.  All other 
groups may use the gym for $20.00 per each use. 

7. A fee of $200.00 per sport will be charged for Topeka Parochial League teams.  The payment 
of this fee is due at the beginning of each season.  It should be mailed or taken to the school 
office. 

8. If the team is not a Mater Dei team, a list of coaches and players must be attached to the use 
form.  All non-Topeka Parochial Team members and non-Mater Dei team/events member/s 
participants must have a “Hold Harmless/Indemnity Agreement” on file.  These may be 
obtained from the parish office. 

9. All players who use the Mater Dei gym must be covered for personal injury or accident by their 
own health insurance policy.  Mater Dei is not liable for accident or injury incurred on their 
property.  The adult in charge must acquire this information from each member playing on 
Mater Dei property. 

 
The signed request form and applicable fee for the gym must be on file in the parish office before the 
gym may be used. All coaches, supervisors, and volunteers must abide by VIRTUS training and 
values of the Catholic Church. 
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COUNSELING SERVICES     
 
Diane Ralston, LSCSW, and Mary Woodward, LSCSW, are available to students, faculty and parents, 
during the week of the school year. Mrs. Ralston is available on Tuesday and Wednesday from 8:00 – 
3:30. Mrs. Woodward is available to students on Monday and Friday from 8:00 – 3:30.  Students may 
refer themselves. Teachers and parents may also refer students. Mrs. Ralston and Mrs. Woodward 
meet individually with students, with parent consent, do classroom presentations, small group 
activities, and work with Special Services in the various districts, as well as communicating with 
parents.   
 
CRISIS PLAN 
 
Mater Dei School has a crisis plan.  Parents may ask to see a copy of the school crisis plan at the 
school office. 
Current, accurate information e.g. cell phone numbers, business phone, e-mail addresses etc. 
should be on file in the school office in the event of an emergency. 
 
CURRICULUM 
 
Textbooks and programs used at Mater Dei are in accordance with Archdiocesan school 
recommendations and State Department of Education in Kansas. A copy of the curriculum can be 
found at www.archkckcs.org . 
 
DRESS CODE 
 
All the Catholic schools adopted a standardized dress code in August of 1995. Mater Dei school 
abides by the regulations. The purpose of a uniform dress code is to foster self-respect, modesty, and 
appropriate behavior, which promote a positive Christian image. The uniform dress code also 
reinforces the concept that person is defined by who they are, not what they wear. A student's 
appearance should not detract from nor disrupt the educational process.   
 
Purchase of new uniforms can be from any of the area department stores as long as they conform to 
the dress code. Macbeth plaid, V-neck and Cardigan sweaters, and capris must be purchased at 
either Spirit of the Game or Worland’s. 
 

Uniform Dress Code Attire 
 
Boys 
 
• Short or long sleeved shirts with collars in red, white and navy blue may be worn in the 

following styles:  Oxford, polo, turtleneck, and knit camp. 
 -  Limited blousing allowed, such blousing must not be used to hide or circumvent the wearing of 

belts or the tucking in of shirts. 
 - Shirts must be tucked in at all times. 
 -  Only plain white T-shirts are allowed under uniform shirts. 
 -  Long sleeved undershirts may not be worn with a short-sleeved shirt. 
 
• V-neck or Cardigan sweaters styles may be worn in hunter green, navy blue or red. 
 -  Sweaters must be purchased at either Worland's or Spirit of the Game.  
 
• Slacks and shorts in cotton twill blend may be worn in either brown khaki, or navy blue.  
 - Shorts must be either "walking" or Bermuda styles.   
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 -  No cargo pants or khaki jeans may be worn.  
 -  Slacks or shorts need to be worn properly at the waistline.   
 -  Belts must be worn with slacks or shorts that have belt loops (Grades 3 through 8). 
  
 General Rules for Boys 
    
 Shirts do not have to have the Mater Dei Logo.  Worland’s and Spirit of the Game are the only two 

vendors who produce shirts with approved Mater Dei logos 
 No earrings may be worn and visible body piercings or tattoos are not allowed. 
 Boy's hair should be neatly groomed.  It may not exceed the eyebrows on the face, the top of the 

collar in the back or the top of the ears on the side. 
 Hair is to be its natural color, not dyed.   
 Facial hair must be shaved.  Beards and mustaches are not allowed.   

 
Girls  
 
• Short or long sleeved shirts with collars in red, white and navy blue may be worn in the 

following  
     styles:  Oxford, polo, turtleneck, and knit camp.   
 - Limited blousing allowed, such blousing must not be used to hide or circumvent the wearing of 

belts or the tucking in of shirts.    
 - Shirts must be tucked in at all times  
 - Only plain white T-shirts are allowed under uniform shirts.  
 - Long sleeved undershirts may not be worn with a short-sleeved shirt. 
 - Uniform blouses (plain) with a Peter Pan collar may be purchased at either Worland’s or Spirit of 

the Game.  No lace, ruffles, bows, baubles, and bangles, etc. 
 
• V-neck or Cardigan sweaters styles may be worn in hunter green, navy blue or red.   
 - These sweaters must be purchased at either Worland's or Spirit of the Game.  
   
• Slacks, shorts, skorts, in cotton twill blend may be worn in either brown khaki or navy blue. 
 - Shorts must be either "walking" or Bermuda styles, no shorter than 2 inches above the knee.  
  - No cargo pants or khaki jeans may be worn.  
 - Slacks or shorts need to be worn properly at the waistline.   
 - Belts must be worn with slacks or shorts that have belt loops (Grades 3 through 8). No scarves, 

sashes or similar styles may be worn in place of belt.   
 
• Macbeth plaid jumper, skirts, shorts and skorts may be worn, no shorter than 2 inches above the 

knee.  
 - Macbeth plaids may be purchased at either Worland's or Spirit of the Game. 
 
• Capris may be worn of cotton twill blend in brown khaki or navy blue.  Cargo capris are not allowed. 
 
   General Rules for Girls 
 
 Shirts do not have to have the Mater Dei Logo.  Worland’s and Spirit of the Game are the only two 

vendors who produce shirts with approved Mater Dei logos. 
 Girls in grades 6-8 may wear light makeup.  Dark or heavily applied makeup is not allowed. 
 Girls are permitted to wear earrings of moderate length and design.  Girls may only wear one 

earring in each ear. 
 No other visible body piercings or tattoos are allowed. 
 Hair is to be its natural color, not dyed.   
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 Hair should be well groomed with no bizarre hairstyles and bangs should not obscure vision.   
 Gym class: If a girl wears a jumper or skirt on a day when there is physical education, she must 

wear shorts -- (any kind) under the jumper/skirt during class time. Skorts are acceptable.    
 

Boys and Girls uniform dress attire should appear neat and well groomed at all times.  
Administration reserves the right to determine violations of the uniform dress code. 
 

Uniform Dress Code General Rules 
 
FADS:  No oversized, extra long or baggy pants, shirts or shorts are allowed.  No low riders, hip 
huggers, khaki jeans, cargo pants etc. 
 
SHOES/SOCKS: Socks must be worn with all types of shoes.  Shoes must be worn at all times. 
 
•  Dress shoes, tennis shoes, crocs and sandals may be worn. 
•  “Heelies” or any type of roller shoe or skate may not be worn. 
•  Crocs and sandals must have and be worn with back straps.  
•  Shoes must be laced or buckled. 
•  During Gym Class: Tennis Shoes must be worn and tied. No black-soled tennis shoes are 

allowed, unless they are ‘non-marring’. (The shoebox should tell you if the soles are ‘non-
marring’). 

 
Shorts and skorts may be worn at any time of year but students must participate in all school 
activities. Jackets or coats must be worn when temperatures are 40° and below.  Outerwear must 
be removed when entering a classroom. No unauthorized sweatshirt shall be worn in the classroom.  
 
PTO Spiritwear (Tee shirts, sweatshirts, hoodies and fall 2009 long-sleeved tees) may be ordered 
at the August Registration.  This is the only time that orders will be taken; it is imperative that you 
make sure that you return the order form and money by the date indicated on this form.  These tees, 
both short and long-sleeved, are not part of the dress code and may only be worn, to school, on Spirit 
Days.  These hoodie or crew neck sweatshirts may be worn in class with an appropriate uniformed 
shirt underneath.  The collar must be visible.  Spirit Days are a part of the school calendar and 
happen once a month, usually on the third Thursday.  Only Mater Dei Spiritwear or Mater Dei athletic 
wear (including Topeka Saints athletic wear) may be worn on Spirit Days. 
 
VIOLATIONS:  Students violating Mater Dei's Uniform Code in any grade will receive a warning.  
Parents will be notified if the student is consistently violating the policy and the student is subject to 
further discipline. 
 
DISCIPLINE   
 
Discipline is attained and maintained in a classroom or school when pupils work cooperatively and 
happily with the faculty, staff, students and principal.  
 
In order to build a community that reflects Gospel Values, we have three rules for all students: 

1) Be holy – work to grow closer to God everyday. 
2) Be excellent – do your best at all times. 
3) Love one another – treat others as you would treat Jesus. 

 
The teacher through handles individual classroom discipline through: 

• positive-action planning 
• positive reinforcement of appropriate behavior 
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• time-out practices 
• student-teacher conferences  
• parent-teacher communications 
• referral to the principal.  

 
Mater Dei faculty members are known for their integrity and understanding of students, thus when a 
problem arises, contact is made with the parents so that remediation of behavior may take place. All 
persons have a right to be treated with dignity. Demeaning behavior is prohibited. 
 
Discretion should be used when discussing school matters and faculty in front of your 
children. 
 
