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2023-2024 Green School Online Portal Guide 

The purpose of this guide is to show you how to fill out and 

submit your MDGS application through our new online por-

tal. This is the ONLY way to submit applications– we are not 

accepting any other formats. 

To help you understand the application process and re-

quirements, please view the 2023-2024 Application Guide, 

available HERE- the Application Guide goes into depth for 

what is required in the application. The portal guide focuses 

on how to complete the application. 

Important Dates: 

• Intent to Apply Due: December 15, 2023

• Preliminary Review Sessions: February 2024

• Submission Dates:

• Early Submission (applications 2-5 only):

December 15, 2023

• Final Date for Submission: March 1, 2024

• Announcements: On or around Earth Day

• Youth Summit at Sandy Point State Park: Thursday,

May 30, 2024

MARYLAND GREEN 
SCHOOL PROGRAM 

NEW! Rolling Application Submissions RECERTIFYING SCHOOLS (Applications 2-5) ONLY: Green 

School applications can be submitted on a rolling basis from December 15, 2023 - March 1, 2024. 

March 1, 2024. Schools must meet the following criteria to be eligible for early submission:  

• The school must be a recertifying school. New schools are not eligible.

• Future actions (e.g. Earth Day Celebration in April) will be capped at two events/actions and require a letter or

note from a school administrator stating the action is planned and will be executed.

• The application must show instruction and actions from the current school year.

• Early announcements will not be made. Schools successfully completing the application will be announced on or

near Earth Day.

Application Submission: All applications must be submitted by March 1, 2024 using the online portal: 

(https://marylandgreenschools.org). See the Online Application Portal Guide for in-depth directions. 

Questions? Email applications@maeoe.org. 

https://maeoe.org/uploads/files/2023-2024-Green-Schools-Application-Guide-Final-08312023.pdf
applications@maeoe.org
Elana-MAEOE
Highlight
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Introduction 
The Maryland Association for Environmental and Outdoor Education (MAEOE) is a non-
profit organization that has been in existence since 1985. MAEOE encourages, engages, 
and empowers the community to understand, responsibly use and promote the natural 
world.  

The MAEOE Maryland Green School award program began in 1999 and allows a school to 
demonstrate that by integrating hands-on, inquiry-based instruction, youth are 
empowered to practice environmental sustainability. At school, home, and in their 
communities, schools are reducing pollution, decreasing waste, increasing habitat, 
limiting carbon emissions, creating healthy learning, living environments, and supporting 
environmental literacy. The program is designed to highlight achievements and progress 
that schools are making towards environmental sustainability, aligned with the Maryland 
Environmental Literacy graduation requirement as set forth in COMAR 13A.04.17.01 and 
the Environmental Literacy Goal established in the Chesapeake Bay Agreement. By 
providing environmental education, Maryland teachers and partners enable students to 
make decisions and take actions that create and maintain a positive relationship between 
themselves and the environment. Maryland’s students, teachers, families, and those who 
work at the schools are all involved in the preservation and protection of the state’s 
unique natural resources, particularly those of the Chesapeake Bay and its watershed. 
Find more information about Environmental Literacy here.   

Keep in mind that multiple parts of your application connect with Maryland College and 
Career Ready Standards including:  

• NGSS (Next Generation Science Standards) curriculum

• Maryland Content Standards

• C3 curriculum

• STEAM curriculum (Science Technology Engineering Arts and Math)

• Pressing environmental issues including climate change, decreasing biodiversity,
nitrogen cycle, aquifer depletion, endangered species, habitat loss and other issues

• Meaningful Watershed Educational Experience

• Chesapeake Bay Backpack Resources

https://maeoe.org/uploads/files/13A.04.17EnvironmentalLitStandards2020.pdf
https://www.chesapeakebay.net/what/goals/environmental-literacy
https://www.chesapeakebay.net/what/what-guides-us/watershed-agreement
https://maeoe.org/environmental-literacy
https://www.baybackpack.com/mwee/what-is-a-mwee
https://www.baybackpack.com/
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Getting Started
This section covers information about creating an account for your school and 
starting an application:  

