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How to use this handbook

This package supports the accessibility work identified in the ACMM assessment worksheet. The first 11
chapters cover governance, operations and practical training. The following 21 guides cover everyday publishing

tasks. Blank record prompts and a crosswalk for all 89 worksheet milestones follow.

The procedures are proposed for District review. Confirm scope, owners, authority, resources and adoption
before representing them as policy. Actual work, decisions, training and test outcomes must be recorded
separately. This publication does not change the worksheet ratings or certify website conformance.

Use the HTML microsite for search and editable working records. Download and retain JSON records before
leaving a form; entries are not uploaded or saved across reloads. This PDF contains readable prompts, not

fillable fields. Publishing guidance dates to September 12, 2026; operating procedures and record templates
were prepared October 10, 2026.

First working session

1. Approve scope and responsibilities. Confirm covered services, the technical target, owners and backups,
decision authority and resources. Record approval or requested changes. Suggested participants: Policy
approver and program owner.

2. Set the first priorities. Choose the first page or document to review. Assign inventory, monitoring and training
tasks, with dates and completion evidence. Suggested participants: Program owner and website team.

3. Complete a publishing review. Run the checks on a real update, record findings and verify the released version.
Retain the reviewer’s decision. Suggested participants: Content owner, content editor and reviewer.

4. Train the team. Run the practice lab. Record attendance, demonstrated skills, follow-up and the next training
opportunity. Suggested participants: Accessibility lead and participants.

5. Review the evidence. Match dated records to the five maturity dimensions. Record rating proposals and the
reviewer’s decision separately. Suggested participants: Program owner and assessment reviewer.

The proposed operating cadence is weekly quick review, monthly thorough review, quarterly manual review and
annual evidence review, with additional checks after material changes.
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Adopt an accessibility charter and assign ownership

Set the scope, target, decision rights and working responsibilities that let accessibility checks happen in routine
work.

BuildLACCD leadership, program owners, editors and the website team · Proposed owner: Policy approver ·
ACMM 1.1, 1.2

Proposed charter wording for adoption review

For the services and content included in its approved scope, BuildLACCD will incorporate accessibility

into planning, procurement, content creation, development, review and maintenance. The proposed
technical target is WCAG 2.2 Level AA. Assigned owners will maintain accessible source materials,
evaluate representative user tasks, record and resolve barriers, provide an approved assistance route

and review results regularly.

The Program owner maintains an inventory and annual plan, assigns review and training responsibilities,

retains decisions and test evidence, and reports unresolved barriers and resource needs to the
approving authority. Any temporary alternative-access arrangement will identify the affected task,
responsible owner, validation, remediation plan and review date.

This is draft policy wording for an authorized decision. The adoption record must identify the exact approved
version, covered scope, owners, resources, effective date and review date. Until that decision is recorded, this
text remains proposed.

Confirm scope, authority and resources

Before adoption, the approving authority should confirm which domains, services, documents, embedded tools
and workflows the charter covers, and whether the proposed WCAG 2.2 Level AA target applies to each. Assign
an accountable owner and backup; define release and urgent-issue authority; identify resources, training
responsibility, records location and retention rules; name the reporting audience; and set the review date.

Route legal interpretations and formal exception decisions to the District’s designated policy and legal
personnel. Record the approval and effective date, then start the recurring work in the companion procedures.

Assign a role to each part of the work

Proposed responsibility assignment for District review

Role Accountability

Policy approver Approves scope, target, resources, escalation authority and
policy changes.

Program owner Coordinates the annual plan, resolves cross-team
dependencies and reviews reports.

Content owner Confirms accuracy, purpose, current status and accessible
source material.

Content editor Builds the page or upload, runs first checks and keeps
source files.

Reviewer Checks changed content and records a release
recommendation.
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Role Accountability

Website team Maintains shared components, code and forms; coordinates
supplier fixes and supplies retest evidence.

Accessibility lead Maintains records, routes feedback, coordinates monitoring
and prepares evidence reports.

Assign a person and backup to each role after District review. One person may hold multiple roles; a high-impact
form or shared component should receive an independent review. The Content editor confirms the accuracy and
meaning of image descriptions and document content; the Website team implements those approved
requirements.

Record adoption and keep decisions current

Store the approved charter with its review record. Use this field set so later staff can tell which version applied
and what was actually decided:

Record ID; document title and version; decision date; effective date; approving authority and approval
evidence.

Covered sites, services, content types and known exclusions, with an owner for each exclusion.

WCAG version and level; named accountable owner and backup; delegated release and escalation authority.

Approved staff time, tools, specialist support and training resources, or items still awaiting allocation.

Monitoring cadence, reporting audience, record location, retention reference and next review date.

Open decisions, interim owner, due date and evidence needed to close each decision.

At governance meetings, review new or retired services, unresolved high-impact issues, resource needs,
upcoming releases and overdue actions. Record decisions, dissent or deferred questions, owners and next
dates. Revisit the charter after a major redesign, a new supplier or a change in scope. See roles and
responsibilities for the day-to-day handoff and WCAG 2.2 basics for the difference between the standard and
proposed local procedures.

Working checklist

The approving authority confirms scope, target, resources and review date.

Every responsibility has an assigned owner and backup.

Release, feedback and exception decision paths are recorded.

The signed or otherwise approved version and evidence are stored together.

Records to retain

Policy and responsibility approval

Governance meeting and decisions

Sources and standards

W3C WAI: Planning and managing web accessibility

W3C WAI: Plan, including policy, responsibilities and resources

W3C WAI: Developing organizational policies on web accessibility

Operating procedure reviewed October 10, 2026.
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Build the annual plan and evidence report

Turn confirmed findings and priorities into owned, resourced actions, then report progress with evidence and
known gaps.

Program owners, accessibility leads and leadership reviewers · Proposed owner: Program owner · ACMM 1.3, 1.4,
3.1.4

Build the plan from current evidence

Prepare the annual plan from the covered inventory, current issue register, prior review results, user feedback,
planned releases, training needs and available staff time. Recheck prior findings against current evidence before
marking them open, repaired or distributed to reviewers.

For each activity, define the user or process need, deliverable, accountable owner, contributors, resources,
target date, acceptance evidence, dependencies and status. Include recurring monitoring, known-barrier
remediation, content workflows, supplier reviews and staff training. Prioritize blocked or time-sensitive tasks,
shared components with broad impact, repeat findings and high-use public services. Record why lower-impact
work is scheduled later.

Ask leadership to confirm feasibility, allocate time and resolve resource decisions. Dates and assignments
become commitments after the authorized owner approves them.

Record plan fields

Annual plan fields

Field What to record

Plan identity Plan ID, cycle, version, prepared date and approving
authority.

Scope basis Covered services and inventory version used to select
activities.

Activity Barrier or capability to improve, intended outcome and
affected users or task.

Delivery Owner, contributors, resources, dependencies, target and
review dates.

Acceptance evidence Specific artifact or observed result that will demonstrate
completion.

Status and decision Not started, in progress, blocked, completed or deferred;
reason, decision owner and next action.

Illustrative example: “Review the registration flow after the form component update; owner: assigned site
owner; target: confirm after release planning; acceptance: keyboard and screen-reader task results, deployed
version, unresolved findings and reviewer decision attached.” This example does not describe a completed
District activity.
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Review progress and report evidence

Use a weekly quick review during active releases to check immediate blockers and deadlines. Hold a monthly
thorough review of plan status, new and recurring issues, overdue work and evidence completeness. At quarter
end, summarize completed tasks, test scope, barriers still affecting users, changed priorities and decisions
needed. At year end, review the full cycle with the approving owner, revise the next plan and retain the evidence
package.

The annual evidence package identifies its audience, preparer, review date, covered scope, evaluation method,
tools and versions, sampled pages or tasks, results, issue status, training delivered, known limitations and
source records. Include raw scan outputs and manual test records where relevant; state exclusions and reasons.
Pair each score, count or percentage with its sample, method and denominator, and treat it as a summary rather
than conformance evidence by itself.

Distribute the reviewed report through an approved channel and record who received it, when, what decisions
followed and which items remain open. WCAG-EM provides a useful structure for defining scope, exploring
assets, selecting samples, evaluating them and reporting results. See review and maintenance for recurring
checks and issue handling for tracking remediation.

Working checklist

The plan uses a dated inventory and confirmed findings.

Each activity has an owner, resources, date and acceptance evidence.

Monthly and quarterly reviews record decisions and blockers.

The annual report states scope, methods, exclusions and open barriers.

Records to retain

Annual accessibility improvement plan

Assessment evidence and distribution review

Sources and standards

W3C WAI: Plan and monitor accessibility work

W3C: WCAG Evaluation Methodology (WCAG-EM) 2.0

W3C WAI: Template for accessibility evaluation reports

Operating procedure reviewed October 10, 2026.
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Maintain the digital content and supplier inventory

Keep a useful register of covered sites, page patterns, documents, embedded services and the suppliers that
can change them.

Accessibility leads, content owners, procurement and website maintainers · Proposed owner: Accessibility lead ·
ACMM 1.3, 1.4, 3.1.1, 3.1.7

Define what belongs in the register

Start with the public domains and applications people use for BuildLACCD information and services. Add page
templates and interactive journeys, public document libraries, recurring document families, media collections
and third-party tools embedded in or linked from those journeys. Identify ownership across the whole process,
including a supplier that controls a registration, map, survey, video player or hosted document viewer.

Use a sitemap, analytics, known service list, editorial calendars, procurement records and staff interviews as
discovery inputs. A crawler or file list can help locate content but will miss pages behind forms, changing page
states, password-protected workflows and some externally hosted material. Record the discovery method and
the date. Keep a boundary field for items that need scope confirmation instead of assuming they are excluded.

Reconcile the register each month against new page requests, releases, file uploads, vendor renewals and user
reports. Assign a named role and backup for each item. Review high-impact or rapidly changing services more
often when there is a confirmed need.

Record details for planning and retesting

Inventory ID; public name; canonical URL or service entry point; content or service type; primary user task.

Owning team and content owner; technical owner; supplier name and support route; renewal or change

window when known.

Platform, template or component; source repository or editable file location; production and test
environment.

Accessibility target and scope decision; last review date and method; known findings and linked issue IDs.

Feedback route, public statement location, next planned review date and reason for priority.

Status: active, replaced, archived, pending scope decision or retired; change record and approver.

A useful record lets a maintainer identify which shared component or supplier needs to be checked after a
change. Store internal contacts in the approved system and publish only the approved public contact
information.

Connect suppliers to the affected user task

For each third party, record its purpose, where people encounter it, information handled, procurement owner,
supplier contact and change-notice method. Note whether a usable alternative exists. Request current
accessibility documentation with its scope, date, methods and product version. Arrange a demonstration or test
access for the full user journey.

Test the integrated service in BuildLACCD’s page, configuration and complete process. Assign an internal owner
to reproduce barriers, file supplier issues, track decisions and retest updates. When a service changes or is
replaced, preserve migration and record requirements, update links and staff instructions, and revise the
inventory.
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Escalate a service with no owner, no working test route or a barrier that blocks an important task to the program
owner and procurement contact. Keep it in the register while a decision is pending. See third-party content for
on-page integration checks and the document library guide for downloadable files.

Working checklist

The register covers pages, documents, user journeys and embedded services.

Each item has a business owner, technical owner and review date.

Supplier evidence records product version, scope, method and date.

New releases, uploads and supplier changes trigger an inventory update.

Records to retain

Site, application and dependency inventory

Vendor and procurement accessibility review

Sources and standards

W3C WAI: Explore websites and define accessibility scope

W3C WAI: Planning and managing accessibility in organizations

W3C WCAG: Complete processes and full-page conformance

Operating procedure reviewed October 10, 2026.
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Check designs, components, code and releases

Use one documented gate for designs, shared components, content changes and production releases, with
retesting tied to the original task.

Designers, developers, content editors and reviewers · Proposed owner: Reviewer · ACMM 3.2.1, 3.2.2, 3.2.3,
3.2.4, 3.2.5, 3.3.1, 3.3.2

Define the task and interaction states

Before design or build work starts, record the task the visitor must complete, affected pages, user groups,
content type and every state of the interaction. Include empty, error, success, expanded, modal and responsive
states where relevant. Confirm what content meaning must remain available and which team owns the labels,
instructions and alternative text. Check the design against the current shared pattern before introducing a new
component.

During design review, inspect reading order, headings and labels, keyboard sequence, focus visibility, error and
status messaging, contrast, zoom and reflow. Identify any motion or gesture that needs an alternate interaction.
Give design feedback while changes remain inexpensive. For background on specific patterns, use the existing
guides for forms, tables and page structure.

Check the implemented component in realistic content

On a staging or approved test environment, test the actual code with realistic labels, long text, errors, repeated
content and small-screen layouts. Run automated checks on changed pages and representative examples of
every template that uses a changed component. Record tool name, version, ruleset, URL, date and result.
Confirm flagged issues instead of copying scanner labels into the release record without investigation.

Manually complete the intended task with a keyboard, visible focus and increased zoom. Check text resize and
reflow at narrow widths. Use an appropriate screen reader for changed controls, names, relationships, status
announcements and form results. Test the browser and assistive-technology combinations that the review scope
names; mark untested combinations explicitly. An empty component or isolated screenshot is not enough when
content changes the layout or meaning.

Document each defect with location, state, steps to reproduce, impact, assigned owner, proposed correction
and target date set by the responsible owner. Shared components need a regression check in the representative
pages that depend on them.

Record the release decision and verify production

Hold publication until the Reviewer records the scoped checks, recommendation, unresolved issues and
authorized decision. Label each untested case. If District policy permits a formal exception, record the
authorized decision-maker, rationale, affected users and task, accessible alternative, owner and review date; the
checklist itself grants no exception authority.

After deployment, open the public page while signed out and repeat the key task. Confirm the live component,
correct document, links, labels and confirmation state. Keep a recovery reference for technical releases. If a
production barrier appears, notify the Reviewer, record an issue, and repair or roll back under the approved
recovery plan.

Release record fields

Field Entry
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Field Entry

Identity Change ID, requester, owner, reviewer, date and affected
URL/component/file.

Checks Environments, tool versions, manual tasks, assistive
technology and results.

Decision Accepted scope, blockers, unresolved issues, authorized
exceptions and approver.

Live verification Deployment date, production result, evidence location and
recovery reference.

See review and publish a website update for the editor handoff.

Working checklist

The user task and affected states are defined before design or coding.

Realistic content, shared component use and responsive states are reviewed.

Automated and manual results include scope, versions and environment.

The release decision, production retest and remaining issues are recorded.

Records to retain

Publishing and release acceptance

Sources and standards

W3C WAI: Integrate accessibility into planning and implementation

W3C WCAG: Understanding conformance and complete processes

W3C WAI: Accessibility evaluation and reports

Operating procedure reviewed October 10, 2026.
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Schedule monitoring and manual tests

Combine lightweight weekly checks, a thorough monthly review, quarterly manual sampling and an annual
evidence review.

Accessibility leads, trained reviewers and website maintainers · Proposed owner: Accessibility lead · ACMM 1.4,
3.1.2, 3.1.3, 3.1.4, 3.1.6

Use a cadence that fits ongoing work

Approve and resource this proposed local cadence. Increase frequency when a service changes often, has a
serious known barrier or supports a time-sensitive task.

Weekly quick review: during active publishing, check upcoming releases, newly reported blockers, urgent
notices and progress on assigned fixes.

Monthly thorough review: review open issues, changed pages and files, links, event content, scanner
results and overdue manual checks.

Quarterly manual review: choose representative templates and complete key tasks with keyboard, zoom

and appropriate assistive technology. Include interactive states and a sample of documents and third-party
services.

Annual evidence review: review the inventory, evaluation scope, findings, remedies, training and resource
decisions; issue a report with methods, limitations and actions for the next cycle.

For a skipped or deferred review, record the reason, owner and new date. Save completed results with the
review record.

Select a sample and test complete tasks

Use the inventory to group pages by template, content pattern, interaction and risk. Include recently changed or
frequently used journeys, known problem areas, and a varied sample of documents and media. Explain why the
sample represents the stated scope. Include an additional random sample when feasible to detect issues
outside the obvious high-risk pages.