INAPPROPRIATE BEHAVIOR IS NOT ACCEPTABLE IN A CLASSROOM OR ON THE 
PLAYGROUND: 
 
1. excessive talking or disruptive behavior to students or teachers,  
2. talking back, arguing, showing disrespect,  
3. making fun of, “put downs,” ridiculing students or teachers, 
4. profanity, inappropriate language/gestures, 
5. dishonesty, excessive roughness, 
6. any action that interferes with students’ right to learn and teachers’ to teach 
7. cheating on daily work, tests, or in games, 
8. chewing gum on school premises. 
 
 Probation, Suspension and Expulsion  
 
Probation, suspension and expulsion may be made for the following offenses if they occur during 
school time or on school property: 
1. Carrying or using weapons (this includes laser pointers, pocket knives, large scissors) 
2. Carrying or using matches or lighters, fireworks etc.  
3. Possession or use of cigarettes, narcotics or alcoholic beverages 
4. Willful defacing or damaging school property, e.g. books, walls, etc.  
5. Habitual or continued possession or use of tobacco 
6. Forged notes for excuses for absences 
7. Profanity or vulgarity on playground or in classroom 
8. Commission of serious acts of defiance against a teacher either in actions or words 
9. Continued willful disobedience 
10. Direct and intentional or verbal abuse towards other children, in school or on playground.  
11. Threatening statements or behavior that poses a threat for any student, faculty or staff. 
12. Harassment or bullying  
 
In the event a substitute teacher is needed and leaves a student’s name for misbehavior, that student 
will receive detention. Parents will be informed of this consequence of their child’s behavior. 
Students whose behavior is consistently inappropriate will have a conference with parents, 
student, principal, and teachers involved; may receive a detention (an after school period of 
one hour as needed) or a suspension from school.  Middle school students may also have an 
ineligibility period from participating in Topeka Parochial League.   
 
Every student is different and at a different stage of maturity.  Therefore, each student needs 
individual consideration in matters of discipline.  Parents and students should not equate “fairness” 
with “being treated the same.”  Parents should contact the teacher regarding concerns about school.  
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If the concern is not resolved to the parents’ satisfaction, the principal should be consulted.  The 
pastor may become involved if a satisfactory solution is not obtained. 
 
Any Mater Dei student who engages in conduct, whether inside or outside the school, that is 
detrimental to the reputation of the school, may be disciplined by the school’s officials.  
 
 
ELECTIVES AND SPECIALS       
 
 Elementary Policy (K – 5) 
 
All specials are an integral part of our curriculum; therefore, full and complete participation is 
expected from all students. Music, computers and physical education will be offered to all students 
each week. Students in fifth grade may participate in band. The school has several instruments for 
the use of those interested. Any student who joins the band is recommended to practice at least 
fifteen minutes per day. Exceptions can be made at the discretion of the administration. 
 
 Middle School Policy (6 – 8) 
 
A variety of courses are offered to help enhance and accentuate the curriculum. Every effort will be 
made to honor your first choices, with preference given to eighth graders who turn in their form on 
time, but be sure to indicate a second and third choice for each time slot, just in case classes become 
filled or if there is a lack of enrollment.  Elective courses are evaluated on a Pass/Fail basis and are 
evaluated on the basis of effort, participation and cooperation.  Elective grades will not be considered 
when calculating the Honor Roll. 
 
ELEMENTARY STUDENTS AT SCHOOL SPONSORED AND HAYDEN EVENTS 
 
The five Catholic elementary schools in Topeka form a close unit with Hayden High School and are 
the main source of Hayden’s future school population. In order to develop a healthy Faith community, 
participation in school-sponsored and Hayden events is encouraged. Parents are encouraged to 
accompany their students to football and basketball games and other school functions and 
remain with them at these activities for proper supervision.  Neither Hayden nor the elementary 
schools approve of sending grade school students to these events without having the parents stay to 
supervise. This will permit everyone to enjoy the events without worrying about students who are 
misbehaving, talking during the National anthem, shooting water guns, smoking, using alcohol, 
loitering in areas where they are not supposed to be, e.g. parking lot, etc. Together we can help our 
children present themselves as good examples to our community.  
 
Any Mater Dei student who engages in conduct, whether inside or outside the school, that is 
detrimental to the reputation of the school, may be disciplined by the school’s officials.  
 
FAMILY DIRECTORY 
 
A Family Directory, which is printed each year, is made available to all families and to parish 
organizations.  This includes information that is general in nature:  parent names, student names and 
grades, addresses and phone numbers.  Previous to publication, parents are given an opportunity to 
request that specific information, such as phone numbers, not be listed. 
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FIELD TRIPS 
 
Field trips are school-sponsored events, which should be extensions of the instructional process. 
Such activities are encouraged provided that these guidelines are followed: 
 
1. the field trip shall have stated educational outcomes; 
2. the students shall be prepared for the observations they will make on the trip; 
3. the students shall participate in a follow-up assignment which will help them assimilate the 

knowledge they have gained from the trip; 
4. field trips are privileges given to students. No student has a right to a field trip. Students may be 

denied participation if they fail to meet academic and/or behavioral requirements. 
5. all applicable Archdiocesan policies are followed 
6. instructions will be given to volunteers that describe their responsibilities.  
 
A driver information sheet for those who drive the students on field trips must be completed. The 
school will keep these forms on file. Archdiocesan Insurance regulations require that drivers must 
have a valid license, be 21 or older, and have liability insurance for a minimum coverage of $100,000 
to $300,000.  
 
Children under 12 should not sit in the front seat of the car.  
 
 Permission Forms 
 
In order to participate in school-sponsored field trips, students must be in good academic and 
disciplinary standing. A request for participation form signed by parent and teachers must be on file in 
the office for each school-sponsored field trip. If the student does not have the form provided by the 
school, the parent may sign a note authorizing participation.  
 
Archdiocesan-approved forms will be available in the office and given at the beginning of the school 
year.  
Note: Verbal permission cannot be accepted but fax transmission of the permission form is 
acceptable. Our Fax number is found on the front cover of this handbook.  
 
For students who intend to participate in co-curricular and extra curricular programs, both student and 
parent or guardian must sign a SCHOOL TRANSPORTATION RELEASE.  
 
FINANCIAL INFORMATION  
 
 Fees (All Families) 
 
A Catholic school education calls for a commitment on the part of parents to be active in the 
development of their child(ren), spiritually as well as in the classroom. Consistency in fulfilling the 
financial commitment outlined below must be maintained for the benefit of the school. 
 
The cost of educating a child at Mater Dei is around $4,900.00. However, it is the philosophy of the 
school that we try and offer a Catholic Education to all of God’s children.  Fees help us offset school 
costs and support the parish financially. 
 
The Archdiocesan school office requires a fee of $25.00 for each student enrolled in the Catholic 
School system. 
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A fee of $750.00 for each student is payable at registration. There is a maximum fee of $1500.00 per 
family (this includes the $25.00 Archdiocesan fee). This fee provides for books, workbooks, sports 
fees, kindergarten milk, and other supplies not listed on the Supply List found in Appendix C for each 
grade. 
 
All fees are due at final registration.  Those who are not financially able to pay the fee should take 
advantage of our Need-Based Financial Assistance Policy listed below.  Mater Dei partners with 
Capital City Bank to offer our families a monthly payment option.  Representatives from Capital City 
Bank will be available at final registration to complete the necessary paperwork. 
 
Additional fees may be required for field trips or special events. 
 
 Tithing (Mater Dei Parish Members) 
 
Registered, tithing Mater Dei parishioners include the cost of education in their tithe. 
 
Parishioners turn in the tithing forms annually.  The current suggested level of tithing is 5% of the 
gross family annual income. 
 
 Contributions (Members of other Topeka Catholic Parishes) 
 
Registered, contributing parishioners from other Topeka parishes will send partial financial school 
support to Mater Dei School for each child, although the full cost is not assumed by the other parish. 
Parents are asked to pay the remainder of the cost to Mater Dei.   
 
   Eligible parishes:   
   St. Joseph/Sacred Heart contact Pastor – Father Tim Haberkorn 
   Mother Teresa of Calcutta contact Pastor – Father Bill Bruning. 
 
 Educational commitment fees (tuition) 
 
Non-parishioners will be assessed an Educational Commitment Fee of $4000 per child. Those 
parents who are not financially able to pay the full cost should take advantage of our Needs-Based 
Financial Assistance Policy. 
 

 
 
Need-Based Financial Assistance Policy (in conjunction with the Catholic Education 
Foundation) 

 
Purpose 
It is our mission to provide a Catholic education to all who want one. Therefore, the purpose of the 
Need-Based Financial Assistance Policy is to reduce the financial barriers for our families, thereby, 
enabling students to enroll whose families could not otherwise afford to attend the school.  Financial 
assistance can only be used to offset fees, not tithing. 
 
Financial Assistance Committee 
The Financial Assistance Committee is an anonymous committee who administers the Need-Based 
Financial Assistance Policy and makes the final decisions for awarding financial assistance to 
families. This is done on a case by case basis. 
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Confidentiality  
1) All financial information regarding individual students and their families is confidential and will only 
be shared. 
     with the Financial Assistance Committee. 
2)  Financial assistance families also must maintain confidentiality. 
 
Process 
1)  Complete the Educational Commitment forms and return to either school offices.  
2)  The Financial Assistance Committee will review your proposal. If approved, a letter will be sent 
home. 
     If the proposal is not approved, the F.A.C. will send a letter home or contact you to discuss other 
options. 
 
GRADING 
 
The primary purpose of any plan is to communicate to the parent and child the school’s assessment 
of the student’s progress. It is very important that everyone concerned – parents, students and 
teacher, understand this system. Mater Dei School continues to uphold high standards for student 
achievement. The grading system reflects these high standards.  
 
