
 

 

Have questions or problems? Stop what you’re doing and contact us, we are here to help! 

Call 410-727-4808 Ext 164, or email mhollerbach@umes.edu or jenorris@umes.edu  

 

How Do I Become a GRADUATE Student at UMES/BMI  

 
Taking courses at UMES through the BMI is a process.  It is not a difficult process if you follow 

these directions. We will assist you in any way we can so that your UMES experience is a success. 

In order to be enrolled as a graduate student at UMES/BMI, register and provide payment for a 

course, there are five steps in total that must be completed in order.  Because all of these steps do not 

have to be completed at the same time, we are providing you with step-by-step directions divided 

into three sections—Admissions (steps 1 & 2); Registration (step 3); Payment (steps 4 & 5). 

 

Note: Graduate students in the Career and Technology Education program must be CTE teachers in 

Maryland public schools.  All required core classes include assignments that utilize in-class work in 

your CTE class/lab.  See the program brochure and application for other admission requirements. 

 

Directions for Admission into UMES/BMI  
 

Determine what type of graduate student you will be 
 

A. Normal: Fully meets admission requirements and is working towards a M.Ed. in CTED. 

B. Provisional: Meets most of admission requirements but can’t be converted to normal status until 

1) (Low GPA) completes one semester with “B” average or  

2) Completes four PTE courses to earn Standard Professional Certification from Maryland  

    State Department of Education. 

C. Advanced Special:  

 Applied for upcoming semester past the admission deadline.  You can transfer six credits into 

normal admission from Advanced Special so you should apply for Normal during your first 

semester. 

 You already hold a Master’s degree and just want to take courses for APC or earn the Work-

Based Learning endorsement.  You have no intention of earning a second M.Ed. 

 

STEP I: Apply for Admission 

 
In order to register for classes at the BMI, you must first become an official UMES student.  If you 

are planning to take classes as an undergraduate student, close these directions and go to the CTE 

Undergraduate Admission Directions at www.umes.edu/tech/BMI/html.  If you will be taking 

classes as a graduate student, review the four admission categories below to determine the process 

you need to follow: 

 

Graduate Admission Categories 

 

#1 Want to be a NEW graduate student (Normal, Provisional or Advanced Special).  

#2 Want to be a NEW graduate student and complete the four Professional and Technical  

     Education (PTE) certification pathway courses. 

#3 Returning graduate student who took classes in the past but not in the preceding semester. 
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#4 Current Advanced Special graduate student who would like to transfer to Normal graduate  

 degree status. 

 

Based on your category above, follow the directions as they apply to you. 

 

A. Want to be a NEW graduate student (Type #1) (Normal, Provisional or Advanced Special) 

 

If you would like graduate credit or to enroll in a graduate-level course and you have  

      never taken a UMES BMI class (Type #1) 

 

Contact Dr. Loveland at tloveland@umes.edu and tell him what your goals are.  Email him a 

copy of your unofficial undergraduate transcripts, resume and teacher license.  He will 

review and contact you with admission advice. You may not enroll in graduate courses 

without contacting him.  

 

Once Dr. Loveland gives you the go-ahead, you will need to complete the Graduate 

application.  It is located at http://umes.edu/grad/Default.aspx?id=22522.  To start an online 

application, click on the “Apply Now” blue button (see green arrow in screenshot below). 

 

 
 

Contact Dr. Loveland at tloveland@umes.edu or JoAnn Norris at jenorris@umes.edu. They  

can provide you with the correct application and registration directions as well as any course  

advice you may need.   

 

 Once you submit the online application, go to C. for your next admission tasks. 
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B. Want to be a NEW graduate student and complete the four Professional and Technical  

     Education (PTE) certification pathway courses (Type #2). 

 

Contact Dr. Loveland at tloveland@umes.edu and tell him what your goals are.  Email him a 

copy of your unofficial undergraduate transcripts, resume and Professional Technical 

Education Certification Evaluation form (See example below).  He will review and contact 

you with admission advice. You may not enroll in graduate courses without contacting him.  

 

 
 

 

Once Dr. Loveland gives you the go-ahead, you will need to complete the Graduate 

application.  It is located at http://umes.edu/grad/Default.aspx?id=22522.  See screenshot in 

Step I-A. 

 

Contact Dr. Loveland at tloveland@umes.edu or JoAnn Norris at jenorris@umes.edu. They  

can provide you with the correct application and registration directions as well as any course  

advice you may need.  You may not enroll in graduate courses without contacting the  

CTE BMI office. 

 

Once you submit the online application, go to C. for your next admission tasks. 

 

C. Admission Tasks for new Normal and Provisional admissions. 
 

 Apply for official transcripts from every university, college or community college you 

attended.  The sealed transcripts are to be sent to: 

School of Graduate Studies 

University of Maryland Eastern Shore 

Engineering and Aviation Science Bldg Suite 3046 

Princess Anne, MD 21853 
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 If you are applying for Normal admission, request three letters of reference from colleagues, 

principals, district supervisors that know your work as a teacher.  Have them send their 

completed letters to you to forward on to UMES. Use the form located at  

file:///C:/Users/Thomas/Downloads/RECOMMENDATION%20FORM%20online%20(1).pdf.   