• Accessing the Portal and Resources

• Tips to Use the Portal

• Troubleshooting
• Creating an Account

• Signing Into Your Account

• Your Account Dashboard

• Adding User Accounts

Accessing the Portal and Portal Resources

The portal can be accessed through the MAEOE website, or by going to 
marylandgreenschools.org/. The purpose of the online portal is to streamline the Green 
Schools application process, and provides information regarding the Maryland Green Schools 
Program, MAEOE News and Grant Opportunities.

https://marylandgreenschools.org/
https://marylandgreenschools.org/
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Tips to Use the Portal
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“I am having trouble with the portal.” What to do if…
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Creating an Account for Your School 
1. Click “New School” on the home page

2. Complete the School Information section

The “About your School” section needs to be filled out before you submit your application 
but does not need to be completed with creating the school account. 

3. Create the Administrator Account

The administrator account is the person who is creating the account, or has control of the 

account. This is not necessarily the principal or assistant principal. The account 
administrator, also called account manager, can make accounts for other people working 
on the application (see page 9). 

4. Fill out the School Statistics

• Like the “About your School” section, the number of teachers, students and other school
personnel can be updated later. This needs to be completed before submitting your
application.

• If you are unsure which application you are submitting, you can look at the Current
Green Schools list on the MAEOE website HERE. Find the name of your school and look
at the dates of previous certification. Add one to the total number of dates to find the
application number. To find the next certification year, when you are submitting your
next application, add four years to the last date listed.

Signing Into Your Account 

* If you are the account administrator, this is the username and password you created

when you made the account. If your account was created for you by the account ad-

ministrator, you will use the username and password they provide to you.

https://maeoe.org/green-schools-and-green-centers/green-schools-program/current-green-schools
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Your Account Dashboard 
This is the dashboard for the school account. Think of it like the "home page" for your 
school's account. You are able to navigate to all sections of the school account from here. 

Progress on Current Application 

Pay Intent to Apply (ITA) 

Update School Info 

Work on Current Application 

View User Accounts 

View payments for ITA 

1234 Fake Address Avenue, Baltimore, MD, 22222 

Test School is a vert diverse school in Baltimore, MD. It has two magnet 

programs: Performing and Visual Arts (PVA), International Baccalaureate 

(IB). Test School community is comprised of 2000 students in grades 9-12, 

and 200 faculty and staff. We are close to the Patapsco River that flows  

into the Chesapeake Bay, which provides numerous opportunities for 

students to experience the outdoors and understand their impact on the 

local environment. Teachers at Test School work to find creative ways to 

use the environment das a teaching platform across disciplines.    

123-456-7890 www.testschool.org 
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Adding Accounts 
If you are the account administrator, you can add additional people to work on the 
application. The only difference between your account and other accounts is that you can 
add accounts to the application. An account for your principal MUST be created so they 
can sign the application electronically (see page 14).  

To add an account: 

1. Click on the “Accounts” tab
2. Click the “+” to add accounts

The “User Accounts” tab lists all the accounts that have access to the application. 
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Completing the Green 
School Application

This section covers how to create and fill out the Green Schools 
application on the portal. 

• Application Checklist
• Starting Your Application

• Paying the Intent to Apply Fee

• School Metrics Survey

• Objective 1: Systemic Sustainability

• Objective 2: Student- Driven Sustainability Practices

• Objective 3: Community Partnerships, Awards and Special

Recognition

The Green School application is split into four sections: School Survey, 
Objective 1, Objective 2 and Objective 3. Within the portal, click on the 
corresponding tab to complete each section. 

Instructions to complete each section on described within in this section on the 
portal (pages 11– 23). 
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Application Checklist 

To be completed the year of your (re)certification on the portal: 

School Information: 
School Information: contact information, address, county, Title 1 status  
About Your School: describe your school’s green culture  
School Statistics: number of teachers, students and staff 
Application Number and Year: application your school is completing, year of submission 

Basic information and application number are required at the time the account is created. All other 
information should be completed before submitting application. 

