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U.S. Department of Education Green Ribbon Schools 
Nominee Submission Procedure 
1. State education authorities must submit nominees to the U.S. Department of Education by February 1.  All nominees must be submitted online.  
2. Use the link provided to create an account and log in.  Follow the instructions to submit your nominees. You’ll have the opportunity to upload up to five K-12 school or district nominees and one postsecondary nominee. You do not have to complete all entries in one session. You can log in any time prior to the submission deadline to provide additional information before finalizing your submission.

3. Ensure that the name of the honoree is printed exactly as should appear on an award, if selected.  
4. You will be prompted to specify the type of nominee and to enter each nominee’s contact information (both a lead applicant and a top official, if they differ), social media handles, and relevant demographic data.  

5. You will be prompted to submit up to five photographs for each nominee.  All photos should be accompanied by descriptions, addressing who, what, when and where.  Photos should be action shots, not posed.  In addition to a ceremony slideshow, we use these materials in our newsletter and social media.   By sending these photos, you are giving the U.S. Department of Education permission to use them.
6. Each submission, including the Nominee Presentation Form, the summary, and documentation of a nominee’s progress in all three Pillars must not exceed 20 pages pdf.  This may require synthesizing information from your state’s application intake.  You are welcome to intake as much information at the state level as you need to evaluate your applicants.
7. Your nomination package should have the Nominee Presentation Form; then the Highlights Report-ready summary narrative; then additional documentation, in that order.
8. Use a nomination format that presents a clear, succinct picture of a nominee’s successful practices in each Pillar. Consider orthographical and grammatical correctness. Work with your nominees to put their best foot forward.  Applications will be uploaded to the ED website at the time of our honoree announcement for the world to see. 

9. Provide a narrative that summarizes a nominee’s work in all three Pillars.  Direct your applicants to past Highlights Reports for examples of this overview summary.  The summary that you submit should be what you would like to see appear in the final Highlights Report.
10. Ensure that the nomination materials cover all three Pillars.  The most common reason for not confirming a nominee is because they are weak in one Pillar.  Ensure that Pillar III covers environmental and sustainability education, not solely STEM.  

11. Confirm the compliance of your nominees with all applicable civil rights, Federal Student Aid, health, safety, and environment statutory and regulatory requirements.

12. Ensure that submissions comply with handicap accessibility requirements in Section 508 of the Rehabilitation Act of 1973.  We will ask you to resubmit any inaccessible nominations.  For guidance on creating accessible pdfs, visit the U.S. Access Board's resources, Health and Human Services checklist for accessible pdfs or World Wide Web Consortium’s techniques for creating accessible PDFs.  In order to include the signed Nominee Presentation Form in your submission, you will want to follow this procedure:
a. Make a PDF of each certifying signature and then copy and paste the signature into appropriate place on the Nominee Presentation Form.

b. Once you have compiled your documentation and pasted signatures into your Nominee Presentation Form in the appropriate places, insert the Nomination Presentation Form as the first pages of your intended submission package, so that it is your cover sheet.  
c. If your application is created in Word, be sure to save it as a PDF in order to transmit it.  If you scan your Word document to convert it to a PDF, it will not be accessible.   

13. ED will confirm receipt of applications and contact you with any questions.  
Key Dates in the 2016-2017 ED-Green Ribbon Schools Calendar
Oct. 13, 3 p.m. ET  

Fall all-state call 
Jan. 10, 3 p.m. ET  

Winter all-state call
February 1, 2016

Deadline for participating authorities to submit nominees to ED 

April 21, 2017

2017 pre-announcement call for states
April 24, 2017

ED announces honorees
July 19, 2017

Awards ceremony in Washington, DC  
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