The following items are considered in grading subject areas: 
 

• Daily assignments and participation  
• Tests 
• Quizzes 
• Projects 

 
The following scale will be used when percentages are appropriate: 
 
 A    100%-94% 
 B     93%-87% 
 C     86%-75% 
 D     74%-68% 
 F      67% and below 
 
The K – 2 report card grading system reflects the teacher’s evaluation of the student’s ability, 
behavior, attitude, and level of participation.  
 
 +     An above average effort indicates the student is working consistently in an exceptional 
manner 
 S     A satisfactory effort indicates that the student is working up to ability and making a sincere 
attempt to  
        master the subject. 
 /      An unsatisfactory effort indicates a need for improvement because the student is working 
at a level below  
                    ability and shows a less than average attempt to master the subject. 
 
The following areas are considered when evaluating: 

• Displays study skills 
• Preparation for class 
• Strives to do the best possible work by completing assignments neatly, accurately, and on time 
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• Ability to work without disturbing others 
• Strives to make positive contributions by participating in group discussions, sharing ideas, and 

asking questions 
• Displays initiative and responsibility 
• Ability to stay on task until it is completed 
 

Pupil Progress  
 
Quarterly report cards will be sent in October, January, March and May. 
Parent-teacher conferences are scheduled for October 22 - 23, 2009, and February 11 – 12, 2010. 
There is no school on these days.  Students in grades 6-8 will have weekly updates available on our 
website or in hard copy form during weeks 3-8 of each quarter.  Students in grades 3-5 will have 
updated grades available on our website or in hard copy form during weeks 3, 5, and 7 of each 
quarter.  Updated grades will be available on the website Wednesday after 8:00 am during the 
scheduled weeks.  At the request of the parents, hard copies will be sent home with students 
Wednesday afternoons during the scheduled weeks. 
 
In all grades, the student’s work is assembled over a period of time and sent home with the child. A 
short evaluation and/or grade average usually accompanies the assembled work.  It is the 
responsibility of each student to take papers, grade cards and evaluations home as their teachers 
give them to them. 
 
HEALTH SERVICES 
 
A nurse will be available at the school on a part-time basis and will screen the students’ vision, 
hearing, etc., and be available for consultation while in the school.  However, nursing services and 
procedures limited and dispensing medication and evaluation of student health needs is delegated to 
designated school personnel.  

 
 Medications at School Policy 
 
The school medication policy of our school is guided by the policies approved by the Archdiocese of 
Kansas City, Kansas (#6205), the Kansas Board of Education (#92-31-3(f)), the Kansas Nurse 
Practice Act, and regulations mandated by the State of Kansas. 
 
We cannot dispense medications at school unless the following requirements are met: 
 

1. No medication will be given at school without parental/guardian consent. Only the school nurse 
or her designee will dispense medications.  

2. All medication must arrive at school in the original containers. The school nurse or her 
designee cannot dispense any medication that arrives in envelopes or in containers containing 
multiple medications, as they cannot assure the identity of the medication or its safety. Should 
a medication arrive at the school in an unlabeled container, and the nurse or her designee is 
unable to reach the parent/guardian to bring in an appropriately labeled substitute, the 
medication will not be given.  

3. Prescription medication that must be given at school, including inhalers, will be in a 
pharmacy labeled container, dated within the time period for which the medication is to 
be dispensed, and will have specific directions for use. Should a physician change a 
medication order from what is on the pharmacy labeled container, a physician’s order must be 
obtained before the medication will be dispensed differently from the labeled container. The 
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parent may bring in written physician documentation of the change, or the school nurse may 
contact the physician directly.  

4. No student is to carry medicine to class. All over-the-counter medications, including cough 
drops, pain relievers, etc., are to be taken to the school office upon arrival and checked in 
either by the school nurse or her designee.  The school health program will provide Tylenol 
and Motrin in a variety of forms as stock medication. Unless a student requires a specialized 
formulation, it is not necessary for individual families to provide such medication to the school.  

5. The first dose of a medicine new to the student will not be given at school, due to 
complications of a potential reaction. 

6. Parents are to avoid scheduling medicine given at school when possible. Medication 
prescribed three times a day does not need to be given at school unless otherwise specified 
by the physician. 

7. Prescribed inhalers:  it is preferred that the school nurse or her designees supervise 
students during the administration of inhaled medications. It is recommended that any 
student requiring rescue medications via the inhaled route have a supply of medication in the 
“Asthma Box” maintained in the office.  Students may self-carry their inhalers if consent 
from the parent/guardian is documented in the health file.   Students must be responsible 
for carrying their inhaler at all times as the need for rescue medication is unpredictable. 

8. Although the school health program works diligently to provide appropriate and necessary 
interventions to the students, it is the responsibility of the student to report to the office 
when a medication dose is due.  

9. This policy only pertains to the school day.  It does not cover extracurricular activities. 
 

General Health Policies 
 
To maintain a healthy learning environment for all students and staff, it is necessary to implement the 
following guidelines: 
 
Children must be excluded from school if the following symptoms are present or have occurred within 
the previous 24 hours: 

o Fever greater than 100 degrees F 
o Suspected contagious disease as outlined by the Communicable Disease 

Handbook for the  
  State of Kansas 
o Vomiting  
o Diarrhea  
o If he or she is too ill to function at school 

 
All students with the above symptoms should be excluded from school until they have been symptom 
free for 24 hours.  It is recommended that a student be seen by his or her physician if the symptoms 
persist greater than three days without improving or sooner if the symptoms appear to be worsening.   
 
The management of events at school will be guided by the protocols found in the Injuries and 
Illnesses for Kansas Schools Handbook.   
 
It is critical for all students who have chronic or life-threatening health conditions to have an 
emergency plan on file with the school nurse.  This information is confidential and shared with 
only the necessary personnel to keep the student safe.  It is the responsibility of the parent/guardian 
to coordinate the appropriate plan with the school nurse.  It is the school nurse’s responsibility to 
educate the appropriate staff.  
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Parents/guardians are notified as soon as possible in the event of a serious accident or illness.  It is 
imperative that the school has current phone numbers and contact information for such emergencies.  
Physician name and telephone number as well as hospital preference should be indicated as well.   
 
Should you have any concerns regarding school health policies, please contact the school nurse 
through the office at any time. 
 

Immunization 
 
Mater Dei School requires of all pupils entering a Kansas school for the first time a record of 
Immunization on an official form.  This is to comply with the Kansas Immunization Statute.  House bill 
2353, Amending N.S.A. 72-5209 and K.S.A. 72-5211a effective July 1, 1981. 
 
Hepatitis B series and Varicella vaccination was required for school entry for beginning 2005-2006 
year.  On March 12, 2004, immunization regulation 28-1-20 was amended to include Kindergarten 
Hepatitis B and Varicella vaccination for Kindergarten school entry. 
 
No pupil shall be allowed to enroll or to attend any classes at the beginning of any school year without 
having first presented evidence that at least one dose of each vaccine entity; diphtheria, pertussia 
(whooping cough), tetanus, poliomyelitis, mumps, rubella (German measles), and measles (rubella), 
has been received or that a medical or religious exemption has been claimed.  The only exception 
allowed will be for children who have already moved into the community (within three months) and 
who are awaiting transfer records, thus, for new students a Kansas Certification of Immunization form 
will be necessary to be admitted.  
 
HOMEWORK POLICY 
 
In order to develop study habits, children are encouraged to complete daily assignments IN 
SCHOOL.  Proper time management on the part of the student is sufficient to complete most of the 
assigned tasks in school. However, students in all grades may require some work to be finished at 
home. Work that is sent home will be appropriate for the grade level the student is in.  Refer to the 
Mater Dei website for links to free homework assistance websites. 
 
Parental interest, cooperation, the providing of a suitable study environment plus adequate time for 
study, benefit the student’s mastery of schoolwork.  Academics and scholastic achievement should 
be the priority.  Extra-curricular activities, e.g., athletics/practices should not take precedence over 
schoolwork. Adequate sleep, eight to ten hours, plus a nutritious breakfast, assists students to be 
awake and alert during class time. Studies show that students need to have at least eight hours sleep 
nightly because of their growth and maturity patterns. 
 
INSPECTION POLICY 
 
The principal and faculty may exercise the right of inspection of student backpacks, and his/her 
personal belongings in the interest of maintenance, health and safety of all children. The school will 
employ every safeguard to protect the well being of the children.  Students should not keep valuable 
items or large amounts of money at school. 
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INSURANCE 
 
All students are insured under a Student/Athletic Medical Insurance Program through an 
Archdiocesan Policy.  It includes coverage for accidents that happen at school, recess, field trips and 
school-sponsored athletic events.  Benefits are payable for covered expense that are not recovered 
from other individual family coverage.  Parents are required to pay the cost of the premium for each 
child.  Claim forms are obtained from the school office and must be filed within 90 days of the 
accident. 
 
LIBRARY – MEDIA SERVICE 
 
The purpose of a school library is to support the curriculum of the school and to help students to 
become life long learners. Using a variety of formats, students will learn how to pose questions and 
answer them with the use of all types of media and sources. 
 
Mater Dei School library is available to all students. Each child may check out library books every 
week. These books are to be returned within a week and may be checked out for a second week. 
Parents are urged to read to the younger children and encourage the older students to read 
worthwhile books and literature. Mater Dei School library collections have selections in most areas of 
interest.  
 
Criteria used in selecting items for the library is based on need and funding. The choosing of 
materials, e.g., books, tapes, DVDs, and reference materials must be age-appropriate and in 
conformity with the beliefs and tenets of the Catholic Church. Parent’s interest, donations, and 
comments are welcomed.  
 
Volunteers have staffed the libraries for many years donating their time, talent, and monetary 
contributions in order that our library facility can be an integral part of our educational program. The 
library staff assists the students in procuring books that are educational and enjoyable. Mater Dei 
School utilizes the consultative expertise of a certified librarian from the faculty at Hayden.  
 