For each selected item, define the start point, expected task, interaction states and observable success. Test
keyboard reachability and order, focus, labels and instructions, error recovery, zoom and reflow. Use a screen
reader for relevant structures and changes in state. For a document, inspect the final published copy. For a
process, test from start to completion because problems may appear between pages or inside an embedded
service.

Use automated checks to identify code patterns, then verify findings and manually assess content and complete
user tasks. Record cases the tools cannot evaluate and request specialist review when needed. When practical,
include people with disabilities in usability work; the responsible program should arrange preparation and
compensation.

Record results and their scope

A monitoring record includes review ID, date, reviewer role, scope, sample selection reason, URLs or file
versions, environment, browser and assistive technology, test steps, expected result, observed result, evidence
link and related issue ID. For automated checks, add tool version, ruleset, configuration, raw output and
reviewed findings. Keep personal information out of general reports.
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Report the size and nature of the sample, methods used, criteria checked, exclusions and open findings. Label
results with the reviewed sample and date. An annual evaluation should be planned by people with suitable
accessibility expertise and can follow WCAG-EM’s process for scope, exploration, sampling, evaluation and
reporting.

Compare results over time only after accounting for inventory or sample changes. Route defects into the issue
register and verify fixes with the original steps. See quick checks for an editor-level test and maintenance
guidance for release retesting.

Working checklist

Each cycle has an owner, date, scope and documented outcome.

The sample includes templates and complete user journeys.

Manual cases, automation results and untested cases are distinguishable.

Reports state sample limits and issue links without unsupported claims.

Records to retain

Scheduled monitoring cycle

Manual accessibility test

Assessment evidence and distribution review

Sources and standards

W3C WAI: WCAG Evaluation Methodology (WCAG-EM) 2.0

W3C WAI: Conformance evaluation and reports

W3C WAI: Selecting web accessibility evaluation tools

W3C WCAG: Understanding conformance

Operating procedure reviewed October 10, 2026.
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Handle barriers, feedback and alternative access

Help a person complete the task, route the barrier to an accountable owner and keep the record open until
retesting confirms the outcome.

Staff receiving public feedback, accessibility leads and service owners · Proposed owner: Accessibility lead ·
ACMM 3.1.5, 3.1.6

Respond to the task and route

When someone reports a barrier, ask what they are trying to do and what help would work for them. Start with
the task description and request only details needed to respond. Confirm a safe reply route for follow-up, and
collect only task-relevant personal information.

The District should confirm which public channels are monitored, who checks them, the backup, the approved
response expectations and how reports are routed outside business hours if that matters to the service. Do not
publish an unmonitored email or promise a response interval that has not been approved. If the usual contact
route itself is inaccessible, staff should use the approved alternate route and tell the Accessibility lead so the
channel can be fixed.

Keep sensitive contact details in the approved private system. Public release notes should describe the issue
and repair without exposing a requester’s identity or circumstances.

Create a record that enables repair

Issue ID, discovery date and source, page or file URL, document version, service and affected interaction

state.

Task the person was attempting, barrier observed, impact, deadline and any affected audience or service.

Reproduction steps and environment if known; mark unknown details rather than blocking intake.

Assigned content, technical or supplier owner; urgency decision; next action and owner-confirmed target
date.

Assistance offered, requester preference where relevant, privacy handling and communication status.

Repair, deployment and retest results recorded separately, including reviewer and evidence location.

Prioritize by whether people are blocked, task consequences, time sensitivity, breadth of impact and availability
of a safe alternative. Treat scanner severity as one input; assess user impact directly. Escalate high-impact
barriers promptly to the service owner and Policy approver.

Provide assistance and verify repairs

While a repair is underway, offer a usable path such as an accessible web version, corrected document, staff-
assisted completion or another method. Preserve the essential information, deadlines and opportunity to
participate. Confirm that the route works for the immediate task, including with the person when possible.

Track alternative access separately from remediation of the original page or file. Recording an issue does not
waive repair. Any formally permitted exception or risk acceptance must follow District authority and process, and
include affected scope, rationale, user impact, available alternative, accountable approver and review date.

Close an issue only after repeating the reported task against the deployed fix, recording the result and checking
related pages or shared components as appropriate. If the fix is partial, the supplier has only acknowledged a
ticket, or the alternative has not been verified, keep the record open. Where the requester asked for follow-up,
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provide a clear status through the approved channel. See barrier reporting guidance and third-party content
checks.

Working checklist

The task is acknowledged without requiring disability or technical details.

A private, actionable record has an owner and an impact-based priority.

Usable assistance is checked while remediation is pending.

The deployed change is retested before closure.

Records to retain

Accessibility issue and retest

Accessibility feedback and assistance

Interim alternative-access plan

Sources and standards

W3C WAI: Sustain accessibility and incorporate user feedback

W3C WAI: Develop an accessibility statement and feedback route

W3C WAI: Developing organizational accessibility policies

Operating procedure reviewed October 10, 2026.
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Manage accessible documents and media through their
lifecycle

Assign an owner from source creation through publication, revision, archive and replacement so public materials
stay usable and current.

Document authors, communications staff, editors and records owners · Proposed owner: Content owner · ACMM
3.1.1, 3.3.1, 3.3.2, 7.2.2

Choose the format before authoring

Define the user task, audience, review date and document owner before preparing a file. Put information,
instructions and short notices in HTML when the web page can serve the task well. Use a downloadable format
when it adds a real benefit, such as an official record, a printable worksheet or a complex reference. Keep an
editable source so the next revision does not begin with repairing an old export.

Prepare structure, headings, tables, link labels, image descriptions, language and reading order in the source
application. For video and audio, plan captions, transcripts and descriptions for meaningful visual information
before recording or publishing. The Content owner approves meaning and accuracy; the Reviewer checks
structure and delivery.

See Word documents, PDFs, video and audio and document libraries for format-specific checks.

Review the final asset in its page context

Before publication, compare the final file or media with the source and intended page. Check title, language,
content order, headings, labels, table relationships, links, captions or transcript, and download or playback
behavior. Use keyboard and assistive-technology checks for interactive PDF fields or players. Manually inspect
the final asset against its intended task, including when export or automated checks pass.

The reviewer confirms that the page label identifies the title, format and current revision. The content owner
verifies that the file is current and that any required companion format is available. After upload, test the real
public link and confirm it opens the intended version. If content is time-sensitive, record an expiration or review
date so stale information can be removed or marked clearly.

Document and media review record

Field Entry

Asset Asset ID, title, URL, format, version, language and file or
media owner.

Source and purpose Editable source location, intended task, audience and
publication reason.

Checks Tools and versions, page ranges or media segments, manual
cases, result and reviewer.

Lifecycle Publication date, next review or expiry, replacement link and
archive status.
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Revise, archive and replace files

When the source changes, increment the revision, repeat relevant document and media checks, update the
landing page and inspect direct links. For a replacement, confirm which version is current and whether older
copies must be retained as records. Label archived files as superseded and avoid leaving several files that
appear current. Preserve the prior version in the approved records location when retention rules require it; do
not overwrite official records without the records owner’s direction.

If a source is lost or a complex file cannot be repaired safely, request specialist support. Provide the source
candidate, published copy, findings, intended user task and needed date. If an accessible replacement is
delayed, coordinate an interim route with the service owner and record the remaining barrier. Update the
inventory with the current URL, owner, version and next review date.

Working checklist

The format, purpose, source and content owner are known.

The final published asset is manually reviewed for its intended task.

The page identifies the current file or media and relevant format or revision.

Replacement and archive decisions preserve links and records appropriately.

Records to retain

Site, application and dependency inventory

Document or media publication review

Publishing and release acceptance

Sources and standards

W3C WAI: Planning and managing web accessibility

W3C WCAG 2.2: Time-based media success criteria

W3C WAI: Conformance evaluation and reports

Operating procedure reviewed October 10, 2026.
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Train staff by role with practice and a verification rubric

Give content editors, reviewers, accessibility leads and developers practice in the tasks they own.

Accessibility leads, content editors, reviewers and technical staff · Proposed owner: Accessibility lead · ACMM
6.2.1, 6.2.2, 6.2.3, 6.2.4, 7.2.2

Schedule practice for each role

Before scheduling, confirm participants, accommodations, a session facilitator, format and work time with the
responsible manager. New staff should attend the relevant session before publishing public content. Repeat or
update instruction when a CMS, component, workflow or standard changes, or when recurring findings show a
skill gap. The sessions below are a proposed curriculum, not a training record.

Content editor lab, 75 minutes: 10 minutes on task planning; 20 minutes repairing headings, links and
image alternatives; 20 minutes reviewing a document or media item; 15 minutes checking the preview and

recording the result; 10 minutes on handoff and issue reporting.

Reviewer lab, 90 minutes: 15 minutes on scope and evidence; 25 minutes keyboard, focus and zoom
checks; 20 minutes content and document review; 20 minutes issue writing and retest; 10 minutes on

release decisions and escalation.

Accessibility lead and Website team lab, 120 minutes: 20 minutes on inventory and sampling; 25 minutes
on automated results; 35 minutes on component and complete-task manual tests; 25 minutes on issue
ownership and supplier handoff; 15 minutes on reporting and regression evidence.

Adjust session size or duration for the participant group and the complexity of the actual tools. Use the
production-like training environment and approved sample materials.

Practice the work each role performs

Give editors a draft page containing a vague heading, an ambiguous download label, a meaningful project image
and an event flyer whose essential details need HTML text. Ask the participant to revise the page and explain
the choices. Give document authors a source file with a real heading structure and table, then ask them to
produce and inspect the published version. Reviewers can test a form’s keyboard path, identify an error that
traps a user and write an issue record. Accessibility leads and the Website team can triage a scanner result,
reproduce a finding and record a retest after a sample fix.

Use synthetic or approved public content. Do not place personal, student or confidential information into shared
training files. Provide the instructions and exercise materials in an accessible format and let participants use
their preferred assistive technology.

Assess skills and record training

Score the practical exercise with a simple observable rubric. Use “demonstrated independently,” “demonstrated
with a prompt” or “needs follow-up” for each task. The reviewer checks whether the participant: (1) chooses the
correct content guide; (2) makes a meaningful correction without breaking structure; (3) completes the user
task with the assigned check method; (4) records an actionable result; and (5) routes specialist or policy
decisions to the right role. Do not convert this learning rubric into a WCAG score or employee rating.

Offer focused follow-up for any task marked needs follow-up, agree an owner and date with the manager, then
repeat the task. Record session ID, date, facilitator, role group, materials and version, participants or attendance
reference, a private support-case reference if needed, exercise result, follow-up and next refresh date. Keep
attendance and individual learning notes in the approved training system with its access and retention controls.
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Include supplier and developer roles when their work affects covered services. If the District determines a role
does not apply, document who made that determination and why. See roles and responsibilities and publishing
workflow.

Working checklist

Each role has a relevant session and accessible practice material.

Exercises use realistic tasks and protect confidential information.

A consistent rubric identifies follow-up needs without claiming conformance.

Attendance, outcomes, follow-up and refresh date are recorded.

Records to retain

Training attendance and practical assessment

Role onboarding and accessibility responsibilities

Sources and standards

W3C WAI: Build skills and expertise

W3C WAI: Assign accessibility responsibilities and resources

W3C WAI: Accessibility Roles and Responsibilities Mapping (draft)

Operating procedure reviewed October 10, 2026.
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Review accessibility when selecting or renewing a service

Bring accessibility questions into requirements, demonstrations, contract review and acceptance testing for
procured digital services.

Procurement staff, program owners, IT, accessibility reviewers and contract managers · Proposed owner:
Procurement lead · ACMM 1.1, 1.2, 3.1.1, 3.2.4

Define service scope and accessibility needs

Before issuing a solicitation, renewing a subscription or accepting a vendor-built component, write down who
will use the service, the tasks it supports, the data and documents it creates, and how it connects to existing
pages. Include public and staff-facing steps when they affect the service. Identify whether people use the
service with keyboard, screen reader, magnification, speech input or other assistive technology, and determine
who can evaluate those flows.

Ask for the current accessibility conformance report or equivalent product documentation, including the product
name and version, assessment date, methods, tested scope, known issues and contact for accessibility follow-
up. Ask how the supplier tests updates, not only how the original product was assessed. Use supplier
documentation and scans to shape the review, then test the intended configuration and complete user task
directly.

Include accessibility requirements in the solicitation and contract review process through the District’s
authorized procurement and legal teams. This guide is operational support and does not supply legal clauses or
substitute for contract review.

Demonstrate the workflow before selection

Prepare representative scenarios from the service owner’s task list. During a demonstration or test, navigate
with keyboard alone, inspect visible focus, use zoom and narrow the viewport, complete forms with errors and
correction, and use a screen reader for important controls and status changes. Test any embedded service in
the actual integration where possible. Ask the supplier to show how captions, transcripts, labels, error messages
and user help are maintained by administrators.

Keep a question log with response, evidence link, reviewer and unresolved concern. Evaluate risk by task
impact, scope, ease of obtaining a complete test, supplier remediation path, change notification and a viable
alternative. If a scorecard is used, define its scale before comparing suppliers and keep the underlying evidence
visible. Label any scorecard as a procurement aid, not a conformance or maturity result.

Make acceptance and renewal testable

Before acceptance, confirm the product version, configuration, integration, tested tasks, unresolved findings,
owner, remediation path and acceptance decision. State which aspects were tested and which remain
unverified. Assign an internal service owner who will monitor vendor changes and public feedback. Record
supplier escalation steps and how urgent barriers are handled under the approved service process.

At renewal, review new versions and configuration changes, new user feedback, open vendor tickets,
accessibility documentation updates and the internal inventory. Retest after a major release or when a reported
barrier affects the service. Keep a fallback or transition plan where the service supports an important public
process. If no acceptable path is available, escalate the decision to the program owner and authorized
procurement or policy decision-maker before expanding use.

Close a supplier issue only after retesting the integrated service. See third-party content and the inventory and
vendor register through the operations collection.
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Working checklist

The solicitation describes users, tasks, scope and integration points.

Supplier evidence identifies product version, methods, date and known limits.

A real workflow is tested before acceptance with unresolved findings recorded.

The internal owner tracks changes, renewal and retesting after vendor updates.

Records to retain

Vendor and procurement accessibility review

Site, application and dependency inventory

Publishing and release acceptance

Sources and standards

W3C WAI: Plan for purchasing accessibility and assigning responsibilities

W3C WAI: Integrate accessibility in implementation and contracts

W3C WAI: WCAG-EM overview for evaluation before acquisition

Operating procedure reviewed October 10, 2026.
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Align communications, events and staff onboarding

Carry accessibility information from event planning into invitations, registration, delivery, follow-up and the first
tasks new staff perform.

Content owners, program owners and staff assigned to events and onboarding · Proposed owner: Content owner
· ACMM 1.2, 3.1.4, 3.3.1, 6.2.3, 7.2.2

Include access needs in event planning

At event intake, record the program owner, purpose, audience, venue or platform, registration method, date,
publishing deadline, content formats, caption or interpretation needs and a contact route that has been
confirmed as monitored. Ask what participation options are needed without asking attendees to disclose a
diagnosis in public. Route accommodation details through the approved private process.

Before sending an invitation, publish the essential information as page text rather than only in a flyer. Include
date, time zone, location or access instructions, registration steps, accessibility information and a working link
with a meaningful label. Confirm the form works by keyboard and at increased zoom, and test the confirmation
or cancellation steps. Use the guides for events and flyers and forms and registration.

For live or recorded media, decide who will prepare captions, transcripts and any description of meaningful
visual information, when they will be reviewed and where the accessible materials will be published. Confirm that
speakers’ slides and handouts arrive in time for review.

Check access before, during and after the event

Before the event, verify the public page, registration journey, venue or joining instructions, media controls,
access contact and event materials. Confirm that suppliers and presenters know their assigned tasks. During the
event, give attendees a way to report a participation barrier and assign someone to receive and route it. Avoid
making a person repeat access information in front of the group.

Afterward, publish captions or a transcript when appropriate, check the recording and linked materials, and
review feedback for follow-up. Log barriers and improvements without publishing private information. If a public
recording or document is replaced, update the event page and preserve the current version details.