Intent to Apply: 
$75 fee paid by December 15, 2023 on the portal 
Payment is ONLY due the December before your application submission.  

School Survey 
Q 1.2- Legal Permissions 
Q 1.3- Committee/ Green Team Members 
Q 1.4- Top Five Accomplishments  
Q 1.5- Goals (Applications 4, 5 and beyond ONLY) 
Q 2- School Metrics Survey 
Q 3- Other Metrics 

Objective 1: Systemic Sustainability 
1.1 Curriculum and Instruction 
1.2 Professional Development 
1.3 Sustainable Schools 
1.4 Celebration 

Objective 2: Student-Driven Sustainability Practices 
Give information of 8 student-driven actions from three or more sustainability practice categories. 

2.1 Water Conservation/ Pollution Prevention 
2.2 Energy Conservation 
2.3 Solid Waste Reduction 
2.4 Habitat Restoration  

2.5 Structures for Environmental Learning 
2.6 Responsible Transportation 
2.7 Healthy School Environment 
2.8 Community/ Citizen Science 

Objective 3: Community Partnerships, Awards and Special Recognition 
3.1 Community Partnerships 
3.2 Awards and Special Recognition (optional) 
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Paying the Intent to Apply 

 The Intent to Apply (ITA) $75 fee MUST BE PAID by December 15, 2023 for the March 2024 
submission deadline. Use the “Pay Now” button on the Portal Dashboard. 

If a check must be used, mail the check payable to MAEOE at P.O. Box 1103 Edgewater, 
MD 21037. 

*IMPORTANT: If you are not planning on applying in 2024, DO NOT pay the ITA yet!
Pay the ITA the December before the year you are submitting the application.

1. Click “Pay Now”

2. Fill out your credit card information on

PayPal. The $75 fee is already in the “cart”.

Check Payment Status 

Once you pay the ITA fee, it should be listed under the “Payments” tab. (please give a few days for 

the payment to be processed).   

If you mailed a check, MAEOE will update this in the portal once the payment is processed. 

PayPal 10/24/2022 Paid 
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School Survey 
This part of the application has two sections. The first section of the School Survey asks about legal 

permissions and provides information on the school’s Green Team members and Top 5 Accomplishments. 

The second section focuses the school metrics, the data regarding the student-driven practices. 

Q 1.2 Legal Permissions 

Check off each box giving permission. 

Photographic Permissions may not be 

given if the use of photos is not 

desired.  

Before submitting , have the principal 

electronically sign and date the 

document.  This signature must be 

completed using the principal 

account. 

You can opt-in to give MAEOE 

permission to use 

photographs in this 

application for promotions if 

you wish. 

Q 1.3 Committee/ Green Team Members 
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Q 1.4 Top 5 Accomplishments 

This section lists your school’s: 

• Top 5 Accomplishments

• Assistance in completing  any

parts of the application or

application process

• How you were assisted

Top 5 Accomplishment 

example 

Give name of Green Leader/ 

Green Center that provided 

assistance.  

If you did not receive 

assistance, click “N/A” above 

and type “none” in the text 

box. 

Check all that 

apply. 

If you did not 

receive 

assistance, click 

“N/A” above and 

type “none” in 

the text box. 
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Q 1.5- Goals (Applications 4, 5 and Beyond ONLY)

All schools completing a Sustainable application (Applications 4 and beyond), must set goals for their 

school. These goals are set for 4 years, 8 years and 12 years in the future. Schools completing application 5 

or beyond also need to reflect on previous goals as well. 
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Q 2- School Metrics Survey 

The metrics survey provides data regarding the eight sustainability practices listed under Objective 2: 

1. Water Conservation/ Pollution Prevention

2. Energy Conservation

3. Solid Waste Reduction

4. Habitat Restoration

5. Structures for Environmental Learning

6. Responsible Transportation

7. Healthy School Environment

8. Community/Citizen Science

For each practice, you will need to share whether or not any actions toward this practice occurred and 
provide data regarding each practice. This data can come from School-Wide Behavior Change (Objective 
1.3), Student– Driven Sustainability Practices (Objective 2), or projects done at a Green Center. For fields, 
that you did not do, enter 0.  