LOST AND FOUND 
 
A box for lost and found items is kept in the main hall of both schools.  Students are asked to check 
after school for any lost belongings.  Items not claimed will be donated to the poor. 
 
LUNCH PROGRAM 
 
Students may either bring a lunch from home, or purchase a hot lunch ticket at school.  (If a student 
chooses to bring a lunch from home, they may purchase a milk to go with the cold lunch or bring a 
drink from home.  Soda pop is not allowed in the school cafeteria during lunchtime.  Our 
cafeterias follow federal guidelines for the “offer program”.  Each meal includes a meat serving, at 
least one bread serving, at least 2 servings of fruits and/or vegetables and one milk.  Students must 
take at least 3 of the items being served.  The Mater Dei cooks take great care in preparing the lunch.  
Although we encourage the students to try everything, we do not want them to waste food.  The 
slogan “take what you want, but eat what you take” has real merit. 
 
Appropriate behavior in the cafeteria is expected at all times and students are to: 

• Wait in a single line, keeping voices low 
• Walk at all times 
• Use good manners when eating 
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• Raise hand and wait to be dismissed to turn in your tray 
• Empty tray in trash bin and stack trays neatly 
• Clean table after eating & make sure it is ready for other students 
• Wait at table for cafeteria monitor to dismiss all students to recess or class 

 
Not showing the expected behavior in the cafeteria is an infraction of the behavioral guidelines.  The 
flicking or throwing of food will result in an automatic detention. 
 
If a student has a food allergy or intolerance, a note from the doctor must be in the child’s health 
folder.  We need a new doctor’s note each year.  In addition, there is a required form that parents 
must submit to the Cafeteria Director.  Please contact Iris Gomez or Margaret Schaffer to obtain the 
necessary forms and understand that complete and accurate documentation must be on file at 
school. 
 
Applications for free and reduced lunches are available at registration or may be requested from the 
school office or cafeteria manager at any time during the school year. 
 
The cost of a lunch is $2.00 per meal (reduced price is $.40 per meal).  Extra milks are .25 each.  We 
do have family accounts set up so there is no need to send money for each child.  Just be sure to put 
the money in an envelope marked with the students’ names and grades. (Tickets remain at school 
and are passed out by teachers before lunch.) 
 
A monthly statement that includes the balance in your family lunch account will be sent home on the 
last school day of the month.  If there is a problem with your lunch balances report, please contact Iris 
Gomez or Margaret Schaffer. 
Parents and other adults are always welcome to eat lunch with us.  Parents wishing to eat with their 
children should make a reservation at least one day before they plan to come.  Reservations cannot 
be accepted after 9:00 am for the same day.  This allows us to fix a meal for you and not run out of 
food for the children.  Their meals are our first priority.  The payment for all adult and guest lunches is 
$3.00 and may be charged out of your child’s account if you wish.  You are also welcome to sit with 
your child and not purchase a lunch, but we ask that you not bring fast food or soda into the cafeteria. 
 
Lunch will occur daily from 11:00 – 12:45 and will be split into three periods. 
 
MONEY 
 
Students should not bring money to school except when sending payments for fees, lunches, 
activities, StuCo snack cart, etc.  It must be in an envelope marked clearly with the following:  
Student’s name, grade, amount enclosed, and what it is for.  Money may be sent home if the above 
information is not included. 
 
NON-SCHOOL FUNCTIONS 
 
In accordance with Archdiocesan recommendations and the recommendations of the Topeka 
Parochial School Principals, parents are requested neither to sponsor nor to permit their children to 
attend parties/functions that are not appropriately supervised and/or promote values that are 
consistent with the Catholic Church, particularly within the middle school years. Many problems 
experienced at these functions filter into the school and may hinder student progress such as 
unhealthy competition, cliquishness, pettiness and other undesirable habits. We are grateful to those 
parents who do not permit their children to attend these functions and/or sponsor appropriate 
activities for their children.   
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IF INVITATIONS TO A CHILD’S PARTY ARE NOT INCLUSIVE OF ALL THE GIRLS AND/OR 
BOYS IN A PARTICULAR CLASS, INVITATIONS MUST BE MAILED RATHER THAN 
DISTRIBUTED IN THE CLASSROOM. EXCLUSIVITY/SELECTIVITY CAUSE HURT FEELINGS, 
CLIQUISHNESS AND ALIENATION AMONG THE STUDENTS. A stamp is far less costly than hurt 
feelings that some children feel when excluded from sleep overs, parties, etc.  
 
PARENTAL CONCERNS 
 
Both teachers and parents must maintain a strong support system in order for the educational 
process to be effective and worthwhile.  Cooperation and communication between the home and 
school is vital in providing quality education.  In order to maintain this communication between 
parents and teachers, the following steps will be taken:  If the concern involves a child, a conference 
with the teacher and parent is held.  Then if there are still concerns, a conference is held with parent, 
teacher, and principal.  If the concern is directed toward school policy, suggestions may be made to 
the School Council. 
 
PARKING BEFORE AND AFTER SCHOOL  
 
• Cars are not to be parked on the school grounds between 7:15 AM and 4:00 PM.  For the safety 

of all children, parents are asked to comply with the following: 
• Drivers traveling north are asked to pull into the two Clay Street parking areas parallel to 

the sidewalk to let children out. 
• Drivers traveling south are asked to pull into the south Clay Street parking area parallel to 

the sidewalk next to the church to let children out. 
• PLEASE DO NOT MAKE U-TURNS ON CLAY STREET. 
• Parents picking up children in the lot between the Church and the Day Care Center are 

asked to have the children go directly to the cars and avoid the danger of playing near the 
cars on the lot.  Go into the lot from Clay Street and exit through the alley. 

• If the main gate is open at dismissal time, parents are allowed to pull onto the main 
playground area and exit through the alley.  If the gate is not opened, please do not open it.   

• Parents and students must obey the directives of the safety patrol students and staff.   
• ALL STUDENTS ARE TO CROSS AT THE CROSSWALKS. Parents, help us set a good 

example for your child so s/he will cross at the corner when you are not there. 
• The parking lot east of the school is private and is not to be used at any time. 
• Please be patient and remain aware!  Student safety is our first priority! 
 

Students should not remain on the playground after school to play or socialize. Supervision is for 
those students whose parents find it impossible to pick them up promptly at dismissal. Students riding 
the city bus or students who walk to their parent’s place of work should leave the playground at 
dismissal. THERE IS NO SUPERVISION ON THE PLAYGROUND AFTER 3:25 PM. 
 
PERSONAL PROPERTY 
 
Cell phones are to be kept in book bags and OFF.  They may not be used from 7:30 AM until after 
dismissal in the PM. If used then, the calls should be of necessity only, e.g., to call parents.  A 
permission form must be on file in the school office.  This privilege should not be abused. 
 
Electronic items, including, but not limited to: MP3 players, Game Boys, DVD’s, I-Pods, etc. should 
not be brought to school. In the event these items are in the book bags, the school will not be 
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responsible for damage or theft to them. If such a device is used during the school day, the teacher 
may confiscate the item, which will be picked up in the office by a parent or student. 
 
Coats, jackets, hats, raincoats, boots, and lunch boxes should be well marked with the student’s 
name. 
 
No faculty member or student will be called to the phone during school hours unless there is an 
emergency. Messages may be left with the school secretary. If a student needs to use the phone, the 
teacher must give permission. 
 
PLAYGROUND 
 
Christian behavior is one of peace, caring and sharing. Recess is a very integral part of the school 
program. Reverence and respect for oneself and others excludes fighting, pushing, bullying, 
inappropriate language, interrupting other student’s games, excessive roughness in any manner and 
insubordination. Children, who display unruly or disruptive behavior, before or after school, or during 
recess, will have appropriate consequences 
 
POLICIES 
 
The policies contained in this handbook are in accordance with those of the Archdiocesan School 
Office. The principal and the School Council retain the right to amend this handbook. 
 
RELIGIOUS EDUCATION 
 
1. Parents are reminded that the Christian home is the first school where discipline, values, prayer, 

religious ideals, accountability and manners are inculcated. The religious formation of each child 
depends on the modeling and nurturing begun at home by the parents.  The celebration of the 
Holy Eucharist is the source and substance of our faith.     

2. It is expected that all Mater Dei families will attend Mass each Sunday and Holy Days and 
participate in other parish activities. We ask parents to be faithful to their responsibility as 
Catholics and as the primary religious educators of their children. It is their example that will make 
the difference. 

3. To assist parents in developing and implementing the religious and moral formation of their 
child(ren), formal and spontaneous prayer, morals, ethics, as well as the Church’s teachings on 
the social and cultural issues of today, e.g. peace, justice, consumerism etc. are integrated into 
the total educational program. Emphasis is stressed on responsible choices and accountability to 
God, society and to one’s friends. To counteract the violence and insensitivity in today’s culture 
the children are constantly reminded of the importance of Christian behavior and manners.  

4. Weekly Eucharistic liturgies, prayer services, paraliturgical functions enrich the spiritual growth of 
students and faculty. A weekly Eucharist will be celebrated. Parents and friends are invited to 
participate in these special liturgies. Please know that this does not fulfill your family’s 
Sabbath obligation.  

 
SCHOOL CLOSINGS 
 
When snow, ice or extreme cold weather comes after the students are in school, they will remain for 
the day.  Individual students will be dismissed when requested by the parent.  Please call the office to 
make these arrangements.  Closings are determined by collaboration between the public and Topeka 
Catholic Schools Institute. 
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In the event of school cancellation the local radio and TV stations will be notified by 6 a.m.  If 
no announcement is made, school is in session. 
 
SCHOOL/PARENT COMMUNICATIONS AND NOTICES 
 
Communications from the school will include Weekly Notes, Monthly Communications, and the school 
web site.  Teachers will also send papers and notes home as needed.  It is the responsibility of the 
children to take the letters home and give them to parents. A check of book bags on a consistent 
basis should assure that information in the letters is received.  
 