Set an internal accessibility communication plan

The Content owner proposes an audience, schedule and resource needs for recurring messages, then seeks
District approval. A starting plan is a monthly editorial update on current barriers, changed guidance and
upcoming work; a quarterly invitation to role-based practice or refresher training; an annual summary of the
improvement plan and results; and a targeted notice when an owner, tool, approved procedure or assistance
route changes. Set intervals for the approved audience and covered teams.

For each message, record audience, purpose, owner, approved channel, scheduled date or trigger, accessible
format and review responsibility. After distribution, retain the exact version, date, intended recipients and
available delivery confirmation. Review feedback and missed audiences at the next program meeting. Track
completed distribution separately from scheduled messages.

Teach new staff the actual publishing route

For each staff role, onboarding should identify the approved request route, required owner and reviewer,
accessible templates, guide links, test environment, evidence location and help escalation. Give new editors a
short practice task using sample content before their first high-impact publication. Explain where public-facing
feedback is routed and how urgent issues reach the responsible owner.
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Record onboarding date, role, materials version, practice task, result, follow-up owner and date. Check access
to approved tools and templates with the manager. When a person changes roles or a publishing tool changes,
update their training and permissions through the normal internal process. Record practice results and check
that the production workflow is in use.

Each quarter, compare scheduled communications and events with published pages, accessibility requests and
open issues. Use recurring problems to update templates and training. Add decisions to the monthly or quarterly
governance review so that communications and event owners can request needed resources before deadlines.

Working checklist

An event owner confirms the access contact, materials and registration route.

Essential event information is available as structured page content.

Media and event follow-up materials have assigned review and publication owners.

New staff practice the workflow and receive a recorded follow-up path.

Records to retain

Communication or event accessibility review

Role onboarding and accessibility responsibilities

Training attendance and practical assessment

Sources and standards

W3C WAI: Assign responsibilities and engage stakeholders

W3C WAI: Incorporate user feedback and sustain accessibility

W3C WCAG 2.2: Time-based media requirements

Operating procedure reviewed October 10, 2026.
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Accessibility practice lab

Accessibility leads, content editors, reviewers and program owners · Proposed owner: Accessibility lead · ACMM
6.1.1, 6.2.3, 6.2.4, 6.3.1

Prepare and facilitate the session

Use fictional sample content throughout this lab and label every output “Training exercise.” Assign someone to
facilitate; prepare a staging or local editor, this guide and the blank training record. Send instructions in advance
and confirm participants can use their preferred assistive technology. A participant without editing permission
may describe a proposed fix.

Follow the 75-minute editor lab in the role-based training procedure: 10 minutes to define the task; 20 for the
page exercise; 20 to choose and check an approved document sample; 15 to preview and complete a release
record; and 10 for questions and handoff. Select a source file and exported PDF before the session. Record any
segment that remains incomplete.

Exercise 1: Rewrite a flyer as page content

Fictional brief: An information session about a proposed construction project is scheduled for November 18,
2026, from 2–3 p.m. Pacific time, in Example Hall, Room 101, 100 Example Avenue. The flyer contains these
details and says registration is optional. It includes a QR code for the project information page. The organizer
has not yet confirmed an accommodation contact or venue access details. A diagram shows a main entrance on
the south side and a step-free route from the east entrance to Room 101.

Draft supplied to the editor:

<h4>More info</h4>
<p>See the flyer below for details.</p>
<img src="session-flyer.png" alt="flyer">
<p><a href="session-flyer.pdf">Click here</a></p>

1. Write a clear page heading and the essential event details as HTML text.

2. Decide whether the flyer adds information once the text has been written. Explain the image alternative you
would use.

3. Write a meaningful label for the PDF link and explain what must be checked before linking it.

4. Describe the route shown; leave venue access confirmation to the owner.

5. List what still needs owner confirmation. Prepare a release record with those items open.

Keep this example in training. Leave the accommodation contact and venue access details open for
confirmation; link only to a checked file and verified destination.

Answer guide for facilitators

Start with a descriptive top-level heading such as “Construction project information session.” Put the date, time
zone, address, room and optional-registration status in page text. Link the QR destination with an ordinary text
link after verifying its URL. If the flyer repeats adjacent information and is not a link, an empty image alternative
may fit; include any unique useful information in the page or an appropriate alternative.

Label the download “Construction project information session flyer (PDF).” Add file size only when confirmed.
Check the source and final PDF for tags, language, reading order, meaningful images and links; remediate the
PDF itself where needed.

Describe the diagram’s south entrance and the step-free route shown from the east entrance to Room 101. The
organizer confirms the real route and assistance contact before approval. The release record should name the
fictional scope, checks, open confirmations and reviewer, and remain marked as a training exercise.
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Exercise 2: Record a reproducible test result

Use a staging page supplied for the lab, or this microsite’s publishing checklist as the practice target. State the
scope and environment. Use keyboard only to choose a document update, reach generated checks, mark an
item, enter a page title and download a review record. Repeat at increased zoom. If screen-reader testing is in
scope, complete the task with the assigned browser and screen reader; record their versions.

Record what happened, including passing results. For an observed barrier, capture its location, expected and
actual behavior, reproduction steps, user impact and environment in an issue record. Ask another participant to
reproduce it from the record alone. Mark untested combinations. Download a practice release record and
identify where the corresponding District record would be retained.

Exercise 3: Identify evidence gaps

Fictional evidence set: a completed draft procedure, a blank owner field, an invitation for next month’s training,
one past automated scan with no manual results, and a supplier email saying “fixed” without a retest. Ask the
accessibility lead to identify existing records, unperformed activities and evidence needed for assessment
review.

Expected reasoning: the draft supports documentation; owner and resource decisions remain open. Compare
the invitation with delivery and demonstrated skill. Note the scan’s date and scope and identify missing manual
tests. Retest the supplier fix in the integrated service before closure. Create an evidence-review record that lists
the five evidence dimensions separately and assigns follow-up decisions. Do not change accepted ratings in this
exercise.

Record skills and follow-up

For each participant, rate five observations as “demonstrated independently,” “demonstrated with a prompt” or
“needs follow-up”: choosing the right guide, making a meaningful correction, completing the assigned task,
writing a reproducible record and routing decisions to the right role. Note untested skills. Record demonstrated
skill; attendance alone does not complete the exercise.

Download the training record with the actual session date, materials version, attendance reference, observations
and follow-up owner/date. Mark practice records “Training exercise.” Agree and record another practice
opportunity for any skill needing follow-up, including the next session or onboarding trigger. Use this rubric to
plan learning follow-up; it does not assess WCAG conformance or ACMM maturity.

Working checklist

A facilitator has selected approved sample materials and a practice environment.

Participants receive accessible instructions and know the task boundaries.

Each participant demonstrates the assigned skill and records an actual result.

Practice records are labeled and follow-up needs are assigned.

Records to retain

Training attendance and practical assessment

Publishing and release acceptance

Accessibility issue and retest

Assessment evidence and distribution review

Sources and standards

W3C WAI: Planning and managing accessibility

W3C WAI: Accessibility training

Operating procedure reviewed October 10, 2026.
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Add useful alt text to images

Match each image alternative to its purpose, use captions for context, and hand off complex or interactive
imagery for technical review.

Content editors, photographers, and website reviewers

Decide what the image contributes

Write alt text after you know why the image is on this page. A project photograph may identify a visible
milestone, a portrait may identify a speaker, and a campus map may need a longer explanation elsewhere. The
same file can need different alt text in different contexts. Use the image’s purpose, not the filename or camera
metadata, as your starting point.

Informative: describe the essential subject or message briefly.

Decorative: leave the alternative empty when the image adds no information beyond nearby text.

Functional: describe the destination or action when an image is the only content of a link or button.

Complex: provide the key information in nearby HTML or a linked text equivalent, rather than trying to fit a
report into one short sentence.

Do not mechanically begin every alternative with “Image of.” Assistive technology already identifies an image.
Include that word only when it helps distinguish a photograph, illustration, or other medium.

Write and review it in the editor

In the media item or image component, enter a concise, specific alternative. Name people only when their
identity is relevant and confirmed. Include location, action, or visible result when it helps someone understand
the surrounding story. Keep the visible caption and alt text complementary: a caption can provide photographer
credit, date, or broader context, while alt text covers what a person who cannot see the image needs for this
page.

Example

Good alt wording: “Two workers review the accessible entrance ramp at a newly renovated campus

building.”

Poor alt wording: “campus-photo-final.jpg” or “Image of a ramp.”

If an image contains words that are not repeated as real HTML text, do not rely on the image alone. Put the
information in the page copy and use a shorter alternative that points to that context. Avoid putting event dates,
registration instructions, or report findings only in a graphic.

Use the alt-text example tool to compare a draft alternative with the page context before publishing.

Know when to request a handoff

Ask the website maintenance team to review charts, maps, diagrams, image links, and any image that opens a
gallery or lightbox. A chart needs its data or conclusion in text; a linked image needs a reliable accessible name;
and a decorative background must not hide information. The developer should confirm that the rendered image
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has the intended alternative, that the alternative is not duplicated by an adjacent link label, and that the image
remains understandable at zoom.

Alt text supplies an alternative for the image; it does not replace a full accessible page, accessible

document, captioned video, or a keyboard-operable gallery.

Working checklist

Confirm the image purpose in the page context and choose informative, decorative, functional, or complex

treatment.

Replace filenames, camera descriptions, and generic wording with a concise, specific alternative.

Move chart, map, and image-only text information into real page text or a linked equivalent.

Ask for technical review when the image is linked, interactive, part of a gallery, or complex.

Sources and standards

Related WCAG criteria: 1.1.1 Non-text Content; 1.3.1 Info and Relationships; 1.4.5 Images of Text.

WAI Images Tutorial

WAI alt Decision Tree

Understanding WCAG 2.2 Success Criterion 1.1.1: Non-text Content

Understanding WCAG 2.2 Success Criterion 1.4.5: Images of Text

Publishing guidance reviewed September 12, 2026.
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Publish accessible photo galleries

Organize meaningful images with distinct alternatives, then have developers make gallery, carousel, and lightbox
interactions usable by keyboard and assistive technology.

Content editors, project photographers, and web developers

Prepare the story before uploading

Start with a useful gallery title and one or two sentences explaining what viewers will see, where, and why it
matters. Choose an intentional order. Remove near-duplicates unless the change between them is part of the
story, such as construction progress. Give each meaningful photograph its own alternative that reflects its role in
the sequence. A visible caption can carry date, credit, or a more detailed note, so it does not need to repeat the
alternative word for word.

When several images together communicate one idea, explain the idea once in nearby text and avoid making
screen reader users hear the same description repeatedly. If an image is only a repeated visual detail, mark it
decorative in the authoring tool when that is available.

Example

Good gallery intro: “Photos from the library renovation show the new entrance, reading room, and exterior

wayfinding signs in that order.”

Poor gallery intro: “Gallery” or “Click through the images below.”

Publish the editorial details

For each image, check the alternative, caption, credit, and any date or location against the source material. Do
not put a full event notice or project update inside a photograph. If people are identifiable, follow the project’s
approved photography and naming process; accessibility guidance does not create permission to publish
personal information.

A static set of images is often easier to understand than an auto-advancing carousel. If a carousel is required,
provide visible previous and next controls, a way to pause movement, a clear current-item status, and a
predictable way to reach every image. Keep controls comfortably separated. WCAG 2.2 requires most targets to
be at least 24 by 24 CSS pixels, with exceptions such as spacing, equivalent controls, inline links, unchanged
user-agent controls, and cases where a particular presentation makes that target size essential, such as a dense
map or data visualization, or where a legal requirement constrains it. A 44 by 44 CSS pixel control is a useful
design practice for gallery buttons, especially on touch screens.

Hand off interactive behavior

Send the gallery URL and a short content checklist to the developer when it uses a slider, modal lightbox, lazy
loading, or custom controls. The rendered component should have meaningful names and roles, a visible focus
indicator, logical focus order, and a keyboard path to open, move through, and close the gallery. When a lightbox
opens, focus should move into it and return to the launching control when it closes. The expected user outcome
for a modal dialog is that Escape closes it; the developer should implement that behavior consistently and
preserve focus return. Test at zoom and with reduced motion enabled. Keep an accessible fallback or page-level
text so a script failure does not erase the story.
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An alt field in the media library cannot make an inaccessible carousel or lightbox accessible. Interactive
behavior needs implementation and verification. A decorative image may use an empty alternative, but if

that image is inside a link or button, the control still needs an accessible name describing its destination or
action.

Working checklist

Add a descriptive gallery title, short introduction, intentional order, and verified credits.

Give each informative image a context-specific alternative and mark repeated decoration appropriately.

Prefer a static sequence unless movement adds real value; provide pause and clear controls when it does.

Request keyboard, focus, zoom, reduced-motion, and screen reader review for sliders and lightboxes.

Sources and standards

Related WCAG criteria: 1.1.1 Non-text Content; 2.1.1 Keyboard; 2.2.2 Pause, Stop, Hide; 2.4.3 Focus Order; 2.5.8

Target Size (Minimum).

WAI Carousels Tutorial

WAI Images Tutorial

Understanding WCAG 2.2 Success Criterion 2.5.8: Target Size (Minimum)

Understanding WCAG 2.2 Success Criterion 2.1.1: Keyboard

Publishing guidance reviewed September 12, 2026.
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Publish event details in HTML

Put dates, times, locations, registration, and changes in HTML. Use flyers as supporting content, never as the
only source of event information.

Event coordinators, outreach staff, and content editors

Put the event facts in HTML

Write a page heading that names the event, followed by a short description and a clearly labeled list of details.
Include the date, start and end time, time zone when the audience may be remote, venue or online location,
audience, cost if applicable, registration deadline, and the purposeful registration action. Add access
information that has been confirmed for this event. If an event changes, update the HTML details first and then
update or replace the supporting flyer.

The event details below are illustrative examples only. They are not a scheduled BuildLACCD event.

When: Wednesday, October 14, 2026, 10:00 a.m. to 12:00 p.m. Pacific Time

Where: Campus auditorium, with an online attendance option

Registration: Registration closes October 10

Use the same date and time wording in the page title, registration instructions, and any supporting graphic. Spell
out the month and include an end time when the event has one. If registration requires a separate process, state
what the person will need before they follow the link. This reduces the need to interpret a poster or guess which
“Register” action is current.

Example

Good event wording: “Community briefing: campus project updates. Wednesday, October 14, 2026, 10:00

a.m. to 12:00 p.m. Pacific Time. Campus auditorium and online attendance. Register for the community
briefing.”

Poor event wording: “See flyer for date, time, and registration details.”

Use the event-copy example tool to check whether the notice still works when the supporting flyer is removed.

Use the flyer as supporting content

If a designed flyer is important to the campaign, publish it after the same information appears as text. Give the
image a concise alternative that identifies it as a flyer and conveys its purpose, not every line of small type. If the
flyer contains unique instructions, reproduce those instructions in HTML or provide an accessible document
equivalent. Avoid text embedded in images for information that people need to copy, search, translate, or
enlarge.

Check contrast and legibility at normal zoom before publishing. Do not use color, font size, or placement alone
to communicate that an event is canceled or that registration is required. Use a real heading, paragraph, list, or
status message as appropriate.
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Coordinate updates and technical review

Give the reviewer the source facts, approved event owner, and expiry or update date. The editor owns accuracy
of the facts and links. If the event owner provides a verified accommodation contact, publish the approved office
or person, contact method, and response deadline in HTML near the event details. If no contact is confirmed,
ask the event owner to supply one rather than guessing. A developer should confirm that the event information
is real text in the page structure, links have clear names, the flyer has the intended alternative, and the page
remains usable when text is enlarged or the image fails to load. For event registration, hand off the form
interaction separately; a correct announcement does not guarantee an accessible registration flow.

Do not invent a District contact, venue accommodation, or policy statement. Publish only details supplied
and approved by the event owner.

Working checklist

Publish the event title, date, time, location, audience, cost, registration details, and any verified

accommodation contact as HTML.

Check that updates and cancellations are reflected in text, not only in a replacement graphic.