Some of the metrics ask for information regarding amount of water saved, electricity saved, food waste 
reduction, etc. The facilities person at your school should be able to provide some of the data.   

Example Metrics Section 

In this example, strategies to reduce water use were used. 

We were not able to quantity, so we wrote “0”. 

If the practice was done, write how much for each 
practice. If the practice was not done, write “0”. 

Describe any additional actions, 
and give details for the actions 
completed.  
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Objective 1: Systemic Sustainability 

1.1 Curriculum and Instruction: Environmental Issue Instruction 

Demonstrate that outdoor, environment-based instruction is occurring through hands-on, 
authentic lessons on environmental issues.

ES/MS: Provide at least one example of environmental issue instruction per grade level

HS: Provide at least one example of environmental issue instruction in a least four subject

areas

You will need to add a grade for each activity. 

For each activity, you will need to include: 

Click the green plus to create new activity 

A new activity should be made for each grade 
(elementary or middle school) or subject (high 
school). 

Check all grade levels that apply. 

High Schools: Please include the subject (i.e., biology, Spanish, chemistry) 
in “Other Grades” section. 

Approximate date activity occurred. 

Name of activity. 

Name of all teachers (if it is an activity taught by all in a grade level, include 
all teachers in the grade). 

Number of students (if this is an activity taught for whole grade, include all 
students in that grade). 

Describe purpose of learning activity, and how it relates to 
environmental issue instruction. 

Upload supporting materials. 
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1.2- Professional Development 

1.2.1 School-Wide Awareness of Green School Certification 

All staff are aware of the Green Schools application process.

Summary: Describe how awareness of the Green School process was promoted.

Provide examples of how  Green School process was promoted by creating a new meeting record. 

Type total number of teachers who participated in PD. 

For each meeting record, you will need to include: 

1. Date of meeting

2. Number of staff in attendance

3. Description of meeting

4. Supporting materials

1.2.2 Environmental Education Professional Development

At least 10% of teachers have participated in environmental education PD.

Summary: Brief overview of PD attended by teachers.

Click to add a meeting record. 

Total number of teachers (from school information). Calculated 
percentage of engagement.  



 20 

Each teacher needs to have their own attendance record, regardless of how many PD 
opportunities a teacher has participated in. The number of attendance records needs to 
match the Staff Engagement number provided.

Click to add an attendance record. 

For each attendance record, you will need to include: 

1. Date of PD

2. Name of teacher

3. Description of PD

4. Supporting materials

1.2.3– Additional Professional Development (Optional) 

Any PD received earlier than 4 years ago.

Include a description of all additional PD completed by staff. 

Each attendance record needs to include the date of PD, name of teacher, description of PD, and supporting 
materials. 

1.3 Sustainable Schools 

1.3.1 School-Wide Environmental Behavior Change

Demonstrate the non-student driven sustainability practices your school has taken.

Describe actions your school has taken to  support sustainability. 

Upload supporting materials. 
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1.3.2 Systemic Partnership

Demonstrate one partnership within the school system that supports an aspect of the 

Maryland Green School Program.

Describe who the partner is and how they supported an aspect of 
the Maryland Green Schools program. 

Upload supporting materials. 

1.4 Celebration 

Describe a least one school-wide, annual environmental event.

For each event record, you will need to include: 

1. Grades of students participating.

2. Date of event

3. Name of celebration

4. Description of celebration describing how it is a green celebration.

5. Supporting materials

Provide a short introduction of how your celebrates being green. 

Click to add an event. 
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Objective 2: Student Driven Sustainability Practices

Schools are required to submit information and documentation for actions in EIGHT
sustainability categories. These actions must be from three or more practices.