They may attach a letter to the form to provide additional detail about your potential.  

 Send as a PDF by email to both tloveland@umes.edu and pvgross@umes.edu the 

following… 

o Three letters of Recommendation (Not needed for Advanced Special admission) 

o Proof of passing Praxis I, Praxis CORE, SAT, ACT or GRE. 

o One page Statement of Purpose or Intent as to why you want to earn a M.Ed. in CTE. 

o Resume 

o Teacher License or certification evaluation 

 

Once everything has been submitted, Dr. Loveland will write a Graduate Admission 

Recommendation.  If you are categorized as “provisional”, he will send you the form for 

your signature.  You will sign, scan to PDF and email back to him.  Once that is done, he will 

submit to the School of Graduate Studies.   

 

Please note that two things generally slow down the application process: late official 

transcripts and not receiving all three letters of recommendation. 

 

D. If you have previously taken (more than a semester ago) CTED courses at UMES BMI and 

wish to re-enroll as a graduate  (Type #3). 

1. Download and complete the Readmission Application from www.umes.edu//Tech/gp.html.     

    You will use this application to be readmitted as a BMI graduate student. You will need  

    your student ID # to complete the application. If you no longer remember this seven-digit  

    number, please contact the UMES office at the BMI, 410-727-4808 x164, with your full  

    name and birthdate. 

 

2. Fax the Readmission Application to the UMES Office of the Registrar at 410-651-7844  

    with a cover sheet asking to be readmitted as a BMI graduate student and activated for  

    registration for the [fall, spring, or summer] semester of [year]. Include your name, phone 

    number, and email address. You must include this information on your cover sheet in order  

    to be properly admitted. Do not mail or email the Readmission Application to UMES and  

    do not forward to the BMI office. 

 

   Note: If you would like to confirm with the UMES Office of the Registrar that they have  

   received your fax, you may call them at 410-651-6414. They will NOT contact you with  

   confirmation. 

 

3. After you fax your Readmission Application, wait 3 days then proceed to Step II.  You 

    will receive a letter in the mail with approval of readmission.  You may contact our office  

    to see if you were approved.   

 

 
 

 

mailto:mhollerbach@umes.edu
mailto:jenorris@umes.edu
../../../../../Downloads/RECOMMENDATION%20FORM%20online%20(1).pdf
mailto:tloveland@umes.edu
mailto:pvgross@umes.edu
http://www.umes.edu/Tech/gp.html


 

 

Have questions or problems? Stop what you’re doing and contact us, we are here to help! 

Call 410-727-4808 Ext 164, or email mhollerbach@umes.edu or jenorris@umes.edu  

E. For any change in status (non-degree to degree seeking, provisional to normal) (Type #4)  

 

Please contact Dr. Loveland at tloveland@umes.edu or JoAnn Norris at jenorris@umes.edu  

to discuss your situation before your next semester registration.  Remember, only six credits  

may be transferred from Advance Special status to Normal. If you wait too long, you will not  

be able to receive credit for all of your classes towards your M.Ed.  
 

 

STEP II: Set-Up Your HawkWeb Account 

 
You will need an active student account with a username and password to be able to access 

HawkWeb for class registration.  The information to access your account does not change unless you 

change it.  If you are a new student you will create your account for the first time; if you are a 

returning student you should be able to use an already created account to access registration 

information in HawkWeb. 

 
A. If you are a new student 

1. Once you are accepted into the graduate program, you will receive a letter from the School 

of Graduate Studies welcoming you.  The letter will include your student ID #. 

 

2. Once you have your student ID #, go to www.umes.edu/newaccount and follow the 

prompts to create your HawkWeb account. Once you have selected a valid username and 

password -- PRINT THIS PAGE...save for your records. You will not be able to return to this 

screen or re-print this page.  You will use the same username, password and student ID # 

throughout your attendance at UMES! 

 

If you receive a message that there are “No Admitted Records Found,” or any other error  

message, wait one more business day to ensure that UMES has had time to process your  

application, and try again to create a HawkWeb account. If after an additional day you  

receive the same message, contact us. 

 

3. After you create your HawkWeb account, it takes AT LEAST two hours (and may take 24 

hours) for the system to recognize your account and be available for you to proceed to step 

III. 

 

B. If you are a “Returning” regular, provisional or advanced special student 

1. If you took classes last semester, your account should be active, but you may have 

forgotten your password or it is not working. If that occurs, refer to the instructions in “C” 

below. 

 

2. When your account is active and provides you with HawkWeb access, proceed to step III 

in the directions for registration. 
 

C. If you are a returning student and have waited 3 business days since faxing your  

     Readmission Application 

1. Your username will always remain the same and is most likely the default of first initial, 

middle initial, last name; so John Q. Public’s username would be jqpublic. 
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2. If you have forgotten your password or it is no longer working, go to 

www.umes.edu/MyUMES/passwordreset/passwordreset.cfm to have it reset. 

             

            If the online password reset doesn’t work, call the UMES IT helpline at 410-651-8324.  

After you reset your HawkWeb password, it takes effect immediately and is available for you  

to proceed to step III.  
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