Use a flyer as supplementary content and provide its meaningful alternative or an accessible equivalent.

Send registration, embedded widgets, and document attachments for separate technical review.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 1.4.3 Contrast (Minimum); 1.4.5 Images of Text; 2.4.4 Link
Purpose (In Context).

Understanding WCAG 2.2 Success Criterion 1.4.5: Images of Text

WAI Images Tutorial

Understanding WCAG 2.2 Success Criterion 1.3.1: Info and Relationships

Understanding WCAG 2.2 Success Criterion 1.4.3: Contrast (Minimum)
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Write clear headings and page copy

Use headings as an outline and write scannable copy so visitors can navigate sections, understand the page,
and find the next action.

Content editors, reviewers, and page builders

Outline before you edit

Start with the page’s established title and template. Use one clear content title unless the template or a
developer confirms a different structure. Break the page into meaningful sections, then nest subsections under
the section they belong to. A heading with rank 2 can introduce a major section, and rank 3 can introduce a
subsection inside it. Do not choose a heading because its font looks right, and do not skip from H2 to H4 simply
to make text smaller.

Headings should identify the subject of the section. “Project timeline,” “How to register,” and “Download the
quarterly report” are more useful than “Overview,” “More information,” or a row of decorative words.

Example

Good outline: “Campus project update” followed by “What changed,” “Current schedule,” and “Ask a
project question.”

Poor outline: several bold paragraphs with no heading structure, or an H2 followed by an H4 because the
H4 style looks smaller.

Use the editor semantically

In WordPress, use a Heading block and choose its level from the block controls. The editor’s document outline
can help you review the sequence. In Elementor, the Heading widget’s HTML Tag field controls whether the text
is an H1 through H6 or a non-heading element; changing that tag does not have to change its visual styling. Set
the semantic level first, then apply the approved visual style.

Write short paragraphs, front-load the important noun or action, expand abbreviations on first use, and explain a
specialized project term when the audience may not know it. Use lists for steps or requirements, and use link
text that still makes sense when read out of context.

Keep the first sentence useful on its own, especially when the page is summarized in search results or a card.
Prefer “Submit a comment by Friday” to “We would like to remind stakeholders that comments may be
submitted.” Preserve the project’s approved terminology, but add a plain-language explanation when a technical
term cannot be avoided.

Hand off template and component questions

Ask a developer to review the heading structure when a page builder, reusable component, sidebar, accordion,
or card grid adds its own headings. The fixed navigation and footer may use a consistent rank across pages,
while the main content needs to retain a readable outline. The developer should inspect the rendered HTML, not
only the editor view, and check that text remains visible and ordered at zoom and on small screens. If the page
has no usable main title or generates multiple competing titles, stop and request a template decision.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 31 / 102



Automated heading checks can reveal missing or skipped elements, but a human still needs to decide
whether the wording and hierarchy reflect the page’s meaning.

Working checklist

Draft a plain-language outline with a clear page title and nested section headings.

Choose heading levels for meaning, not for font size or visual emphasis.

Use real paragraphs, lists, and purposeful links instead of formatting text to look structured.

Request a rendered-page review when templates, widgets, accordions, or reusable components create
headings.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 2.4.6 Headings and Labels.

WAI Headings Tutorial

WordPress Heading block documentation

Elementor Heading widget documentation

Understanding WCAG 2.2 Success Criterion 2.4.6: Headings and Labels
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Write clear links and download labels

Give links purposeful labels, identify downloads honestly, and send unusual link behavior or document questions
for technical review before publishing.

Content editors, document owners, and website reviewers

Write purposeful link text

Link the words that describe the destination or action. A person scanning only the links should be able to tell
which report, registration form, project page, or external service each one opens. “Read the 2025 project
delivery report” is clearer than “Read more,” and “Register for the community briefing” is clearer than “Click
here.” Nearby sentence or list context can add meaning, but do not make people reconstruct it from a long page.

Example

Good link wording: “Download the campus wayfinding standards (PDF, 2.4 MB).”

Poor link wording: “Click here,” “More,” or five identical “Learn more” links in a card grid.

Do not use a raw URL as the only description when a readable title is available. If several links point to the same
destination, consider combining adjacent image and text links so keyboard and screen reader users do not
encounter duplicate stops.

Describe downloads honestly

For a file link, include the document title and, where useful, its format and size in the visible wording. Format and
size are editorial recommendations that help people decide what will open and how much data is involved;
WCAG 2.2 Success Criterion 2.4.4 requires a discernible purpose in context, not a particular “PDF” or megabyte
suffix. The file itself must still be accessible. A link to an inaccessible PDF is not fixed by adding “PDF” to its
label.

Use the approved document title, verify that the link resolves, and check whether a newer version has replaced
the file. Warn people before opening a new window or external service when that behavior is necessary. Do not
quietly add a new-tab behavior to every link.

Use editor controls and request review

In WordPress, select the descriptive text and use the Link control to add or edit the destination. Review the
visible wording after the link is inserted; do not leave a filename or tracking string as the label unless that is
genuinely the destination’s name. For icon-only links, ask the developer to confirm the accessible name and
visible focus state.

Send the developer a list of links that open new windows, trigger downloads, launch maps, open media, or
depend on JavaScript. The rendered link should be keyboard reachable, have a visible focus indicator, and
expose its purpose and state. Ask the document owner to review the linked file under the standard that fits its
format and delivery context. WCAG also applies to web documents delivered online; PDF/UA provides format-
specific PDF guidance, and WCAG2ICT provides complementary guidance for non-web documents and
software. These standards work together rather than replacing one another.
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Working checklist

Read each link by itself and confirm that its destination or action is clear.

Replace generic repeated labels with specific titles, actions, or context.

Verify the destination, version, file title, and any recommended format or size metadata.

Send downloads, new windows, icon-only controls, and JavaScript-triggered links for technical review.

Sources and standards

Related WCAG criteria: 2.1.1 Keyboard; 2.4.4 Link Purpose (In Context); 2.4.7 Focus Visible.

Understanding WCAG 2.2 Success Criterion 2.4.4: Link Purpose (In Context)

WordPress Link control documentation

Understanding WCAG 2.2 Success Criterion 2.4.9: Link Purpose (Link Only)

Understanding WCAG 2.2 Success Criterion 2.1.1: Keyboard
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Build accessible data tables

Use tables for related data, with captions and real headers. Keep structures simple and request technical help
for complex or very large tables.

Report authors, data owners, and content editors

Choose a table for data

A table is appropriate when people need to compare values across rows and columns, such as project
milestones by campus or meeting dates by location. It is not a layout tool. If the content is a sequence of
instructions, use headings and lists instead. Before building the table, decide what each row and column
represents, write a short caption that names the subject, and identify the units and reporting period.

Example

Good table caption wording: “Construction milestones by campus, updated September 2026.”

Poor table wording: “Data” with unlabeled columns, or a table used only to position a logo and two text
blocks.

Example table

Illustrative project milestones (not live project data)

Project Status

Example library project Design review

Mark a simple table’s structure

In WordPress, use the Table block’s caption and header-section options when they match the data. Mark the
first row or column as a table header in the editor. Keep labels concise and consistent, include units in the
heading or caption, and do not communicate meaning only through color. Check that the table remains
understandable when viewed at high zoom and on a narrow screen.

For simple row and column relationships, the underlying HTML should expose a caption, header cells, and data
cells. A person using a screen reader should be able to move through a cell and understand which row and
column headings apply. If the page builder cannot produce that structure, provide the data in another accessible
form and request a developer review.

When custom HTML is involved and rows and columns both act as headers, use scope="col"  for column
headers and scope="row"  for row headers. A developer should verify the rendered markup, especially if the
editor or a table component transforms the table.
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Check the source before publishing. Remove blank spacer rows, repeated heading rows, unexplained
abbreviations, and decorative symbols that carry no data. Put notes about rounding, missing values, or a
preliminary status directly before or after the table. If a value is unavailable, use a consistent text value such as
“Not reported” and explain it, rather than leaving an empty cell that could be mistaken for zero.

Read the table aloud by following one row from its first heading through its values. If the relationship is difficult
to explain in a sentence, simplify the table or add a short introduction. Do not assume borders, alternating
colors, or centered numbers are enough to tell someone which value belongs to which category.

Hand off complex and responsive tables

Ask the developer to review tables with grouped headers, merged cells, multiple header levels, sortable
controls, or horizontal scrolling. Complex relationships may need explicit header associations in the rendered
HTML. The responsive design should preserve the relationship between each value and its headings; shrinking
text until it becomes unreadable is not a solution. For a large report, consider a concise HTML summary plus an
accessible document or data download that has been reviewed separately.

WAI table guidance concerns data tables. Do not recreate a layout with table markup just because it looks
aligned in the editor.

Working checklist

Confirm the content is comparative data and not page layout or a sequence of instructions.

Add a specific caption, clear row and column labels, units, and reporting period.

Use true header cells and data cells, not bold text and spacing alone.

Request rendered HTML and responsive review for grouped, merged, sortable, or very large tables.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 1.4.10 Reflow; 2.4.6 Headings and Labels.

WAI Tables Tutorial

WordPress Table block documentation

Understanding WCAG 2.2 Success Criterion 1.3.1: Info and Relationships

Publishing guidance reviewed September 12, 2026.
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Create usable forms and registration

Ask only for needed information, label controls visibly, explain requirements, and provide errors people can find
and correct before resubmitting.

Form owners, registration coordinators, content editors, and developers

Design the content and instructions

Start by listing the minimum information needed to register or complete the request. Use a visible label for every
field and put the label above or beside its control. A placeholder is a hint, not a replacement for a label. Explain
required fields, accepted formats, dates, character limits, and what happens after submission before the person
starts. Group related choices with a clear question and keep the order predictable.

Example

Good field wording: “Work email (required). Use an address you check for the confirmation message.”

Poor field wording: “Email” shown only as a disappearing placeholder, or “Invalid input” with no explanation
of the needed format.

Keep registration steps short where possible. If a long process must be split into pages, name each step and
show progress without making people guess what will happen next.

Tell people what information is optional and whether they can save and return later. Avoid asking them to repeat
information that was already entered. If an upload is required, state the accepted file types and a size limit in
advance, and provide a text alternative to any instruction shown in a sample image.

For recognized personal-data fields such as name, email, phone, or address, give the developer the field
purpose so the rendered control can expose an appropriate autocomplete  token. Within the same multi-step
process, reuse information or let people select it instead of asking them to retype it, unless re-entry is essential,
needed for security, or the information is no longer valid. For authentication, request that password managers
and paste remain allowed. If spam protection uses CAPTCHA, ask the developer to review its alternative and test
the complete path.

Plan validation and confirmation

Write error messages that identify the field and the correction, such as “Enter a date in MM/DD/YYYY format.”
Keep the person’s valid entries when validation fails. Provide a summary for multiple errors and place it where
keyboard and screen reader users can find it. After success, confirm what was submitted and what happens
next. A change in the page, an error summary, or a success message must be announced or brought into the
user’s path by the implemented form behavior.

If the site uses Gravity Forms, its official accessibility guidance recommends visible labels, meaningful custom
validation messages, and the built-in error-summary approach. Review the form’s current settings and version
rather than assuming a default makes the entire flow accessible. Never hide required information in color alone.

Hand off interaction and data behavior

Ask the developer to test the complete flow with keyboard only, zoom, and a screen reader. Verify label-to-
control associations, focus order, visible focus, grouped choices, date pickers, upload controls, error focus,
status announcements, and the success path. Controls should be comfortably sized. WCAG 2.2’s 2.5.8 minimum
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is 24 by 24 CSS pixels with exceptions for spacing, equivalent controls, inline targets, unchanged user-agent
controls, and cases where a particular presentation makes that target size essential, such as a dense map or
data visualization, or where a legal requirement constrains it. Aim for 44 by 44 CSS pixels for primary controls
where practical.

Avoid time limits in registration when possible. If one applies, implement the WCAG adjustment or extension
options, or document a valid criterion exception and how users can complete the task. Ask the process owner to
review confirmation, retention, and privacy wording. Accessibility review does not approve collection of data or
create a policy.

Working checklist

Ask only for information required for the registration or request and explain required fields before entry.

Use a visible label, useful instructions, and meaningful grouping for every control.

Provide specific, persistent error messages, an error summary when needed, and a clear success
confirmation.

Request keyboard, zoom, screen reader, date-picker, upload, focus, and status-message testing.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 1.3.5 Identify Input Purpose; 2.1.1 Keyboard; 2.4.7 Focus
Visible; 2.5.8 Target Size (Minimum); 3.3.1 Error Identification; 3.3.2 Labels or Instructions; 3.3.7 Redundant
Entry; 3.3.8 Accessible Authentication (Minimum); 4.1.2 Name, Role, Value.

WAI Forms Tutorial

WAI Forms: Labeling Controls

Understanding WCAG 2.2 Success Criterion 1.3.5: Identify Input Purpose

Understanding WCAG 2.2 Success Criterion 3.3.7: Redundant Entry

Understanding WCAG 2.2 Success Criterion 3.3.8: Accessible Authentication (Minimum)

Gravity Forms: Ultimate Accessibility Checklist

Gravity Forms: Accessibility Guide for Developers

Understanding WCAG 2.2 Success Criterion 2.5.8: Target Size (Minimum)
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Create an accessible Word document

Use Word styles, meaningful alt text, simple tables, and the right checker to create reports, forms, meeting
documents, and design standards that people can navigate.

Document authors and reviewers

Start with structure, not decoration

Write the outline before polishing the page. Give the document one descriptive title, then apply Word's built-in
Heading 1, Heading 2, and Heading 3 styles in a logical order. A larger bold paragraph is only visual formatting;
it does not create a navigable heading for a screen reader. Keep each heading specific enough to make sense in
a list of headings, such as “Meeting agenda” or “Submit a project safety report,” rather than “Overview.”

Use real numbered and bulleted lists, not lines that begin with typed hyphens or numbers. Use a simple data
table only when a table communicates relationships that prose cannot. Give it a header row, avoid merged or
split cells, keep the layout flexible, and do not place a complete page layout inside a table. Put important
information in the document body instead of hiding it only in a header or footer.

Example

For a public meeting packet, use Heading 1: Board meeting packet, Heading 2: Agenda, and Heading 2:

Supporting reports. A bold line that says “Agenda” without a heading style will look right but will not
provide the same navigation.

Make visuals, links, and color carry their meaning

Add alt text to an informative photo, chart, diagram, or screenshot. Describe the purpose and the information a
reader needs, not every visible detail. Mark a purely decorative image as decorative. If a graphic contains
essential words, repeat those words in nearby text instead of making the image the only copy. Use descriptive
link text that still makes sense when someone scans links out of context: “Download the 2026 design standards
(Word)” is useful; “click here” is not.

Do not communicate an approval state, deadline, or safety condition with color alone. Add a word, symbol with a
text label, or a heading. Check contrast for text and meaningful graphics, avoid excessive all-caps and italics,
and leave enough white space for zoom and magnification. Before exporting, accept or resolve tracked changes
and comments that should not be public, and make sure the final filename and document title identify the same
publication.

Use the checker that matches your Word version

Microsoft documents the Accessibility Checker for Word on Windows, macOS, and the web, although command
names and their locations can differ. In desktop Word, look under Review > Check Accessibility  or use the
accessibility status message. Word for the web exposes the same goal through its accessibility tools while you
edit online. The newer Accessibility Assistant described by Microsoft is currently a Windows-only Word feature,
so do not assume a Mac or browser user will see the same pane.

1. Run the checker on the final draft and open every result, including warnings and tips.

2. Fix the source: apply a heading style, add alt text, simplify a table, or rewrite a link.
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3. Save, close, and reopen the file. Check the Navigation Pane, zoom to 200%, and move through the
document with the keyboard.

4. If the document will become a PDF, export from the structured source and continue with the accessible PDF
checks; a Word checker result does not certify the PDF.

Know when to hand off

Ask an accessibility specialist to review a complex form, multi-level table, chart with a dense data story, diagram
with relationships, template with fields, or document that will be reused in many versions. Include the editable
source, intended audience, output formats, and a short list of decisions already made. The reviewer should test
the actual file with keyboard navigation and an assistive technology, not only inspect a screenshot.