Each action needs to fit into one of the eight sustainability practice categories: 
1. Water Conservation/ Pollution Prevention
2. Energy Conservation
3. Solid Waste Reduction
4. Habitat Restoration
5. Structures of Environmental Learning
6. Responsible Transportation
7. Healthy School Environment
8. Community/ Citizen Science

In the portal, each of the eight sustainability practices is listed. The process to add an action, 
and what is needed to be included for each action, is the same. 

To add an action: 

1. Go the sustainability practice that
the action fits.

2. Click “New Record”

to add action

3. For each action, include the following:

1. Date of activity

2. Activity title

3. Description of activity

4. Supporting material
Click here. 

*You can see all the actions you have created and toggle
between them by clicking on the record number.

4. To add an action in the same practice, click the plus sign.

Continue this process until all eight actions are documented. 



 23 

Objective 3: Community Partnerships, Awards 
and Special Recognition

3.1 Community Partnerships 

3.1.1 School Active in Community

Describe at least one sustained partnership where the school is active in the community.

2. For each event, include the following:

1. Date of event

2. Activity title

3. Description of event and partnership

4. Supporting materials

3.1.2 Community Active in the School 

Describe at least one sustained partnership where the partner is active in the school.

1. Click “New Record”

1. Click “New Record”

2. For each event, include the following:

1. Date of event

2. Activity title

3. Description of event and partnership

4. Supporting materials

3.2  Awards and Special Recognition (OPTIONAL) 

Include any awards or special recognition that your school or students have received.

1. Click “New Record”

2. For each award, include the following:

1. Award date

2. Award name

3. Description of award

4. Supporting materials
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Submitting Your Application

This section covers how to submit the application, and next steps. 

• Submitting Your Application

• What Happens After I Submit the Application?

• Accessing, Viewing and Sharing Your Application

Submitting the Application 
Once you are ready to submit, scroll down to the bottom of any section under 
the Current Application page. 

*Your application is due on March 1, 2024*

Make sure ALL sections are completed and you can submit before midnight on 
March 1! 

NEW THIS YEAR: RECERTIFYING SCHOOLS are eligible to submit their 
application during the Application Submission Window: December 15, 2023 
through March 1, 2024. 

New Schools are eligible to submit within in the application submission 
window. New Schools should submit their application on March 1, 2024. 
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What Happens After I Submit the Application?
Once you submit your application, MAEOE will begin its review process. If the reviewers 
have any questions or concerns regarding your application, they will contact you for clarifi-
cation for what needs to be updated or corrected. Schools will have the opportunity to re-
submit the corrected application.

All approved Green School Applications will be announced on Earth Day, Monday April 22, 
2024. School that submit their application within the Application Submission Window will 
not receive their announcement early. 

Awarded schools will receive a plaque and plate recognizing the Green School Award, as 
well as a citation from the governor and a certificate from their county executive.

We celebrate our Green Schools and the wonderful work occuring in Maryland during our 
annual Youth Summit at Sandy Point State Park in Annapolis, MD. Green Schools will have 
the opportunity to share their Top 5 Accomplishments and receive their awards at the cere-
monies occurring at the Youth Summit.

The MAEOE Youth Summit will occur this year on May 30, 2024.
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Accessing, Viewing and Sharing Your Application

The online portal converts the information provided into a website. This website can 
be accessed at any time while completing the application. This link can be shared with 
anyone you wish, including school staff and families. 

From the Account Dashboard:

Click “Public Site” 

The created website includes the information provided for Objectives 1-3.

Each section will follow the same format. 

Documentation materials you uploaded are also included in the 

website. If you opt-in to display a material publicly when up-

loading documentation, it is viewable (left image). If you do not 

opt- in, the image will be blurry (right image). 
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Contact MAEOE

MAEOE Maryland Green School Contacts: 

Questions about the application process, online application and general FAQs: 

Multiple MAEOE staff will be checking this email and your questions will get answered 

quicker if you use this email address.   

applications@maeoe.org    

Questions about grant funding: 

Multiple MAEOE staff will be checking this email and your questions will get answered 

quicker if you use this email address.   

grants@maeoe.org  

mailto:applications@maeoe.org
mailto:grants@maeoe.org