Whenever any written notice is required to be given to the parents or guardians of a student, it shall 
be sufficient if the same is mailed to the residence of such parents or guardians at the address on file 
in the school records of such student. In lieu of mailing such written notice, the same may be 
personally delivered.  

 
SMOKING 
 
Smoking is not allowed in any part of the building or on the grounds at any time. 
 
SPECIAL EDUCATION SERVICES/TUTORIAL SERVICES 
 
A child who has exceptional needs may receive special educational services from the public school 
district in which he/she resides, e.g., Topeka Public Schools U.S.D. # 501. The principal or resource 
coordinator initiates requests for most of these services. A representative of the public school district 
provides a screening. The follow-up meeting involves personnel on the educational staff who are 
working with and familiar with the student, the principal or resource coordinator, a representative from 
the public school district involved in the assessment process, and the student's parents. 
 
The special education services are usually not given on-site. Transportation is only provided for a 
child who lives within the Topeka Public Schools U.S.D. #501 boundaries. Parents of a student 
residing in a different public school district must make transportation arrangements with that district's 
school authorities. 
 
Mater Dei, under the direction of the resource coordinator, offers tutorial services during school hours 
for students needing additional help. 
 
SPORTS PROGRAM 
 
 Mater Dei students in grades six, seven and eight may participate in the Topeka Parochial 
League. Schedules of games for boys and girls will be sent home before each season begins. Boys 
may participate in soccer, basketball, volleyball, and track; girls may participate in soccer, volleyball 
(played in the fall) basketball, and track.  
 
1. For each student participating in the League and or Saints’ football the participant and 

parent/guardian must sign two forms: WARNING AGREEMENT TO OBEY INSTRUCTIONS, 
AND A RELEASE AND CONSENT FOR TREATMENT.  

2. All students must have a physical examination and a permission form to play sports. The school 
will endeavor to provide for a physical in early September. Parents may also choose to have the 
physical performed by their family physician.  

3. As important as students think sports are, the first priority of students must be 
schoolwork.  Proper use of time in school and at home should insure that all homework is 
completed. 
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4. Students are expected to maintain acceptable behavioral and academic standards.  
Teachers and coaches will establish effective methods of communication to determine students 
on going eligibility for participation.  Judgment of academic effectiveness shall be based on effort, 
cooperation, and satisfactory scholastic performance. (Policy adopted 2-18-92 by Catholic 
schools)  

5. Any student whose academic performance is below 70% in one or more subjects becomes 
ineligible to practice or play in whatever sport is being played at the time. Incomplete or 
missing assignments, unacceptable or disruptive behavior, disrespect in word or action for 
others, self, property, may result in a student’s ineligibility for League/Saints’ sports.  

6. Early dismissal and absence from school due to participation in football is discouraged. Students 
who leave school before dismissal are required to turn in all assignments for that day and are to 
have the next day’s assignments when due.  

7. Parents and students’ attendance at the various activities during the year encourages our teams, 
supports our coaches, and enriches school spirit. Our coaches are a most dedicated sacrificing 
group of men and women, who give freely of their time and talent to the Mater Dei students.  

8. Good sportsmanship on the part of students, coaches and parents, indicates Christian values as 
well as good manners. Loud and/or rude criticism of coaches, referees, and their decisions 
by parents or spectators is never acceptable. It is distracting to the players who are trying their 
best; it is demeaning to coaches and referees, and does not reflect the philosophy of the Mater 
Dei School or the Topeka Parochial League. 

 
Uniforms worn for particular sports not returned, lost or damaged will be replaced at the 
expense of the individual player.  
 
Schools differ regarding concessions. Some do not permit eating and/or drinking. We are requested 
to abide by the rules stipulated in the various schools, e.g. Topeka Lutheran, MPH, etc.   
 
STUDENT RECORDS 
 
Parents are entitled to have access to their child’s school records upon request.  This school abides 
by the provisions of the Buckley Amendment with respect to the right of non-custodial parents. In the 
absence of a court order to the contrary, a school will provide the non-custodial parent with access to 
the academic records.  If there is a court order specifying that there is to be no information given, it is 
the responsibility of the custodial parent to provide the school with an official copy of the court order.  
 

Request for Records 
 
Official student records may be released to other educational institutions upon written request of a 
parent or guardian, or upon the written request of the student when 18 years of age, or upon the 
written request of the receiving educational institution, only after all tuition and fee requirements of the 
sending institution have been met. Upon compliance with the institutional request, the parent must be 
notified in writing that the records have been transferred. Records may be released to other agencies 
or institutions upon written request of the parent or guardian, upon written request of the student 
when 18 years of age, or upon receipt of a court order. (#6400 Archdiocesan Policies) 
 
STUDENT SERVICE OPPORTUNITIES 
 
The school encourages students to perform services to the Church, the school, and the community: 
 
Boys and girls in grades four through eight have the privilege of assisting the priest at Mass and other 
Church functions. They are expected to be punctual and faithful in their assignments. 
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Students in grades six, seven, and eight assist with cafeteria service. Students participating in this 
program receive a free lunch on the days they are on duty.  
 
Eighth graders have the opportunity to serve lunch to the needy at Let’s Help. All students are 
encouraged to offer their talents in service to other students, teachers, classroom, and school 
projects. 
 
TECHNOLOGICAL RESOURCES: 
 
Technological resources, including the Internet, are provided to support and enhance educational 
goals and objectives. Internet access is a privilege not a right. Mater Dei School will provide 
guidelines for Internet and computer use. Faculty, students, parents-all users, will be provided with a 
written copy of guidelines and must give written agreement to the terms and conditions as stated. 
Parents must acknowledge in writing that they have received the guidelines. These will be given to 
the parents/guardians at the time of the fall enrollment or for new students at the time of their 
enrollment.  
 
The guidelines, from the Archdiocesan School Office, are to be signed by students and parents. 
Copies will be kept on file at Mater Dei.  
 
Mater Dei School will comply with applicable federal and state laws regarding the duplication of 
materials. Mater Dei School will abide by software and hardware agreements.  

 
Internet Usage Policy 

 
 Terms and Conditions for Mater Dei Internet Usage 
 
Students, faculty and staff are asked to read the following information carefully before signing this 
document. All users will be held accountable for the rules and guidelines set forth in this document.  
It is our belief that the Internet offers vast, diverse, and unique resources to students, faculty and 
staff. The goal in providing this service to Mater Dei School is to provide educational excellence by 
facilitating resource sharing, innovation and communication. 
 
The Internet is an electronic highway connection thousands of computers all over the world and 
millions of individual subscribers. Users have access to the following: 

1. world-wide electronic mail communications; 
2. information and news; 
3. public domain and shareware of all types; 
4. discussion groups on a plethora of topics ranging from diverse cultures to the environment to 

music to politics; 
5. access to many university library catalogs.  

 
With access to computers and people all over the world also comes the availability of material that 
may not be considered to be of educational value in the context of the school setting. Steps to restrict 
access of inappropriate materials have been and will continue to be taken. However, on a global 
network it is impossible to control all materials and an industrious user may discover inappropriate 
information.  
 
Internet access is coordinated through a complex association of government agencies and regional 
state networks. In addition, the smooth operation of the network relies upon the proper conduct of the 
end users who must adhere to strict guidelines. These guidelines are provided here so that users are 
aware of the responsibilities users are about to acquire. In general, this requires efficient, ethical and 
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legal utilization of the network resources. If a Mater Dei School user violates any of these provisions, 
his/her access will be terminated and future access could possibly be denied. The signature(s) at the 
end of this document indicate that the party (parties) who signed has (have) read the terms and 
conditions carefully and understand their significance.  
 
 
 Internet Terms and Conditions 
 
Acceptable Use: The purpose of Internet access is to support research and education in and among 
academic institutions in the U.S. by providing access to unique resources and the opportunity for 
collaborative work. School use must be in support of education and research and consistent with 
educational objectives. Use of another organization’s network or computing resources must comply 
with the rules appropriate for that network.  
 
 Transmission of any material in violation of any U.S. or state regulation is prohibited. This 
includes,  
 but is not limited to: copyrighted material, threatening or obscene material, or material 
protected by 
 trade secret. Use for product advertisement or political lobbying is also prohibited. Use for  
 commercial activities is generally not acceptable.  
 
Privileges: The use of the Internet is a privilege, not a right, and inappropriate use will result in a 
cancellation of those privileges. Students who receive access will participate in a discussion with the 
appropriate instructor/system administrator pertaining to the proper use of the network.  The system 
administers and teachers will deem what is appropriate use, and their decision is final. The school 
may deny, revoke, or suspend specific user access.  
 
Netiquette: Users are expected to abide by the generally accepted rules of network etiquette. These 
include but are not limited to the following: 

a) Be polite. Messages should not be abusive to others.  
b) Use appropriate language. Do not swear, use vulgarities or any other inappropriate 

language. 
c) Do not reveal personal addresses or phone numbers or the addresses and /or phone 

numbers of fellow students or other school personnel.  
d) Illegal activities are strictly forbidden, i.e., the illegal copying or installation of software, or 

violation of copyright laws. 
e) Note that electronic mail (email) is not guaranteed to be private. People who operate the 

system do have access to all mail. Messages relating to or in support of illegal activities 
may be reported to the authorities.  

f) Do not use the network in such a way that another’s work would be disrupted or invaded. 
 
Mater Dei School and its personnel make no warranties of any kind, whether expressed or implied, 
for the service it is providing. Mater Dei School and its personnel will not be held responsible for any 
damages suffered. This includes the loss of data resulting from delays, non-deliveries, misdeliveries, 
or service interruptions caused by negligence, errors, or omissions. Use of any information obtained 
via the Internet is at the user’s own risk. This is to say that Mater Dei School is not responsible for the 
accuracy or quality of information obtained.  
 