Keep a small change note with the file: date, source application and version, checker results, manual tests,
unresolved barriers, and the person responsible for the next review. That record makes the next meeting packet
or report easier to repair without starting over.

Working checklist

Use built-in title and heading styles in a logical order, then review the Navigation Pane.

Confirm that every informative visual has concise alt text and decorative visuals are marked decorative.

Run Word Accessibility Checker in the application and version used to prepare the final file.

Keyboard-test links, lists, tables, and form fields, then inspect the file at 200% zoom.

If exporting to PDF, open the PDF and complete the separate tagged-PDF and reading-order review.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 1.4.3 Contrast (Minimum); 1.4.11 Non-text Contrast; 2.4.4
Link Purpose (In Context); 2.4.6 Headings and Labels; 1.1.1 Non-text Content.

Microsoft: Make your Word documents accessible to people with disabilities

Microsoft: Improve accessibility with the Accessibility Checker

Microsoft: Make your Word documents accessible to everyone with Accessibility Assistant

Microsoft: Everything you need to know to write effective alt text
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Publish an accessible PDF

Create a tagged PDF from a structured source, then verify its reading order, links, forms, and text with
automated and human checks.

PDF authors, publishers, and reviewers

Choose a structured source and export it correctly

Start in the authoring file whenever possible. Use Word heading styles, real lists, simple tables, alt text, and
descriptive links before exporting. Create the PDF with the application's accessibility or tagged-PDF option. Do
not use a system print dialog or “print to PDF” workflow for a public report or form: it can flatten the visual page
and lose headings, reading order, links, or form semantics. Keep the source file so a correction can be made
once and exported again.

Run the source file’s Accessibility Checker first. Microsoft’s export route varies by application and version:

Windows: save a copy in PDF format, open the save dialog’s options and enable document-structure tags
for accessibility. Create bookmarks from headings when useful.

macOS: choose PDF as the file format and select the option for electronic distribution and accessibility
before exporting. This uses Microsoft’s online conversion service. Confirm that sending the document to
that service is permitted, and review Microsoft’s warnings for protected files before proceeding.

Word for the web: use the File menu’s PDF download option, under Save As or Export depending on the

interface. Open the downloaded file and continue the review below.

These routes preserve structure; they do not establish conformance. If your application does not expose a
tagged-export option, ask the document reviewer for an approved method.

Set a meaningful title and primary language, a sensible opening view, and a stable filename. Do not use security
settings that block assistive technology. For a long meeting packet or design standard, add bookmarks from
document headings.

Build the tags and reading order

Tags are the PDF's structure tree. They identify headings, paragraphs, lists, tables, figures, and links so a screen
reader can navigate a logical sequence. Inspect both the Tags panel and the rendered page. Verify two-column
order and sidebar placement, and mark decorative lines and backgrounds as artifacts.

Give meaningful figures alternate descriptions, use table tags with header relationships, and add bookmarks to
long reports. For a form, label each field, set its name, role, and required or optional state, include it in the tag
tree, and set tab order to follow the instructions. A visible underline or rectangle is not a field label.

Example

For a project report with a site photo and “Safety findings” table, tag the photo, headers, and cells, and
place the table after its heading. Keep a decorative page banner out of the reading sequence.
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Inspect long reports, tables, and drawing packets

For a recurring export, fix the report template or export settings instead of manually repairing hundreds of pages
every month. Give a long report a meaningful title, document language, page numbers, and bookmarks that
follow its major sections. Test the table of contents, a representative narrative page, and the first page of each
repeated layout. If the report is generated by a reporting system, ask its owner how tags, headings, table
headers, chart descriptions, and bookmarks are produced.

Tables need real header and cell relationships, not only colored header bands. A chart or map needs a nearby
text summary or data table when its message matters. For a drawing or signage packet, provide a text index with
sheet or section number, title, discipline, revision, and purpose; do not make a color legend, logo, or image-only
annotation the only way to understand the task. Keep detailed drawings for users who need them, but provide an
HTML or text companion for the instructions and key decisions.

BuildLACCD's public library includes both operational checklists and large generated reports. Use the
fillable PDF form guide for interactive controls, and record which page types and repeated components
were actually tested.

Check the PDF as a user

Acrobat Pro's Accessibility Checker or Full Check is a useful defect list. Resolve failures, inspect warnings, and
read the report, but treat the result as evidence for follow-up rather than a compliance certificate. Automated
checks cannot judge whether alt text conveys the right information, whether a table is understandable, or
whether the reading order makes sense.

1. Inspect headings, lists, tables, figures, links, and artifacts in the reading order and Tags panels.

2. Tab through links and form fields; confirm visible focus, labels, order, and error instructions.

3. Use reflow and zoom as separate checks, then copy a sample page and compare extracted text with the
visual page. Text extraction does not prove that reflow is usable.

4. Have a reviewer use a screen reader on a representative section and the main task.

PDF/UA, the ISO 14289 standard for accessible PDF, is distinct from WCAG 2.2. WCAG2ICT is an informative
W3C Group Note for non-web documents and software. Treat it as supplementary, not PDF/UA certification or
WCAG proof; document the evaluated target and scope. Continue with the repair guide if the source is
unavailable or the exported file contains structural defects.

Hand off complex PDFs with evidence

Escalate a PDF with nested tables, charts that require a long description, scanned signatures, multi-column
forms, embedded files, or a reading order that cannot be repaired reliably in the source application. Send the
source, PDF, checker report, page numbers, and the intended task. Ask the specialist to return a repaired file
plus notes that can be applied to the source so the next edition does not repeat the same defects.

Working checklist

Export from a structured source with tagged-PDF output; never use print-to-PDF for the accessible
publication.

Set the PDF title and language, then confirm tags, headings, lists, tables, figures, links, and artifacts.

Check reading order and tab order on representative complex pages, not only the first page.
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Run Acrobat Pro Accessibility Checker or Full Check and manually investigate every warning that affects
use.

Keyboard-test forms and links and compare screen-reader reading with the visual page.

Sources and standards

Related WCAG criteria: 1.1.1 Non-text Content; 1.3.1 Info and Relationships; 1.3.2 Meaningful Sequence; 2.4.3
Focus Order; 2.4.4 Link Purpose (In Context); 2.4.6 Headings and Labels; 4.1.2 Name, Role, Value.

Adobe: Create and verify PDF accessibility with Acrobat Pro

Adobe: Accessibility features in PDFs

Microsoft: Create accessible PDFs

W3C WAI: PDF2, creating bookmarks in PDF documents

W3C WAI: PDF3, ensuring correct tab and reading order in PDF documents

W3C WAI: PDF6, using table elements for table markup in PDF documents

W3C WAI: Techniques for WCAG 2.2, PDF techniques
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Create and publish a fillable PDF form

Turn a structured source into an interactive PDF form with labeled fields, predictable keyboard order, clear
instructions, and a tested alternative path.

Form authors, program owners, and PDF reviewers

Decide whether PDF is the right form

Ask the website team about an HTML form when the task needs validation, status updates, repeated
submissions, or mobile use. A fillable PDF may suit an approved signature workflow or print-ready record. Agree
the format with the form owner before changing an established process. Provide an accessible HTML or Word
alternative when the PDF cannot support the task. A scanned page with blank lines is a static document, not a
fillable form.

Start with the source file and the task instructions. Define each field's purpose, type, required state, allowed
format, and what happens after submission. Group related questions and explain abbreviations before the user
reaches the first field.

BuildLACCD example

The public DES-0003-A1 Project Design Coordination Checklist presents cover-sheet lines and visible YES,
NO, N/A boxes across a 21-page checklist. Printed lines and drawn boxes are not automatically interactive
fields. Verify the exact current download in Acrobat and provide an equivalent alternative if people cannot
complete the checklist with their chosen tools.

Label and structure every control

Use a real text label for every text field, checkbox, radio button, list, combo box, and button. In Acrobat, set a
concise tooltip that says what to enter, not just an internal field ID. Use distinct field names, set the correct
control type and required or optional state, and group radio buttons under one question. Include the controls in
the tag tree and set the tab order to follow the visual and instructional sequence. W3C's PDF techniques call for
interactive controls, labels, required-state information, and name, role, and value information.

Instructions must not live only in placeholder text, color, a symbol, or an underline. State the expected format
before the field, such as “Project ID, 8 digits,” and give errors in text that identifies the field and explains how to
fix it. Do not make a signature image or a drawn checkbox the only input mechanism.

Build from a tagged source and preserve the record

Prepare headings, lists, tables, figures, and link text in the authoring file, then export a tagged PDF. In Acrobat
Pro, use Prepare Form or the form-field recognition tool as a starting point, then inspect and correct each field.
Set the PDF title and language, allow assistive technology in security settings, and keep the editable source and
a change note with the PDF.

For forms that will be reused, maintain a stable form ID and revision label in the file and on the landing page. If
the form is signed or a record, preserve the original and publish a clearly identified accessible copy only through
the responsible records process. Do not flatten an interactive form until the workflow explicitly calls for a static
record.

Test the complete form task

1. Run Acrobat Pro Accessibility Checker or Full Check, resolve failures, and investigate warnings. This is a
defect list, not a conformance certificate.
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2. Use only the keyboard to reach every field, move between grouped controls, enter values, correct an error,
and activate the submit or save action. Confirm visible focus and a logical tab order.

3. Have a reviewer use a screen reader to complete the representative task and confirm each field's label, role,
state, value, and required instruction. An accessibility API or field-property inspection can support this
review, but does not replace the user task. Reopen the saved file and verify values persist.

4. Check zoom and reflow separately, then compare a text extraction sample with the visual page. Check
contrast, dates, numeric formats, calculations, and any conditional fields. Test the HTML, Word, or other
alternative with the same task.

Ask for specialist review when the form has conditional logic, nested tables, signatures, complex calculations,
sensitive records, or a high-consequence deadline. Record the file URL, form ID, revision, tools and versions,
pages and fields tested, result, unresolved barrier, and next review date.

Publish with clear format and status

On the library page, give the form ID, title, confirmed revision or effective date, file type, size, and language. Say
whether a PDF is fillable only after testing it. A useful label is “CP-0100 Request for Information (Word),” with the
verified revision beside it. Do not call every form a PDF or use a row of links that all say “Download.” Offer the
accessible alternative beside the PDF when available.

When a form changes, replace the canonical link deliberately, update the revision metadata, and check old
direct links. Mark a retained prior edition as archived and not for current submissions. Do not silently leave
multiple revisions that look current, and do not call a form accessible solely because an automated checker
reports no errors.

Working checklist

Confirm that PDF is appropriate for the task and provide an equivalent HTML or editable alternative when
needed.

Give every field a visible and programmatic label, distinct name, correct type, required state, and useful
format instruction.

Include fields in the tag tree and set keyboard tab order to match the instructions and visual sequence.

Run Acrobat Accessibility Checker or Full Check, then keyboard-test entry, errors, saving, reopening, and
submission.

Publish the form ID, revision, format, language, size, and current or archived status; keep owner and next
review date in the internal inventory.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 2.1.1 Keyboard; 2.4.3 Focus Order; 2.4.6 Headings and
Labels; 3.3.1 Error Identification; 3.3.2 Labels or Instructions; 4.1.2 Name, Role, Value.

Adobe: Create and verify PDF accessibility with Acrobat Pro

Adobe: Accessibility features in PDFs

W3C WAI: PDF5, indicating required form controls in PDF forms

W3C WAI: PDF10, providing labels for interactive form controls in PDF documents

W3C WAI: PDF12, providing name, role, value information for form fields

W3C WAI: PDF22, indicating when user input falls outside the required format or values

W3C WAI: PDF23, providing interactive form controls in PDF documents

BuildLACCD: Forms library

Publishing guidance reviewed September 12, 2026.
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Repair an existing PDF

Triage a legacy PDF, locate its source, repair OCR, tags, reading order, links, and fields, then document human
verification and remaining risks.

PDF remediators and content owners

Triage before touching the file

Make a working copy and record the filename, date, owner, source application if known, and why the document
is still needed. Check whether text can be selected, whether the file is tagged, whether links and form fields
exist, and whether the PDF is a scan. Then look for an editable Word, presentation, spreadsheet, or page-layout
source. Repairing that source and exporting a fresh tagged PDF is usually more durable than repeating Acrobat
touchups every edition.

Prioritize files that people must use to complete a task, such as a public form, a meeting agenda, a safety
instruction, or a report with a deadline. Do not remove content or alter a signed record merely to make the page
simpler. If the file is a record, preserve the original and create a clearly identified accessible copy according to
the site's records process.

Repair in a logical sequence

1. Text: If it is a scanned PDF, run OCR and proofread the text against the page. OCR makes words selectable;
it does not add headings, table relationships, correct language, or meaningful alt text.

2. Document settings: Set the title, primary language, and a security setting that does not prevent assistive

technology from reading.

3. Structure: Add or correct tags, then inspect reading order. Mark decorative content as artifacts and apply
heading, list, table, figure, and paragraph roles.

4. Meaning: Add concise alt text, create bookmarks from headings for long files, and repair link names and
destinations.

5. Interaction: Label every form field, set required and input information, include fields in the tag tree, and

make tab order follow the instructions.

Example

An image-only meeting agenda may need OCR, a title and language, heading tags for agenda sections, a
corrected two-column reading order, bookmarks, link annotations, and a manual check that dates and
motions are read in order. OCR alone does not complete that repair.

Verify and log the repair

Run Acrobat Pro's Accessibility Checker or Full Check after structural edits. It can identify missing tags,
alternate text, titles, language, tab order, and other likely failures, but a passing panel is not proof that the
document is usable or conforms to WCAG 2.2 AA. Manually inspect every page type and every task the reader
must complete.

Read the Tags tree and a representative page with a screen reader.

Use the keyboard to reach every link and field, and verify visible focus and order.

Use reflow or zoom, copy a passage, and compare extracted text with the visual page.
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Check tables cell by cell, including header announcements and blank or merged cells.

Log the page numbers changed, the source and tool versions, checker results, manual tests, unresolved
limitations, and the next review date. Save the repaired file separately from the original and state which file
should be published.

Escalate when repair is unsafe or ambiguous

Use a specialist for complex tables, mathematical notation, charts whose meaning is not captured by a short
description, forms with conditional logic, damaged character encoding, or a document where the source and
record requirements conflict. Include the original and working copy, a page-by-page defect log, and the user
task. If a reliable repair cannot be completed before publication, provide the clearest accessible alternative
available and record the limitation for follow-up; do not describe the PDF as fully conforming.

Working checklist

Preserve the original and identify the editable source before making repairs.

If OCR was needed, proofread all text and then add structure, reading order, language, and alt text
separately.

Repair tags, headings, lists, tables, figures, links, bookmarks, fields, and tab order in a documented

sequence.

Run Acrobat Pro Accessibility Checker or Full Check, then perform keyboard, reflow, extraction, and
assistive-technology checks.

Record unresolved barriers and send complex tables, charts, forms, or records questions to a specialist.

Sources and standards

Related WCAG criteria: 1.1.1 Non-text Content; 1.3.1 Info and Relationships; 1.3.2 Meaningful Sequence; 2.4.3
Focus Order; 2.4.4 Link Purpose (In Context); 2.4.6 Headings and Labels; 4.1.2 Name, Role, Value.

Adobe: Reading Order tool for PDFs

Adobe: Create and verify PDF accessibility with Acrobat Pro

W3C WAI: PDF7, performing OCR on a scanned PDF document

W3C WAI: PDF3, ensuring correct tab and reading order in PDF documents

W3C WAI: PDF20, using Acrobat Pro Table Editor to repair mistagged tables

Publishing guidance reviewed September 12, 2026.
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Make spreadsheets and presentations accessible

Make Excel data and PowerPoint slides navigable with real headers, meaningful labels, alt text, logical order, and
checks that follow the reader’s task.

Spreadsheet and presentation authors

Give the file a clear map

In Excel, make the first row of each data table a real header row, keep one value per cell, and avoid merged cells,
blank spacer rows, and color-only categories. Give each worksheet a descriptive name and put a short
instruction or summary at the top when the purpose is not obvious. Keep number formats, dates, units, and
formulas consistent so a reader can understand the data without guessing.

In PowerPoint, start with a built-in slide layout. Give every slide a unique title, use short text blocks, and keep the
visual hierarchy consistent. A slide that looks orderly can still read in the wrong order if objects were copied,
layered, or rearranged. Treat notes, embedded media, and charts as content that needs an access plan, not as
decoration.

Make data and charts understandable

Label the meaning behind a chart in text, not only by color, position, or a legend that is difficult to follow. Add a
concise alt text summary for a chart or image and put the important conclusion in nearby text. For a large data
story, provide the source table or a short written analysis. In Excel, use accessible contrast and do not rely on
red and green alone for status; add words such as “On track” and “Needs attention.”

In PowerPoint, open the Reading Order pane and read each slide's objects from top to bottom in the intended
order. Group a complex diagram when a single description is clearer than dozens of shapes. Exclude decorative
objects from the reading order. If a presentation contains audio or video, add captions and provide the media
alternatives described in the video and audio guide.

Example

A project dashboard should say “Permit reviews: 18 complete, 4 pending” in text near its chart. A pie chart
whose only key is red, yellow, and green leaves the conclusion unavailable to a reader who cannot
distinguish those colors or does not perceive the chart.

Check the task, not just the file

1. Run the Microsoft Accessibility Checker in Excel or PowerPoint and fix issues at their source.

2. In Excel, navigate sheets, headers, tables, formulas, filters, and chart alternatives with the keyboard; check

zoom and high-contrast viewing.

3. In PowerPoint, review slide titles and reading order, tab through objects, and confirm that hidden or
decorative objects are not announced.

4. Export a representative PDF only after the source is correct, then inspect the PDF's tags, reading order, and
media links separately.
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Checker results are useful prompts, not proof of WCAG 2.2 AA conformance. A human must decide whether the
data is complete, the sequence is understandable, and the chart or slide can be used without sight, color, or a
mouse.

Hand off dense data and slide design

Ask for specialist review when a workbook has multiple header levels, merged reporting views, pivot tables,
macros, conditional formats that carry business meaning, or charts that require a long description. Escalate a
deck with complex diagrams, animation that changes meaning, embedded dashboards, or a custom template
that changes the reading order. Send the source file, the intended audience, and the key decisions a reader
must be able to make.

Working checklist

Use real Excel table headers, descriptive sheet names, consistent units, and text labels in addition to color.

Use PowerPoint layouts, one meaningful title per slide, concise alt text, and a verified reading order.

Run the application Accessibility Checker and manually navigate representative data and slides with a
keyboard.

Provide captions and equivalent media alternatives for audio or video included in a presentation.

Repeat structure and reading-order checks after exporting a spreadsheet or deck to PDF.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 1.3.2 Meaningful Sequence; 1.4.3 Contrast (Minimum); 1.4.11
Non-text Contrast; 1.4.1 Use of Color; 2.4.6 Headings and Labels.

Microsoft: Accessibility best practices with Excel spreadsheets

Microsoft: Making documents accessible

Microsoft: Create slides with an accessible reading order

Microsoft: Rules for the Accessibility Checker

Publishing guidance reviewed September 12, 2026.
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Publish accessible video and audio

Publish safety clips, meeting recordings, galleries, and podcasts with accurate captions, applicable transcripts,
audio description, and a player people can operate.

Media producers, editors, and publishers

Identify the media alternatives

First identify whether the file is synchronized video with audio, audio-only, or video-only, and whether it is
prerecorded or live. For prerecorded synchronized video with audio, WCAG 2.2 Level A requires synchronized
captions and either audio description or a media alternative for the video. Level AA adds the audio-description
requirement. For prerecorded audio-only, provide an equivalent transcript; a caption track is not required for
standalone audio. For prerecorded video-only, provide a text alternative or an audio track that conveys the
information. Live audio in synchronized media requires captions at Level AA.

These are different deliverables. Captions represent speech and meaningful sounds in time with synchronized
video. A transcript is a complete, readable text alternative and should include speaker changes and relevant
sound or visual information. Audio description voices important visual information during natural pauses. A
transcript alone is not automatically an audio description, and captions do not describe visual-only actions.

Produce captions, transcript, and description

Start with a script or clean transcript, then synchronize captions and identify speakers when that helps. Include
meaningful sounds such as a warning alarm, a door closing, or music that changes the meaning. Review names,
acronyms, numbers, locations, and technical terms. Keep the transcript as HTML when possible so it can be
searched, copied, resized, and read by assistive technology.

For a safety demonstration, describe actions a viewer cannot see, such as “The supervisor points to the red
shutoff lever on the left side of the panel.” If the narration already conveys all important visual information, a
separate audio-description track is not needed. An accompanying transcript is recommended for usability, but is
not a blanket AA requirement for every narrated video. A sign-language version may be useful for the audience;
it is not part of the AA target.

Some Level A media criteria have an exception for clearly labeled media alternatives that convey no more
information than text already provided. That exception does not remove the Level AA requirement to

convey important visual information through audio. Ask a media-accessibility reviewer before relying on an
exception.

Example

A caption may say “[alarm sounds] Leave the work area now.” A descriptive transcript also explains that the
supervisor points to the emergency exit map while saying “use this route.” The caption and description

solve different access needs.
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Publish with an accessible player

Use a player whose controls can be reached and operated by keyboard, whose captions can be turned on, and
whose focus remains visible. Put the title, duration, language, captions, transcript, and any alternative version
near the player. A YouTube, Vimeo, or other hosted video still needs an accessible page around it; an embed
does not transfer responsibility for the surrounding heading, link, transcript, or instructions.

YouTube can generate captions for video, but its own guidance says automatic captions may misrepresent
speech because of accents, pronunciation, dialects, or background noise. Review and edit them in YouTube
Studio before treating them as published captions. For synchronized video, check captions at normal speed,
with sound muted, and with the transcript open. For audio-only, verify the transcript against the recording
instead of assuming a caption track is needed. Also test a direct download or alternate version if the player
cannot expose a required feature.

Hand off production and review

Bring in a captioning or media-accessibility specialist when speech overlaps, the edit has little narration over
important visuals, the content is live, or a safety or instructional video depends on precise timing. Give the
specialist the final cut, script, glossary, speaker names, transcript, intended platform, and a list of visual events
that must be described. Keep caption and transcript files with the source so a replacement YouTube or Vimeo
upload does not lose them.

Record the media type, language, caption and description status, player tested, date tested, and unresolved
issues. A checker cannot judge whether a caption is accurate or whether a visual description preserves the task,
so include a human playback review.

Working checklist

Classify the item as prerecorded or live audio, video-only, audio-only, or synchronized media before

choosing alternatives.

Provide accurate synchronized captions for prerecorded synchronized video with audio, and an applicable
transcript for audio-only media.

Review YouTube or other auto-generated captions against the final synchronized-video audio, including
names, numbers, and meaningful sounds.

Place a complete transcript and clear alternative links near the player and test controls with a keyboard.

Have a media-accessibility specialist review safety, instructional, live, or visually dependent content.

Sources and standards

Related WCAG criteria: 1.2.1 Audio-only and Video-only (Prerecorded); 1.2.2 Captions (Prerecorded); 1.2.3 Audio
Description or Media Alternative (Prerecorded); 1.2.4 Captions (Live); 1.2.5 Audio Description (Prerecorded);

2.1.1 Keyboard.

W3C: Web Content Accessibility Guidelines 2.2, prerecorded and live media criteria

W3C WAI: Making Audio and Video Media Accessible

W3C WAI: Planning Audio and Video Media, captions and transcripts

W3C WAI: Description of Visual Information

W3C WAI: Understanding Audio Description (Prerecorded)

YouTube Help: Use automatic captioning

Publishing guidance reviewed September 12, 2026.
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Manage third-party content accessibly

Evaluate embeds, forms, portals, and vendor widgets as part of the user journey, with an equivalent path and
monitoring when providers change.

Content owners, procurement teams, and web publishers

Inventory the whole user journey

List every external service in the page or document workflow: a YouTube or Vimeo player, registration form,
project gallery, map, document portal, payment step, chat widget, or analytics-driven component. Record the
provider, URL, embed or link method, data collected, owner, and the task it supports. A page can be visually
simple while its most important action is trapped inside an inaccessible iframe.

Test the experience as a visitor who is keyboard-only, zoomed in, using a screen reader, or using captions.
Check headings, labels, focus order, error messages, contrast, language, time limits, downloads, mobile layout,
and whether the service works without a mouse. Review the provider's accessibility statement or VPAT as
evidence to investigate, not as a substitute for testing the configured experience.

Choose and integrate with an equivalent path

Before procurement or renewal, ask whether the provider supports keyboard operation, accessible names and
roles, captions and transcripts, zoom and reflow, accessible form errors, and a documented issue process. Keep
the required information in your own page when practical. For example, introduce a registration form with an
HTML heading and instructions, then provide a plain link to the vendor form and a downloadable accessible
alternative if the embed fails.

Label an iframe with a meaningful title, give the external link descriptive text, and do not place an essential
notice only inside a player or widget. An accessible alternative must provide the same information or task, not
merely a screenshot or a sentence telling people to call someone. Keep the alternate path current when the
vendor changes its URL or workflow.

Example

For a project gallery hosted by a vendor, keep project names, dates, and a text summary on the

BuildLACCD page. Link to the gallery for the visual experience, but do not make the external carousel the
only way to find a project or its description.

Monitor and escalate changes

Set a review cadence based on risk and change frequency. Recheck the first task after a provider release,
embed-code update, or new content upload. Record the URL, date, browser and assistive technology used,
result, and issue reference. If an uncontrolled service introduces a barrier, make the equivalent path prominent
while the provider investigates. Remove, replace, or isolate a component that blocks a core task.

WCAG 2.2 describes a statement of partial conformance for uncontrolled third-party content, but that statement
acknowledges non-conformance and does not turn inaccessible content into an exemption. Do not publish a
broad claim that the site is conformant while a known vendor barrier remains in a covered user journey. Describe
the tested scope and limitations accurately.
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Hand off provider issues with a reproducible case

Send the vendor a short reproduction: page or embed URL, exact task, keyboard steps, focus or announcement
observed, browser and assistive technology, date, and a recording or screenshot only when it does not expose
personal information. Include the accessibility requirement or WCAG success criterion that explains the barrier.
Keep the page owner, procurement contact, and content editor aligned on the workaround and next review date.

Working checklist

Inventory every external player, form, portal, map, widget, and download in the user journey.

Test the configured service with keyboard navigation, zoom, screen reader output, captions, form errors,
and mobile layout.

Provide equivalent information or task access on the first-party page when a vendor component fails.

Record provider version or URL, test date, issue reference, owner, workaround, and next review date.

Describe any partial conformance or limitation narrowly and accurately; do not present it as a legal
exemption.

Sources and standards

Related WCAG criteria: 1.3.1 Info and Relationships; 2.1.1 Keyboard; 2.4.3 Focus Order; 2.4.4 Link Purpose (In
Context); 3.3.1 Error Identification; 4.1.2 Name, Role, Value.

W3C: Web Content Accessibility Guidelines 2.2, third-party content and conformance

W3C WAI: Documenting accessibility support for uses of a web technology

W3C WAI: Developing organizational policies on web accessibility

W3C: Guidance on Applying WCAG 2 to Non-Web Information and Communications Technologies

Publishing guidance reviewed September 12, 2026.
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Build an accessible document library

Organize reports, forms, standards, meeting packets, galleries, and media with descriptive metadata, form IDs,
revisions, useful links, accessible formats, and accountable maintenance routines.

Library owners, editors, and web publishers

Design the library around tasks

Organize by the questions visitors ask: find a current report, complete a form, read a meeting packet, review a
design standard, or watch a safety video. Use page headings and short summaries before the download list. For
simple information, publish an HTML page first and offer a document for printing or record use. A PDF is not
automatically a better format than HTML, and a scan should never be the only copy of essential text.

Give each item a stable title, content type, date or version, language, and short description. Use a filename that
remains meaningful after download, such as 2026-design-standards.pdf , rather than a system-generated
string. Mark a replacement or archive clearly so a visitor does not have to compare several files to find the
current version. For operational forms, expose the form ID and revision in the page heading or summary, not only
inside the file.

BuildLACCD example

The public Forms page groups items by IDs such as “CP-0100 Request for Information”, “CPS-0440 Task
Hazard Analysis”, and “DES-0003-A1 Project Design Coordination Checklist”. Preserve that identifier in the

link text and metadata, then state whether the download is a Word file, spreadsheet, static PDF, or fillable
PDF.

Write useful download links

Make the link text identify the document and format. Include size when it affects a person's decision to
download. “2026 design standards, accessible PDF, 2.4 MB” gives more information than “Download” or “PDF.”
Do not repeat the same generic link label ten times in a list. Put the file format in text, not only in a colored icon,
and do not make an image the only link.

Keep the page heading, link label, file title, and document title consistent. If a file is a form, say whether it is
fillable and whether an HTML or Word alternative is available. If a media item is hosted on YouTube, Vimeo, or
another portal, describe the media and link to its transcript or alternative near the player. For an external portal,
add a short warning that the visitor is leaving the site only when that information helps the task.

Example

Use “November 2026 board meeting packet, accessible PDF, 1.8 MB” and “November 2026 board meeting

packet, HTML agenda”. Avoid a row of links that all say “View document”.
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Track form IDs, revisions, and status

For every reusable form or checklist, maintain a small record with the form ID, exact title, revision or effective
date, owner, source file location, published URL, file type, language, and current status. If the file has a revision
printed in its footer, make the landing page match it. If the owner cannot confirm the revision, mark the item for
review instead of guessing that the newest upload is current.

1. Choose one primary landing-page link and identify the current edition in its label.

2. When replacing a file, update the title, revision, size, language, format, and accessibility-review date
together.

3. Check the old direct URL, search result, saved bookmark, and any page that linked to the old file. If the URL
changed, ask the website team to update links or arrange an appropriate redirect. Download the published
copy while signed out to check that a cached older file is not being served.

4. Move superseded editions out of current-task lists. Label any public retained edition “Archived - not for
current submissions”, and follow the responsible owner's retention process. Do not delete records as part of
routine file replacement.

Do not silently overwrite a signed or record copy. Preserve the original and publish an accessible working copy
only when the responsible owner has defined how the copies relate. Continue with the fillable PDF form guide
when the item includes fields, required states, or submission instructions.

Inventory and maintain every item

1. Keep a content inventory with the public URL, file URL, owner, type, language, publication date, review date,
source file, form or document ID, revision, current or archived status, and accessibility status.

2. Prioritize forms and deadline-driven documents, then reports, standards, meeting materials, project
galleries, and media that receive frequent visits.

3. At each review, open the actual download, check that the title and language are present, run the applicable

checker, and manually test the task.

4. When replacing a file, keep the landing page and link stable where possible, remove duplicate or obsolete
links, and check that old bookmarks do not lead to a missing file.

Do not label an item “accessible” solely because Word, Excel, PowerPoint, YouTube, or Acrobat reported no
automated errors. Record what was tested, by whom, with which tool and date, and what remains uncertain.
Continue with the PDF guide or media guide for format-specific checks.

Hand off library gaps

Escalate a library item when its owner is unknown, the source is missing, a current form cannot be completed by
keyboard, a scanned record needs OCR and structural repair, a media file lacks captions or description, or a
third-party portal is the only route to a core task. Send the public URL, file, source if available, inventory
metadata, user task, test evidence, and a proposed alternative. Keep the item visible only with an accurate note
about its current format or limitation; do not promise compliance or a repair date until the responsible team
confirms it.

Working checklist

Give each item a stable title, clear task summary, format, date or version, language, and meaningful

filename.
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Use descriptive links that identify the document and format, with file size when useful, instead of generic
labels.

Offer HTML or another equivalent path for essential information when a PDF, scan, or vendor portal is
difficult to use.

Maintain an inventory with owner, source, review date, checker result, manual test, and unresolved issues.

Recheck actual downloads, links, captions, forms, and replacement files after each publication change.