Security: Security on any computer system is a high priority, especially when the system involves 
many users. If a user feels he/she can identify a security problem on the Internet, the user is to notify 
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the system administrator or classroom teacher. A security problem could mean that a user has gained 
access to data in error. Attempts to access the Internet under false pretense as a system 
administrator will result in cancellation of user privileges. Any user identified as a security risk or 
having a history of problems with other computer systems may be denied access to the Internet.  
 
Vandalism: Vandalism will result in cancellation of privileges. Vandalism is defined as any malicious 
attempt to harm or destroy hardware, data, of another user, of the Internet or any agencies or other 
networks that are connected to the Internet. This includes, but is not limited to, the uploading or 
creation of computer viruses.  
 
All terms and conditions as stated in this document are applicable to Mater Dei School students, 
faculty, and staff. These terms and conditions reflect the entire agreement of the parties and 
supersede all prior oral or written agreements and understandings of the parties. These terms and 
conditions shall be governed and interpreted in accordance with the laws of other State of Kansas 
and the United States of America.  
 
Plagiarism: All laws that relate to plagiarism apply to the copying and usage of date gained from 
Internet sites.  If students are getting information, they must cite the source.  Information that is 
common knowledge does not apply.  
 
Any Mater Dei student who engages in conduct, whether inside or outside the school, that is 
detrimental to the reputation of the school, may be disciplined by the school’s officials.  
  
VISITORS 
  
Parents and other visitors are welcome to visit the school. However, arrangements should be made 
with the principal and/or classroom teachers at least 24 hours prior to the visitation. Teachers are not 
to have conferences with parents during school hours unless during a scheduled planning period. As 
students are easily distracted, particularly the smaller children, visits should be brief. Parents are 
requested not to “drop in” the classroom in the early A.M. or near dismissal. Preparations to 
begin classes or getting ready for dismissal are “teacher-student times.” 
 
WELLNESS PROGRAM  
 
The Wellness Program is run through the Mater Dei Child Care Center (CCC) at the Elementary 
school and CCC building. The purpose of the program is to offer a variety of opportunities for 
students by enhancing their physical, emotional and intellectual well being in a safe and nurturing 
environment. Through their programming, students have a wonderful array of after-school enrichment 
opportunities. This is a state licensed program. For more information, contact the CCC at 232-1603.  
 
The school and/or principal retain the right to amend this handbook at any time.  Parents will be 
notified if changes are made. 
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APPENDIX A – Prayers 
 
 Mater Dei School Prayer – The Angelus 
 
*The Angelus will be said daily at noon by a segment of the student body.  

 
Leader:  The angel of the Lord declared unto Mary: 
Response:  And she conceived of the Holy Spirit. Hail, Mary, full of grace…. 
Leader:  Behold the handmaid of the Lord: 
Response:  Be it done unto me according to Your word. Hail, Mary…. 
Leader:  And Word was made flesh: 
Response:  And dwells among us. Hail, Mary… 
Leader:  Pray for us, O Holy Mother of God, 
Response:  That we may be made worthy of the promises of Christ. 
Leader:  Let us pray. Pour forth, we beseech thee, O Lord, thy grace into our hearts, that we, to whom the 

incarnation of Christ thy Son, was made known by the message of an angel, may by his Passion 
and Cross be brought to the glory of his Resurrection, through the same Christ our Lord.  

Response:  Amen 
Leader:  May the divine assistance always remain with us. 
Response:  Amen 
Leader:  May the souls of the faithful departed, through the mercy of God, rest in peace. 
Response:  Amen 

 
 Short Morning Offering  
 
My God I offer You this day all I shall think or do or say, uniting it with what was done on earth by Jesus Christ, Your Son. 
 Kindergarten Prayer (Alternate) 
 
Good morning, Dear Jesus, this day is for You.  We ask that You bless all the things we say and do.  Amen. 
 
 
 Our Father 
 
Our Father who art in heaven, hallowed be Thy name; Thy Kingdom come; Thy will be done, on earth, as it is in heaven. 
Give us this day our daily bread; and forgive us our trespasses as we forgive those who trespass against us; and lead us 
not into temptation, but deliver us from evil. Amen.  
 
 
 Hail Mary 
 
Hail Mary, full of grace, the Lord is with you; blessed are you among women, and blessed is the fruit of your womb, Jesus. 
Holy Mary, Mother of God, pray for us sinners now and at the hour of our death. Amen.  
 
 
 Glory Be 
 
Glory be to the Father and to the Son, and to the Holy Spirit. As it was in the beginning, is now and ever shall be, world 
without end. Amen.  
 
 
 Apostles’ Creed 
 
I believe in God, the Father Almighty, creator of heaven and earth; and in Jesus Christ, His only Son, our Lord; who was 
conceived by the Holy Spirit, born of the Virgin Mary, suffered under Pontius Pilate, was crucified, died and was buried. 
He descended to hell; the third day He arose again from the dead; He ascended into heaven, sits at the right hand of God, 
the Father Almighty; from thence He shall come to judge the living and the dead. I believe in the Holy Spirit, the Holy 
Catholic Church, the communion of saints, the forgiveness of sins, the resurrection of the body and life everlasting. Amen.  
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 Act of Contrition (traditional)  
 
O my God, I am heartily sorry for having offended You. I detest all my sins because of Your just punishments. But most of 
all, because I offend You, my God, who are all good and deserving of all my love. I firmly resolve with the help of Your 
grace, to sin no more and to avoid the near occasions of sin.  
  or 
 Act of Contrition (alternate) 
 
My God, I am sorry for my sins with all my heart.  In choosing to do wrong, and failing to do good, I have sinned against 
You, whom I should love above all things.  I firmly intend, with Your help, to do penance, to sin no more, and to avoid 
whatever leads me to sin. Amen. 
 
 
 Jesus Prayer (say 3 times) 
 
Lord Jesus Christ, Son of God, have mercy on me, a sinner. 
 
 
 Short Act of Faith, Hope and Love 
 
O my God, I firmly believe in You, hope in You, love You. I ask pardon for all those who do not believe in You, do not 
hope in You, do not love You.  
 
 
 Prayer to Guardian Angel 
 
Angel of God, my guardian dear. To whom His love commits me here. Ever this day be at my side, to light, to guard, to 
rule and guide.  
 
 
 Hail Holy Queen 
Hail, holy Queen, Mother of Mercy! Our life, our sweetness, and our hope! To thee do we cry, poor banished children of 
Eve, to thee do we send up our sighs, mourning and weeping in this valley, of tears. Turn, then, most gracious advocate, 
thine eyes of mercy toward us; and after this our exile show unto us the blessed fruit of thy womb Jesus; 
O clement, O loving, O sweet virgin Mary. Pray for us, O holy Mother of God That we may be made worthy of the         
promises of Christ. 
 
 
 Grace Before Meals 
 
Bless us, O Lord, and these Your gifts which we are about to receive from Your bounty, through Christ our Lord. Amen 
 
 
 Sign of the Cross 
 
In the name of the Father, and of the Son, and of the Holy Spirit.   Amen. 
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APPENDIX B – Mater Dei Anti-Bullying Policy 
 
Mater Dei School is committed to a safe and civil educational environment for all students, employees, volunteers 
and patrons, free from harassment, intimidation or bullying. “Harassment, intimidation or bullying” means any 
intentional written, verbal, or physical act, when the intentional written, verbal, or physical act:  
• Physically harms a student or damages the student’s property; or  
• Has the effect of substantially interfering with a student’s education; or  
• Is so severe, persistent, or pervasive that it creates an intimidating or threatening educational  

environment; or 
• Has the effect of substantially disrupting the orderly operation of the school.  
 
Harassment, intimidation or bullying can take many forms including: slurs, rumors, jokes, innuendo’s, 
demeaning comments, drawing cartoons, pranks, gestures, physical attacks, threats, or other written, oral or physical 
actions and actions commonly understood as “cyber bullying.”  Cyber bullying includes, but is not limited to the misuse of 
any area of the Internet (i.e. email, chat rooms); mobile threats by text messaging or telephone calls; the misuse of 
peripheral technologies (i.e. camera’s and video recorders or video recording facilities).  “Intentional acts” refers to 
the individual’s choice to engage in the act rather than the ultimate impact of the action(s).  
 
Counseling, corrective discipline, and/or referral to law enforcement will be used to change the behavior of 
the perpetrator and remediate the impact on the victim. This includes appropriate intervention(s), restoration of 
a positive climate, and support for victims and others impacted by the violation. False reports of or retaliation for 
reporting harassment, intimidation or bullying also constitutes violations of this policy.  
 
Informal Complaint Process: Anyone may use informal procedures to report and resolve complaints of harassment, 
intimidation, or bullying.  Informal reports maybe made to any staff member.  Staff shall inform an appropriate supervisor 
when they receive complaints of harassment, intimidation, or bullying, especially when the complaint is beyond their 
training to resolve or alleges serious misconduct.  
Informal remedies include an opportunity for the complainant(s) to explain that the conduct is unwelcome, disruptive, or 
inappropriate.  A staff member may explain that the conduct is not appropriate and could lead to discipline if proven or 
repeated.  A meeting with the school administrator, the involved student(s) and parents may be necessary.  
 
Formal Complaint Process: Anyone may initiate a formal complaint of harassment, intimidation or bullying.  
The following process shall be followed:  
A.  All formal complaints shall be in writing and shall set forth the specific acts, conditions or circumstances alleged to 

have occurred that may constitute harassment, intimidation or bullying. The complainant will review and sign the 
document.  

B.  Regardless of the complainant’s interest in filing a formal complaint, a complaint may be drafted based on 
the information presented to the administration.    

C.  The administration shall investigate all formal, written complaints of harassment, intimidation or bullying.    
D.  When the investigation is completed the administration shall compile a full written report of the complaint 

and the result of the investigation. If the matter has not been resolved to the complainant’s satisfaction, a 
meeting with the Pastor may be required.    

E.   Corrective measures deemed necessary will be instituted as quickly as possible. 
 
Students will be provided with age appropriate information on the recognition and prevention of harassment, intimidation 
or bullying, and their rights and responsibilities when they witness acts of harassment, intimidation or bullying. 
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APPENDIX C – Student Supply List 2009-2010 
 
These supplies are to be provided by each family for their student on the first day of school.  The family is 
responsible for providing additional supplies throughout the school year when the item is used up or in the 
event it is lost or misplaced.  It is the parents and students responsibility to make sure that they have the 
necessary supplies to perform in the classroom everyday.   
 
These personal use items should be marked clearly with the name/initials.  If it is not on the supply list, please 
leave it at home. 
 
Kindergarten Supply List: 
1 folder 
1 spiral notebook 
1 box 24 count crayolas 
12 glue sticks 
1 bottle of Elmer’s glue 
1 pair Fiskar scissors 
1 pkg crayola washable markers 
2 boxes of Kleenex 
1 container of baby wipes 
1 container of antibacterial wipes 
1 roll of paper towels 
1 backpack or bookbag – without wheels 
 
First Grade Supply List: 
1 Fanny pak 
4 pencil erasers 
2 family size boxes of Kleenex 
4 yellow highlighters 
8 pencils - #2 lead 
1 box of 12 colored pencils 
1 set of 8 markers – wide tips 
2 pencil sharpener (with lid) 
2 rags 
2 pair Fiskar pointed scissors 
4 bottles of Elmer's glue 
8 Elmer's glue sticks 
2 red pen 
2 boxes of crayola crayons (24 count) 
2 box baby wipes (unscented) 
1 large book bag or back pack 
1 set Prang watercolors 
2 wide line spiral notebooks 
2  pocket folder 
  
Second Grade Supply List: 
1 Fanny pak   
2 family size boxes of tissue 
1 yellow highlighter  
4 pencils - # 2 lead 
2 pencil erasers 
1 pencil sharpener (with lid) 
1 box of colored pencils 
1 pair pointed scissors 
1 bottle Elmer's school glue (no gel) 
2 red pens 
1 box Crayola crayons - 24 count 
12 glue sticks 
3 wide line spiral notebooks (1 red, 1 blue and 1 green) 
1 box of Baby Wipes 
1 box of Plastic Bags: (Pick a size) Sandwich, Quart, or Gallon 
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1 backpack or bookbag 
 
Third Grade Supply List: 
2 box of 24 crayons 
1 pkg of 8 washable primary color wide tip markers 
1 pkg of 10 thin tip markers 
1 pkg of 24 colored pencils 
24 #2 lead pencils 
2 yellow highlighter 
2 glue pen and 1 4-oz. bottle glue 
4 sturdy pocket folders 
1 pencil eraser  
3 zippered pencil bags  
1 pkg wide line notebook paper  
3 single subject (70 sheets) wide lined spiral notebook  
1 12-inch transparent ruler with standard and  

metric markings 
4 red ink pens 
2 family size boxes of Kleenex 
1 pair Fiskar pointed scissors  
1 large book bag or back pack 
Students with last names beginning with: 
A-M bring a box of snack, quart or gallon Zip-lock 
     bags 
N-Z bring Chlorox/Lysol cleaning wipes 
 
Fourth Grade Supply List: 
2 large boxes Kleenex 
2 pkgs wide lined notebook paper (1 for home) 
1 box Crayola colored pencils – 24 count 
1 box Crayola crayons – 24 count 
1 pair pointed adult scissors (Fiskars are best) 
24 #2 pencils  
1 block eraser 
5 ball point pens (blue or black) – no gels, liquid ink, shimmer, flairs, etc. 
5 red ball point pens – no gels, liquid ink, shimmer, flairs, etc. 
1 pencil sharpener (with lid.  NO BATTERY OPERATED) 
3 spiral wide line notebooks  
3 pocket folders 
1 pencil bag or box 
1 container clorox/lysol disinfectant wipes 
 
Fifth Grade Supply List: 
1 TI-30Xa calculator (This type only)  (Please label.) 
2 pkgs wide lined notebook paper (1 for home) 
4 spiral notebooks – non perforated 
6 (2 pocket) folders 
1 box Crayola colored pencils 
1 box Crayola crayons (24 count) 
2 #2 pencils - sharpened 
1 pair pointed adult scissors  
1 pkg 3X5 lined white index cards 
3 3 ring binder (1 inch) 
2 ball point pens (blue or black) – no gels, liquid ink, shimmer, flairs, etc. 
1 pkg red ball point pens (no gel pens) 
1 block eraser 
1 4-oz bottle of Elmer’s school glue 
1 pkg of 8 washable color wide markers 
1 zipper pencil bag 
1 plastic pencil box 
1 set of notebook dividers 
1 12-inch ruler with metric and standard markings 
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1 yellow highlighter 
2 glue sticks 
1 dispenser of scotch tape 
Students with last names beginning with: 
A-M bring 1 container clorox/lysol wipes 
N-Z bring 1 container baby wipes 
2 large boxes of Kleenex 

 
MIDDLE SCHOOL SUPPLIES (GRADES 6,7 AND 8):  These teachers request that you have a dictionary, 12-inch ruler, 
compass, protractor and a package of graph paper (1/2 cm or ¼ inch) for your child to use at home. 
 
For Religion: 
1-subject spiral and a 2 pocket folder 
 
For Social Studies: 
5-subject spiral (durable) 
 
For Math: 
1 large single subject spiral (durable) – 100 sheets or more 
2-pocket folder for notebook paper 
Block eraser 
TI-30Xa calculator  (This type only)  (Please label.) 
 
For Language Arts: 
3-ring binder with dividers with a supply of wide line paper 
For Science: 
1 - 2 pocket folder 
1 - single subject spiral notebook (durable) 
 
General Supplies for Grades 6, 7, and 8: 
(to have at all times) 
#2 lead or mechanical pencils 
1 pencil bag 
1 pair pointed adult scissors 
3 black or blue standard ink pens 
Loose-leaf notebook paper  
2 red pens 
1 set Crayola colored pencils 
1 box Crayola crayons – 24 count 
1 pkg 3x5 lined white index cards 
1 pencil/ink eraser 
1 pkg. (different colors) highlighters 
2 glue sticks 
3 large boxes of Kleenex  
1 container clorox/lysol disinfectant wipes 
Tennis shoes for PE 
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APPENDIX D – Athletic Handbook 
 
I. CODE OF ETHICS 

a. I will place the emotional and physical well being of the student ahead of any personal desire to win. 
b. I will treat each student as an individual, and will pay particular attention to the large spread of emotional 

and physical development that may be present for each age and grade group. 
c. I will exert every effort to provide for a safe playing environment for all students. 
d. I will organize practices that are fun and challenging. 
e. I will lead by example, in demonstrating ethics, morality and sportsmanship to all students. 
f. I will be knowledgeable in the fundamentals and rules of the sport and will teach those fundamentals and 

rules to the students. 
g. I will use coaching techniques appropriate for the skill and ability level of the individual student. 

 
Through the competition of sport, young students will develop morally.  The lessons learned with involvement in sports 
provide a basic part of ethics that will be applied in the development of their own moral code in life. When winning is kept 
in perspective, athletic programs produce young people who enjoy sports, strive for excellence, dare to risk error in the 
pursuit of knowledge and emotionally grow with praise, positive reinforcement and constructive criticism. 
 
II. GENERAL 

a. The following “Athletic Handbook” is adopted as the Mater Dei Catholic School philosophy and objective 
which conform with the Archdiocese of Kansas City in Kansas and the Topeka Parochial League (TPL) 
and its’ governing body, the All City Athletic Committee (ACAC). 

b. Athletic participation can and should be a contributing factor in the development of the complete student.  
Each student is an individual, and as such, the benefits to be derived from athletic participation by each 
must necessarily differ. 

c. Athletic participation should be a strong supplement to the development of the students’ mental, moral, 
and physical disciplines relative to themselves and those around them. 

d. The TPL is more advanced than playground or intramural activities, but is not structured to accommodate 
only the more athletically proficient students, nor do they unduly penalize such students. 

e. The TPL is not a member of the Kansas State High School Activities Association (KSHSAA) but has 
adopted their rules governing each sport.  Special supplementary rules for TPL play are made by the 
League Director and all school Athletic Directors during seasonal organizational meetings. 

f. Objectives and Functions 

1. Provide participation for boys and girls in athletics. 

2. To develop the mental, physical and moral abilities of young students. 

3. Develop sportsmanship. 

4. Develop teamwork and the spirit of cooperation between members of a team. 

5. Develop individual skills and talents. 

6. Prepare the student for the transition from adolescence to adult Christian living. 

7. Create a feeling of mutual respect for opponents and officials. 

8. Develop a sense of unity, pride and cooperation, through athletics, among the Catholic youth in 
Topeka. 

g. Assembly of Teams 

1. The number of teams sponsored by the Mater Dei Catholic School in some sports is all-important 
in providing students with the opportunity for game participation. 

2. The Principal and Athletic Director(s) must anticipate well in advance of the respective season, 
the number of students that will probably be interested in a specific sport.  Then, additional teams 
will be created if it appears there will be more students than can be accommodated by the 
existing number of teams.  For example, if 15 or more boys are expected for the 6th grade 
basketball team, another team will be created.  Team rosters will be determined at the discretion 
of the Athletic Director(s) and coaches.  In keeping with the TPL philosophy of keeping the two 
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teams from competing with each other, utmost consideration will be given to avoid all contact of 
the two teams during season and tournament play. 

h. Athletic participation 

1. The Athletic Director and coaches will make every effort to insure that fundamentals of each sport 
are taught to each student and that the fun aspects of game competition are stressed.  Each 
student shall participate in regular games and meets as much as reasonably possible, provided 
that they are complying with the requirements of the coach such as: practicing sportsmanship, 
practice attendance and conduct.   