Sources and standards

Related WCAG criteria: 1.1.1 Non-text Content; 1.2.1 Audio-only and Video-only (Prerecorded); 1.3.1 Info and
Relationships; 2.4.4 Link Purpose (In Context); 2.4.5 Multiple Ways; 2.4.6 Headings and Labels; 3.2.3 Consistent

Navigation.

W3C: Web Content Accessibility Guidelines 2.2

W3C WAI: Understanding Link Purpose in Context

W3C WAI: Understanding Multiple Ways

Adobe: Accessibility features in PDFs

BuildLACCD: Forms library

W3C WAI: Understanding conformance

Publishing guidance reviewed September 12, 2026.
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Review and publish a website update

A repeatable path from a draft to a checked live page, with a record of what changed and who reviewed it.

Content editors, reviewers and the website team

Use a review step before every release

This is a proposed BuildLACCD publishing procedure. The District should approve the process and assign the
roles before treating it as an operating policy. Small text edits still need a quick check; a new form or document
needs a fuller review.

Keep the request, source files, review results and release note together in the team’s approved tracking system.
A completed checklist is useful evidence of work performed, not proof of WCAG conformance.

Prepare the content and the request

1. Identify the destination. Record the page URL, purpose, content owner and requested publication date.
List every document, image, form or embedded service being added.

2. Choose the right format. Put event details, instructions and short announcements on the web page. Use a

downloadable file when the document format serves a real purpose.

3. Supply accessible source material. Include the editable document, checked PDF if needed, meaningful
link labels, image descriptions and reviewed captions. Do not leave these decisions until upload day.

4. State the review scope. A revised report needs document checks and a download-link check. A form
replacement needs a complete submission test, including errors and confirmation.

Review the preview, then approve it

Use a draft or staging preview before changing the public page. The editor completes the relevant guide’s
checklist. A second person checks the changed content in its page context. Include keyboard use, zoom and a
small-screen view; use specialist testing for complex documents or interactive components.

If a visitor cannot read the information or complete the task, pause the affected update and assign the fix.
Escalate urgent notices to the designated owner for an accessible publication plan. An inaccessible attachment
plus a contact line is not an automatic exception.

The reviewer records either “ready to publish” for the stated scope or “changes required,” with the remaining
issues. Technical changes to templates, plugins or forms go to the website team for testing and a recovery plan.

Publish and check the actual result

1. Publish the approved version. Record the live URL, date, editor, reviewer and a short description of the
change.

2. Open the public page while signed out. Confirm that the correct file downloads, the image description is
present in the rendered page, and links and controls work.

3. Recheck the changed task. Clear a stale cache through the website team if the old version is still visible.

4. Attach the live check results to the release record. If a problem appears, log it and correct or safely roll back
the affected change.

Example release note
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Change: Replaced the quarterly report and updated its download label.
Review: Source document, PDF reading order and download checked; page tested with keyboard and at

increased zoom.
Evidence: Link to the review record and final file version.
Live result: Record the outcome after publication, not before.

Working checklist

The content owner, destination and changed files are recorded.

The applicable content checks and reviewer decision are recorded.

Unresolved barriers have an owner and are not described as fixed.

The live page and final download have been checked after publication.

Sources and standards

W3C WAI: Integrating accessibility into the production process

W3C WAI: Planning responsibilities and monitoring

Publishing guidance reviewed September 12, 2026.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 58 / 102

https://www.w3.org/WAI/planning-and-managing/
https://www.w3.org/WAI/planning-and-managing/plan/


Assign ownership and approve the process

Define who prepares content, who checks it, who fixes barriers and who can make policy decisions.

Program leadership, content owners and the website team

Decisions to make before adoption

The assignments below are a proposed operating model, not an approved District policy or a statement about
existing staff duties. Program leadership should name the responsible people, their backups and an escalation
contact. One person may fill more than one role, but higher-risk work should still receive a separate review.

Approve WCAG 2.2 Level AA as the website’s technical target and define the scope, including documents,
media and third-party user journeys.

Identify the policy approver and the person accountable for maintaining this guide.

Set response and remediation timeframes based on impact, urgency and available resources.

Confirm a monitored way to report barriers and request assistance.

Approve the review schedule, record-retention rules and staff training plan.

Any legal determination about obligations or exceptions belongs with the District’s authorized policy and legal
personnel.

Assign these responsibilities

Proposed responsibilities for BuildLACCD content

Role Owns

Program owner The annual improvement plan, cross-team decisions,
resources and progress reviews.

Content owner Accuracy, timeliness, accessible source material and
approval of the message.

Content editor Page structure, links, image alternatives, uploads and the
first publishing check.

Reviewer An independent check of the changed content and a
recorded publication decision.

Website team Templates, navigation, forms, media players, plugin changes
and technical remediation. Dirango can support this role
within the agreed scope.

Accessibility lead Issue triage, specialist support, review records, staff
guidance and progress reporting.

Policy approver Policy adoption, resources, escalation decisions and any
formally authorized exception process.

Procurement lead The District procurement review, supplier requirements and
authorized purchasing decisions.
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Make the handoff specific

A request that says “make this accessible” leaves too much open. Send the page or file, the intended task, the
problem encountered and any deadline. Identify which parts have already been checked and which need
specialist review.

Example handoff

“The event page copy and headings are ready. The registration service opens in an embedded frame, but I
cannot reach its Submit button with Tab. Please check keyboard operation and the confirmation step

before the page is released.”

Do not ask editors to add unfamiliar ARIA attributes or patch theme code. Equally, do not assume a developer
can invent the correct description of a project photograph or validate the facts in a financial report.

Give each role the right training

New editors should practice on a draft page containing a heading, image, document link and event notice.
Document authors should practice exporting and checking a report. Reviewers need a repeatable keyboard and
zoom test. The website team needs component-level and assistive-technology testing skills.

Keep approved templates and example files in a shared location. Revisit training when the editor interface
changes, a recurring issue appears or a new content type is introduced.

Working checklist

A named owner and backup exist for each responsibility.

The technical target, scope and policy approver are confirmed.

The assistance channel is monitored and the escalation path is documented.

Staff can find the approved templates and review records.

Sources and standards

W3C WAI: Assigning accessibility responsibilities

W3C WAI: Planning and managing accessibility

Publishing guidance reviewed September 12, 2026.
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Keep accessibility in the maintenance routine

Review new content, retest technical changes and keep evidence that makes the next review easier.

Website maintainers, reviewers and program leadership

Adopt a practical review schedule

The schedule below is a recommendation for BuildLACCD to approve and resource. These intervals are not
WCAG requirements. Increase review frequency for deadline-sensitive notices, frequently changing content or
repeated failures.

Recommended review cadence

When Review

Every content update Changed page, media and downloads before publication,
followed by a live check.

Every technical release Affected templates and complete user tasks, including
keyboard, focus, errors and responsive behavior.

Monthly Recent uploads, broken links, upcoming and expired events,
and open accessibility issues.

Quarterly A representative sample of reports, forms, galleries, media
and third-party journeys; recurring issues and training
needs.

Annually and after a major redesign A broader evaluation against the selected standard, with
manual and assistive-technology testing, plus a review of
policy and guidance.

Treat plugin and template updates as releases

Before changing Elementor templates, a gallery, Gravity Forms or another shared component, identify the pages
and tasks it affects. Use a staging environment and preserve a recoverable version. Test the component with
representative content and interaction states.

Check menus, keyboard focus, mobile reflow and any sticky content.

For forms, test required fields, invalid input, correction and successful submission in an approved test
environment.

For galleries and media, test every control and the way focus enters and leaves the viewer.

Run automated checks, investigate flagged items and record manual test results.

Repeat the relevant checks after deployment. A staging pass does not establish that the production
configuration, cached page or embedded service works the same way.

Keep evidence that can be compared

Save the date, environment, page URLs, file versions, test method and scope. For automated scans, retain the
tool and version, ruleset, raw output and any exclusions. For manual tests, record the browser, assistive
technology where used, steps and observed result.
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Track each confirmed issue from discovery through assignment, repair and retest. Report open barriers and
affected user tasks, not only a score or percentage. A decrease in scan findings can reflect a smaller sample
rather than a better website.

Use analytics to help prioritize heavily used pages, but do not exclude low-traffic content that supports
important services. Review feedback and accommodation requests as additional evidence.

Maintain the guide as well as the website

Assign an owner to review this guide when WCAG guidance, authoring tools or site components change. Keep a
short revision history describing substantive changes. Replace obsolete screenshots and verify source links.
Record the next scheduled review in the team’s tracker.

Check the public accessibility statement against actual evidence. It should describe the scope, known
limitations and a usable feedback route without claiming that a clean automated scan proves complete
conformance.

Working checklist

The approved review calendar has named owners.

Technical changes have a test scope and recovery plan.

Production checks and raw evidence are retained.

Open issues, source guidance and the accessibility statement are reviewed.

Sources and standards

W3C WAI: Sustaining accessibility

W3C WAI: Conformance evaluation and reports

W3C WAI: Developing an accessibility statement

Publishing guidance reviewed September 12, 2026.
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Report a barrier and arrange alternative access

Capture the problem, help the person complete their task and keep the issue open until the fix is checked.

Staff handling feedback, content owners and the website team

Start with the person’s task

If someone cannot use a page, document or form, ask what they are trying to do and which format or contact
method would help. Do not require a diagnosis, medical information or a screenshot before offering assistance.
A report in plain language is enough to begin.

The District should designate the monitored intake channel, responsible staff and response timeframes. Until
those are approved, do not publish invented commitments or an unmonitored accessibility email address. For
current contact options, use the BuildLACCD contact page; staff should route the request to the appropriate
owner.

Create an actionable issue record

Location: page URL, document title and version, or the embedded service.

Task and barrier: what the person was trying to do and what prevented it.

Reproduction: steps and relevant browser or assistive technology, if known. Do not make technical details a
condition of help.

Impact and urgency: affected service, deadlines and whether an alternative route works.

Ownership: assigned person, next action, target date and current status.

Evidence: test results, repair details, retest result and closure date.

Keep personal contact details in the approved private system, separate from public release notes. Record only
what is needed to resolve the request and follow the District’s retention rules.

Prioritize by user impact

A form that cannot be submitted or a notice that cannot be read may block an essential task. Escalate those
barriers promptly, especially when a deadline is approaching. A confusing link or image description still needs
attention, even if an automated tool does not flag it.

Assign a correction owner and a realistic target date. If a third-party service is involved, keep a BuildLACCD
owner on the issue while working with the supplier. Do not close the record simply because a vendor ticket was
opened.

Example issue description

“On the event registration page, keyboard focus disappears after the email field. I cannot reach the

registration button. The event closes for registration this week. Please provide an accessible registration
route and investigate the form.”
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Provide assistance while the repair is underway

Depending on the need, provide an accessible HTML version, a checked document, a corrected transcript or
staff assistance through a method the person can use. Preserve the same essential information and opportunity
to participate. Confirm that the alternative actually works for the requester.

Alternative assistance does not by itself make the inaccessible page conform to WCAG. Nor does an internal risk
acceptance waive accessibility obligations. Any formal exception needs review by the District’s authorized
decision-maker, with the rationale, affected content, available alternative, owner and review date documented.
Editors should not decide that older files are automatically exempt.

Retest before closing

Repeat the original task after the fix. Check the affected page or final file, not only the source. Record the result
and, where appropriate, let the requester know what changed and how to obtain further help. Keep unresolved
limitations visible to the responsible team.

Working checklist

The blocked task and location are recorded.

An owner is assigned and urgency is assessed.

An accessible assistance route is offered where needed.

The repair is retested and the outcome is recorded.

Sources and standards

W3C WAI: Accessibility statements and feedback mechanisms

W3C WAI: Ongoing feedback and monitoring

Publishing guidance reviewed September 12, 2026.
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Check a page with keyboard, zoom and a screen reader

A first review for editors, plus the tests that need a trained reviewer. Check the whole task, not just how the
page looks.

Editors, reviewers and the website team

Choose a real task to test

Open the page preview and decide what a visitor needs to do: read an event notice, open a report, move through
a gallery or register. Check the final public version again after publication. These checks find common barriers;
they are not a complete conformance audit.

Record the URL, date, browser, viewport and result. If a step fails, describe what happened and send it to the
responsible editor or website team. Do not simply mark the entire page “inaccessible” without identifying the
blocked task.

Put the mouse aside

1. Reload the page. Press Tab to move forward and Shift+Tab to move back. Every interactive control should be
reachable in a sensible order.

2. Look for a visible focus indicator. Make sure cookie notices, sticky headers or floating controls do not

completely hide the focused item.

3. Use Enter for links and Enter or Space for buttons. Menus and other complex controls may also use arrow
keys.

4. Open and close any menu or gallery viewer. Escape should close a dialog where that behavior is supported;
focus should return to a sensible place.

5. Complete the intended task without getting trapped. Test errors and confirmation for a form in an approved

test environment.

Some browsers, especially on macOS, have keyboard-navigation settings that affect which controls receive Tab
focus. Confirm those settings before interpreting skipped controls as a site defect.

Increase text size and narrow the page

Check browser zoom at 200% for clipped text, overlap and lost controls. For reflow, test a viewport 320 CSS
pixels wide, or start with a 1280-CSS-pixel-wide viewport and zoom to 400%. Ordinary paragraphs should not
require scrolling both horizontally and vertically. Content that genuinely needs two-dimensional layout, such as a
data table, has specific exceptions.

Try the page on a small screen too. Confirm that links are comfortable to activate and that orientation is not
unnecessarily restricted. A narrow-screen test is useful, but does not replace zoom and text-resize checks.

Review meaning as well as appearance

Read the headings as an outline. Check that link labels identify their purpose and that essential event
information is outside the flyer image. Ask whether an image description supplies the information its context
requires. For video, review captions for accuracy and determine whether important visual information needs
audio description.
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Check text and control contrast using a measurement tool. Normal text generally needs 4.5:1; large text has a
3:1 threshold. The example tools include a solid-color contrast check. Image backgrounds, hover states and
gradients need additional inspection.

Add trained and automated testing

A trained reviewer should check headings, landmarks, links, form labels and status announcements with a
screen reader, then complete the main task. Record the browser and screen-reader combination. Merely hearing
the page read aloud does not establish that its structure and controls are accessible.

Run an automated scanner on the same page and interactive states. Confirm each finding, investigate items
needing manual review, and retain the results. Automated tools cannot reliably judge the quality of every
description, caption, reading order or interaction. Combine their output with manual testing and, where practical,
feedback from people with disabilities.

Working checklist

The main task works with a keyboard and visible focus.

Content remains usable at increased zoom and a narrow viewport.

Headings, descriptions, link labels and media alternatives make sense.

Manual checks, scanner results and unresolved issues are recorded.

Sources and standards

Related WCAG criteria: 2.1.1 Keyboard; 2.1.2 No Keyboard Trap; 2.4.7 Focus Visible; 2.4.11 Focus Not Obscured

(Minimum); 1.4.4 Resize Text; 1.4.10 Reflow.

W3C WAI: Easy Checks, a first accessibility review

W3C: Understanding Reflow

W3C: Understanding Focus Not Obscured

W3C WAI: Conformance evaluation

Publishing guidance reviewed September 12, 2026.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 66 / 102

https://buildlaccd-accessibility-review.pages.dev/tools/
https://www.w3.org/WAI/test-evaluate/preliminary/
https://www.w3.org/WAI/WCAG22/Understanding/reflow.html
https://www.w3.org/WAI/WCAG22/Understanding/focus-not-obscured-minimum.html
https://www.w3.org/WAI/test-evaluate/conformance/


Understand the WCAG 2.2 AA target

What the standard means, what changed in 2.2 and what this publishing guide can and cannot establish.

Everyone contributing to the website

AA includes both A and AA requirements

WCAG is the Web Content Accessibility Guidelines, published by W3C. This guide uses version 2.2, Level AA as
its technical target. Level AA conformance requires meeting all applicable Level A and AA success criteria,
including those that require human evaluation.

The target applies to complete pages and complete processes. A usable event page does not make its
registration journey accessible if the next step cannot be completed. Third-party content and downloadable
documents need attention too.

The articles translate common publishing tasks into practical steps. They do not replace the full standard, a
scoped accessibility evaluation or the District’s policy decisions.