2. At the grade school level, the learning of fundamentals and the experience of game competition 
should take precedence over a “winning at all cost” philosophy.  The “professionalization” of 
grade school athletics should be avoided. 

3. Playing time requirements: 

a. Basketball – Every student should play a minimum of one quarter per game. 

b. Soccer – Every student should play a minimum of 15 minutes playing time per game. 

c. Volleyball – Every student should play a minimum of one set per game. 

4. Academic Suspension from Participation: 

a. Any student failing to meet the academic standard set forth by the faculty and Principal 
shall be declared academically ineligible to participate in practices and games.  The 
period of academic suspension shall be seven (7) days in length and will begin on 
Sunday and terminate the following Sunday.  The suspension period can always be 
renewed for an additional seven (7) days if the student does not meet the academic 
standard within the previous week. 

b. Academic suspension shall apply to all sports beginning at the start of the school year 
and terminate at the end of the school year. 

 
III. RESPONSIBILITIES OF THE PARENT/GUARDIAN AND STUDENT 

a. Each student participating in the TPL will, along with their parent/guardian, sign the “Warning, Agreement 
to Obey Instructions, and Release” form and turned in before the first practice.  This form details that all 
parties are fully aware of the injuries that may result in participation in sports and also be aware of their 
responsibilities as it regards the authority of the Athletic Director and coaches. 

b. In addition, the student will, along with their parent/guardian, sign the “Pre-Participation Physical 
Evaluation”.  This form should be completed prior to the physical examination. 

c. Each student must also have a physical examination completed by a physician and turned in before the 
student is allowed to participate in their first practice. 

d. It is up to the parent/guardian and student to comply with academic standard set forth by the faculty and 
Principal and abide by the regulations of eligibility for participation in the TPL as stated in the Parent-
Student Handbook. 

e. The parent/guardian and student shall abide and support the “Code of Ethics” listed in the front of the 
“Athletic Handbook”. 

f. Profane or abusive language or actions will not be tolerated in any form and will be grounds for immediate 
dismissal and subsequent review by the Athletic Director. 

g. All complaints between the parent/guardian and/or student with any member of the coaching staff should 
be brought to the attention of the Athletic Director immediately.  Discussion of such complaint will be via 
hearing process with parent/guardian, coach(es) and the Athletic Director.  Should the hearing fail to 
rectify the situation, all parties will meet with the Principal. 

IV. RESPONSIBILITIES OF THE SCHOOL COUNCIL 

a. The School Council shall conduct a review to approve or disapprove of the coach selections based on 
recommendations provided by the Athletic Director.  In the event of non-concurrence or a disagreement 
regarding a recommendation, the School Council shall pursue a discussion and can vote to provide a new 
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recommendation or selection.  A review of the selections will be accomplished in a timely manner to allow for 
an appeal process to occur prior to the beginning of the particular sport season. 

b. The School Council shall forward recommendations and selections to the Principal for final approval or denial. 

c. The School Council shall conduct an appeals board comprised of the School Council, Athletic Director and 
Principal at the earliest opportunity. 

d. The School Council shall conduct a review of dismissal, based upon a recommendation by the Athletic 
Director or Principal; at any time it may be deemed necessary to dismiss a coach from their duties. 

e. The President of the School Council or designated representative will assist the Athletic Director in notifying 
any coach of a decision for dismissal from their coaching duties at any time such dismissal is affirmed by the 
School Council and the Principal.  The coach shall also be notified of the right to appeal such a decision. 

f. The Athletic Director will be appointed or re-appointed by the School Council each year at the May meeting.  
During the April meeting each year, the School Council will review the work of the Athletic Director for the 
previous year and then notify them if their appointment will be continued. 

V. RESPONSIBILITIES OF THE ATHLETIC DIRECTOR 

a. The Athletic Director shall advertise and receive applications from individuals requesting to be considered for 
coaching positions. 

b. The Athletic Director shall review the coaching applications and make recommendations to the School 
Council for selection of coaches.  Recommendations for coaching positions will be forwarded to the School 
Council as soon as possible to allow for review, selection and/or appeals to be completed prior to the 
beginning of the particular sport season. 

c. The Athletic Director shall notify all individuals submitting an application if their request is disapproved by 
either the School Council or Principal, including their right to appeal such a decision and the procedures 
necessary to conduct an appeal. 

d. The Athletic Director shall insure equitable practice times are available for all teams and coordinate with the 
parish office for scheduling.  A copy of the practice schedule shall be provided to the school office. 

e. The Athletic Director shall insure all coaches are informed of Diocesan and parish policies and regulations 
concerning the Athletic Program. 

f. The Athletic Director shall inform all coaches of the policies and regulations of the TPL by providing them with 
a copy of the current TPL Handbook and a current copy of the Mater Dei Athletic Handbook. 

g. The Athletic Director shall help educate coaches by coordinating a coaching clinic with a certified athletics 
instructor. 

h. The Athletic Director shall attend TPL meetings when scheduled and notify particular coaches if they are to 
attend.  If the Athletic Director is unable to attend the TPL meeting, then it is their responsibility to arrange for 
a representative to attend for them and to insure information from that meeting is distributed. 

i. The Athletic Director shall attend School Council meetings when scheduled and invited by the Council 
President or Principal. 

j. The Athletic Director shall observe the conduct of coaches during practice sessions and competition. 

k. The Athletic Director shall report infractions of policies or regulations by coaches, parents and/or students to 
the Principal. 

l. The Athletic Director is not restricted from applying for a coaching position. 

m. The Athletic Director shall insure all coaches understand the objective of playing time requirements for all 
students and to insure all coaches are meeting this objective. 

n. The Athletic Director will notify the Principal and School Council at any time it becomes necessary to dismiss 
a coach from their duties and provide proper justification with the notification. 
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o. The Athletic Director shall coordinate with each coach to keep a record of all equipment and uniforms issued. 

p. The Athletic Director shall verify that all students planning to participate in any sport shall have a current a 
physical examination completed by a physician on file in the school office. In addition, they shall verify that the 
“Warning, Agreement to Obey Instructions, and Release” and “Pre-Participation Physical Evaluation” forms 
are on file in the school office. 

q. The Athletics Director, at their discretion, with the approval of the School Council and Principal, obtain a 
qualified person to assist them in their duties. 

r. The Athletic Director shall be required to attend a VIRTUS "Protecting God's Children" awareness session.  
This program is an awareness forum on child sexual abuse dedicated to making our church, school and 
community a safe environment for all children, and meets the guidelines for safe environments as required by 
the United States Conference of Catholic Bishops.  

VI. RESPONSIBILITIES OF THE COACH 

a. Coaches, first and foremost, are responsible to remember that TPL sports are for the student to participate, 
not to satisfy their own ego and desires or those of a parent. 

b. Each individual desiring to serve as a Head Coach or Assistant Coach is responsible to submit an application 
to the Athletic Director.  After selection by the School Council and Principal, they shall assume their duties 
and responsibilities as a coach. 

c. Each coach is responsible for the supervision and instruction of the students participating in the sport they are 
coaching. They shall adhere to the Diocesan and parish policies and regulations concerning the Athletic 
Program. 

d. Each coach shall adhere to the policies and regulations of the TPL, as noted in the TPL Handbook, and the 
school, as noted in the Mater Dei Athletic Handbook. 

e. Each coach shall provide a list of player names to the school office and the Athletic Director prior to the first 
practice. 

f. The coach shall issue uniforms and equipment to team members and coordinate with the Athletic Director to 
keep a record of what was issued, to whom and insure that it is returned at the end of the season. 

g. The coach shall inform all students that they are expected to conform to the Mater Dei “Athletic Handbook” 
and the TPL Handbook regarding philosophy, policy and regulation. 

h. Each coach shall encourage good sportsmanship. 

i. Each coach shall attend coaching clinics as directed by the TPL, Athletic Director and/or Principal.  They shall 
receive proper certification as required by the TPL.  Attendance at coaching clinics or certification courses will 
be a requirement prior to assuming coaching duties. 

j. Each coach shall insure practice times are established and adhered to with minimal deviation.  Notification of 
any changes to the practice schedule will be made at the earliest opportunity to the school office and the 
Athletic Director. 

k. Each coach shall be responsible that the gym, locker rooms and other facilities used by the students during 
practice and games are left in good order and locked.  A coach shall notify the Athletic Director and/or 
Principal if they find an issue with any of the Mater Dei facilities prior to their practice or game.  

l. Coaches shall not leave practice and games until all students have left the premises.  At no time will students 
be without adult supervision.  Refer to the VIRTUS session information. 

m. Each coach will insure that their personal conduct at practice and games is of the highest integrity.  It should 
be an example to the students they are coaching as well as in keeping with the objectives of the policies and 
objectives of the athletics program as a whole. 

n. Each coach shall maintain a high standard of composure and demeanor during competition, especially when 
dealing with officials, parents and fans. 
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o. Profane or abusive language or actions will not be tolerated in any form and will be grounds for immediate 
dismissal and subsequent review by the Athletic Director. 

p. Each coach shall consult with the Athletic Director on any problems that may arise.  If additional consultation 
is necessary, the Principal will be contacted and then the School Council if required. 

Each coach/volunteer shall be required to attend a VIRTUS "Protecting God's Children" awareness session.  This 
program is an awareness forum on child sexual abuse dedicated to making our church, school and community a 
safe environment for all children, and meets the guidelines for safe environments as required by the United States 
Conference of Catholic Bishops. 
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