What 2.2 adds to the team’s checks

WCAG 2.2 adds six A or AA success criteria to the 2.1 requirements. These affect components as well as
editorial choices:

Focus not obscured (2.4.11, AA): author-created content must not completely hide a component when it

receives keyboard focus.

Dragging movements (2.5.7, AA): provide a single-pointer method that does not require dragging, unless
an exception applies.

Target size (2.5.8, AA): pointer targets generally need to be at least 24 by 24 CSS pixels, or meet an
exception such as sufficient spacing. Inline text links have an exception. This guide recommends larger, 44-
pixel controls where practical.

Consistent help (3.2.6, A): repeated help mechanisms should appear in a consistent relative order.

Redundant entry (3.3.7, A): do not make people enter the same information again in the same process
when it can be supplied or selected, subject to the criterion’s exceptions.

Accessible authentication (3.3.8, AA): avoid cognitive-function tests such as memorizing or transcribing
information unless an allowed alternative, assistance mechanism or exception applies.

The old Parsing criterion, 4.1.1, is removed in 2.2. Invalid markup can still cause failures under other criteria. The
three new AAA criteria are not part of an AA target.

Separate requirements from working preferences

WCAG sets testable outcomes. The way the team achieves them can vary. Descriptive headings and usable
keyboard controls address accessibility requirements. A second-person review, monthly link check or preferred
file-naming pattern is a recommended procedure that helps maintain those outcomes.

Each article lists relevant WCAG criteria where useful. The list is a cross-reference, not a complete checklist or a
certification for that content type. Document accessibility also needs format-specific checks; a PDF/UA check
and a WCAG evaluation do not establish identical things.
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Be precise about what has been verified

Use statements such as “the listed pages were tested on this date with these methods” rather than “100%
accessible.” Preserve the test scope, results, limitations and outstanding issues. Do not treat this guide, an
accessibility widget or a clean automated scan as evidence that the whole website conforms.

Before publishing a conformance claim, obtain a documented evaluation covering the claimed scope and have
the statement reviewed by the responsible District owner.

Working checklist

The target version, level and scope are clear.

Both editorial content and complete interactive tasks are included.

Recommended procedures are not presented as WCAG requirements.

Any conformance statement matches documented evaluation evidence.

Sources and standards

W3C: Web Content Accessibility Guidelines 2.2

W3C WAI: What is new in WCAG 2.2

W3C: Understanding Target Size (Minimum)

W3C WAI: Conformance evaluation and reports

Publishing guidance reviewed September 12, 2026.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 68 / 102

https://www.w3.org/TR/WCAG22/
https://www.w3.org/WAI/standards-guidelines/wcag/new-in-22/
https://www.w3.org/WAI/WCAG22/Understanding/target-size-minimum.html
https://www.w3.org/WAI/test-evaluate/conformance/


Record: Policy and responsibility approval

Record the approved scope, people, resources and effective date.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Decision

Choose the actual outcome.

Choices: Not yet decided; Changes requested; Approved for
stated scope.

Response:

Policy and handbook version

Identify the exact documents considered.

Response:

Technical target

Confirm the adopted standard and any applicable document
or procurement requirements.

Response:

Owners, backups and authority

Assign the roles in the charter, including the policy approver,
program owner, accessibility lead and publishing team. Name
backups and decision limits.

Response:

People, time and tools

Record committed or identified capacity accurately, including
what is still awaiting allocation.

Response:

Approving authority and approval reference

Record the authorized person and their actual approval
record. Entering a name here is not a signature.

Response:

Effective date

Complete only after approval.

Response:

Next policy review

Confirm the next review date.

Response:

Decisions still open

Include scope exclusions, service targets, records retention
and resourcing decisions.

Response:
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Record: Governance meeting and decisions

Retain decisions, owners and follow-up from a real meeting.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Attendees and roles

Include the policy approver or delegate, program owner,
content owner, website team and accessibility lead as
relevant.

Response:

Agenda

Review barriers to essential tasks, overdue work, resource
decisions and training.

Response:

Decisions and rationale

Record what was agreed, by whom and within which authority.

Response:

Actions, accountable owners and dates

Use one line per action. Link the relevant issue or plan ID.

Response:

Resources or escalations

Identify funding, staff time or approval needed.

Response:

Next meeting or review

Use the agreed date.

Response:
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Record: Annual accessibility improvement plan

Turn priorities into activities with owners, resources and acceptance evidence.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Plan period

Record start/end dates and review cadence.

Response:

Baseline and source date

State known evidence, scope limitations and unresolved
findings.

Response:

Activities and milestone mapping

For each activity: ACMM ID, deliverable, owner, resources,
target date, dependencies and acceptance evidence.

Response:

Priority and rationale

Consider essential tasks, user impact, frequency and
dependencies.

Response:

Approval and effective date

Reference the actual decision; leave unapproved items
explicit.

Response:

Progress review and changes

Record actual reviews, decisions and any revised targets.

Response:
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Record: Site, application and dependency inventory

Describe each service and its content, ownership, dependencies and review coverage.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Service name and URL

Include separate subdomains, apps and third-party steps.

Response:

Purpose and essential user tasks

Who uses it, how often and what they need to complete.

Response:

Business, content and technical owners

Identify the vendor and District owner separately.

Response:

Content and dependencies

List key templates, downloads, forms, media, plugins, embeds
and offsite journeys.

Response:

Assessment coverage and date

State tested pages/states, tools, manual methods and
untested areas.

Response:

Known barriers and assistance route

Link issue IDs and the monitored assistance route.

Response:

Refresh trigger and next review

Use a confirmed cadence plus ownership/content/vendor
change triggers.

Response:
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Record: Publishing and release acceptance

Keep the request, tests, decision and production check together.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Change and affected items

List URLs, document revisions, templates, components and
dependencies.

Response:

Requester and content approval

Reference approval of accuracy and intended behavior.

Response:

Automated tests

Tool/version, environment, scope, date and result file; include
incomplete/manual-review items.

Response:

Manual and assistive-technology checks

Actual keyboard/focus, zoom/reflow, forms, screen-reader
and document tests, with browser/AT versions.

Response:

Findings and unresolved items

Link issue IDs, impact, owner, deadline and any authorized
interim access plan.

Response:

Review decision

A decision applies only to the stated change and tested
scope.

Choices: Not yet reviewed; Changes required; Accepted for
stated release.

Response:

Acceptance reviewer and evidence

Reference the authorized reviewer and their actual decision.

Response:

Publication and recovery

Actual release time/version, recovery reference and
production smoke-check outcome.

Response:
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Record: Manual accessibility test

Record a reproducible user task, environment, result and retest.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

User task and expected result

Describe a complete task, including errors and recovery
where relevant.

Response:

Browser, device and assistive technology

Record actual versions, viewport and input method. State any
tools not used.

Response:

Test steps

Number the actions so another tester can reproduce them.

Response:

Observed behavior and user impact

Record what actually happened, not just pass/fail.

Response:

Result

Choose only after testing.

Choices: Not tested; Passed for tested case; Barrier found;
Needs specialist review.

Response:

Issue, fix and retest reference

Connect the original observation to the actual later result.

Response:
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Record: Scheduled monitoring cycle

Retain a scan and review cycle with its scope and resulting actions.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Cycle type

Use the approved monitoring plan.

Choices: Weekly quick review; Monthly comprehensive
review; Quarterly manual review; Annual evidence review;
Triggered review.

Response:

Planned date

Use the actual schedule.

Response:

Completed date

Leave blank until performed.

Response:

Scope tested and omitted

List URLs/templates/assets and explain exclusions,
inaccessible targets or interrupted scans.

Response:

Tools and environments

Include versions and manual test methods.

Response:

Results and changes since last cycle

Separate confirmed barriers, incomplete tests and advisories;
compare equivalent scope.

Response:

Actions and owners

Create issue IDs, assign priority/target dates and record
escalation.

Response:

Next cycle and reviewer

Confirm who will perform it and where the evidence is
retained.

Response:
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Record: Accessibility issue and retest

Track a barrier from discovery through verified closure.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Discovery source

Audit, user report, publishing review, monitoring or vendor
evidence.

Response:

Barrier and user impact

Describe the affected task and who may be prevented from
completing it.

Response:

Reproduction steps and environment

Include the URL/state, browser/AT version and
expected/actual behavior.

Response:

Priority

Apply the agreed impact and urgency definitions.

Choices: Not yet triaged; Urgent: essential task blocked;
High: major difficulty; Normal: limited barrier; Needs
investigation.

Response:

Assigned owner and target date

Record the accountable person, dependencies and agreed
date.

Response:

Status

Deployment and verified closure are separate stages.

Choices: Open; Triaged; In progress; Fixed in code; Deployed,
retest pending; Verified closed; Deferred with approved
access plan.

Response:

Remedy and interim access

Describe the fix or linked approved alternative-access plan.

Response:

Retest and closure decision

Date, tester, environment, observed outcome and closure
reviewer.

Response:
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Record: Accessibility feedback and assistance

Track a request through an approved private channel and retain the service outcome.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Received date and channel

Use a case reference instead of personal contact details.

Response:

Page, file and difficulty

Ask only for the information needed to understand and
resolve the barrier.

Response:

Acknowledgment and assigned owner

Record actual acknowledgment time, owner and agreed next
update.

Response:

Assistance provided

Describe the accessible alternative and whether it enabled
the requested task.

Response:

Linked issue and escalation

Connect the request to technical/content remediation and any
escalation.

Response:

Outcome and closure

Record follow-up, user confirmation if available and any
unresolved limitation.

Response:

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 77 / 102



Record: Interim alternative-access plan

Prepare an item-specific plan for authorized District review.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Affected item, barrier and essential task

Explain who is affected and which information or service is
unavailable.

Response:

Equivalent method and availability

Describe how the user will obtain the same information or
complete the task in a timely way.

Response:

Responsible contact and coverage

Use the District-approved monitored channel and backup
coverage.

Response:

User-task verification

Test the alternative, including turnaround and any extra steps
or costs.

Response:

Remediation owner and plan

Record the intended correction, dependencies and target.

Response:

Authorized decision and basis

Record the actual approval/reference. A deferral is not a
conformance result.

Response:

Distribution and confirmation

Record the exact plan version, recipients or roles, date,
approved channel and acknowledgment or follow-up.

Response:

Review or expiry date

Reassess before the plan expires.

Response:

Outcome and closure

Record the permanent fix or renewed authorized decision.

Response:
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Record: Document or media publication review

Record the source, accessibility checks and approved public version.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Document/media ID, title and revision

Include source format, final format, language and published
destination.

Response:

Disposition

Retirement requires the content/records owner to confirm
retention and dependencies.

Choices: Not yet decided; Create accessible source; Repair
and retain; Publish accessible HTML equivalent; Retain with
approved interim access; Retirement review required.

Response:

Checks completed

For documents: structure, reading order, tables, figures, links,
forms and language. For media: captions, transcript, visual
information and player.

Response:

Human review and environment

Include real reading order, keyboard/form use or full-duration
media review as applicable.

Response:

Remaining problems

Record incomplete tests and issue IDs.

Response:

Reviewer and accepted version

Reference the actual owner/reviewer decision and exact file.

Response:

Final public download/player check

Verify the released version, link label and usable alternative;
record actual result.

Response:
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Record: Training attendance and practical assessment

Retain what was taught, who attended and what each person demonstrated.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Session, role and materials version

Use the approved role-based curriculum.

Response:

Trainer and actual delivery date

Record delivery only after it occurs.

Response:

Attendees and roles

Use approved internal identifiers if needed; do not include
accommodation or medical details here.

Response:

Practical exercise

Identify the draft page/file, task and expected performance.

Response:

Observed results

For each participant: demonstrated skill, assistance needed,
untested skills and review outcome.

Response:

Follow-up, owner and date

Provide practice/retraining and a review date where needed.

Response:

Ongoing opportunities

Record the next session, onboarding route and triggers for
refresher training.

Response:
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Record: Vendor and procurement accessibility review

Document the use case, evidence, testing and District procurement decision.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Product, supplier and version

Include renewal/adoption context and the responsible District
purchaser.

Response:

Expected usage and user tasks

Identify users, essential tasks, integration, frequency and
impact of a barrier.

Response:

Supplier evidence requested/received

Record the Accessibility Conformance Report/VPAT version,
scope, date and limitations; a VPAT alone is not acceptance.

Response:

Evaluation and findings

Record representative testing and gaps between supplier
claims and actual use.

Response:

Supplier remediation commitments

Track agreed owner, dates, retest and support route;
proposed contract terms need authorized review.

Response:

District procurement decision and conditions

Record actual authority and rationale; include any linked
alternative-access plan.

Response:

Renewal/change review trigger

Define what new versions or service changes require
reassessment.

Response:
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Record: Communication or event accessibility review

Plan accessible information, registration, materials and assistance.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Communication or event, audience and channels

Include the actual date, format, venue/platform and content
owner.

Response:

Ongoing communication plan

For recurring internal communication, record audience,
message, owner, approved channel, frequency or trigger,
planned dates and evidence of actual distribution.

Response:

Before release/event checks

Accessible invitation/page, documents, registration, captions
and accommodation-request route.

Response:

Delivery responsibilities and checks

Name the host, content reviewer, caption/support provider
and backup where applicable.

Response:

Requests and changes

Use private case references; record decisions and fulfillment
without sensitive details.

Response:

Post-event or campaign review

Check recordings, transcripts, published materials, feedback
and follow-up actions.

Response:
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Record: Role onboarding and accessibility responsibilities

Give each incoming staff member the responsibilities, tools and practice for their role.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Role and manager

Record the specific job/process responsibilities, without
inferring an HR assignment.

Response:

Responsibilities and escalation

Confirm content, review, publishing, testing or procurement
authority and the backup.

Response:

Tools and approved resources

Record individual permissions, source templates, guide links
and assistance route.

Response:

Training and practical demonstration

Reference attendance, exercise results and supervised first
work.

Response:

Manager review and follow-up

Record actual signoff, remaining training and review date.

Response:
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Record: Assessment evidence and distribution review

Map completed records to ACMM dimensions and track their actual distribution.

Use these prompts in your team’s tracker or complete the editable form on the microsite. This PDF contains
printable prompts.

Record ID

Use the ID from your approved tracker.

Response:

Activity date

Record the date the activity actually happened.

Response:

Prepared by

Name and role of the person creating this record.

Response:

Scope and version

Identify the site, page, asset, process or staff group and the
version covered.

Response:

Supporting evidence

Add approved storage links, filenames, dates and versions.
Keep personal or sensitive information in the approved
system.

Response:

Milestones and applicability

List ACMM IDs and any District/BDO-approved exclusions
with rationale.

Response:

Evidence in each dimension

Process/procedures; documentation; resources; scope/scale;
responsibility/authority. Cite dated records for each.

Response:

Evidence gaps and owners

Keep missing, historic, unverified and current evidence
distinct.

Response:

Rating proposal and reviewer decision

Record proposals separately from accepted ratings; include
rationale and decision authority.

Response:

Distribution and receipt

Record recipient, actual sent date, exact package version and
acknowledgment.

Response:

Follow-up owner and next review

Confirm remaining actions and the next evidence collection
date.

Response:
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Worksheet coverage and remaining actions

Each link identifies prepared support. District-specific scope, actual implementation and evidence in all five
maturity dimensions remain necessary. Applicability and ratings require the authorized assessment review.

Goal 1: Governance

Materials and remaining action for Goal 1

Worksheet milestone Prepared support District action and evidence

1.1
Include accessibility
in policy and
procedures

Adopt an accessibility charter and assign
ownership

Assign ownership and approve the process

Understand the WCAG 2.2 AA target

Records: Policy and responsibility approval.

Confirm the covered services, accessibility
target, decision authority, resources, review
cycle and effective date; retain the actual
approval.
Scope: The handbook supplies a policy draft
and role model. District adoption and scope
decisions remain to be made.

1.2
Establish accessibility
governance and
regular decisions

Adopt an accessibility charter and assign
ownership

Assign ownership and approve the process

Records: Governance meeting and decisions;
Policy and responsibility approval.

Confirm the policy approver or delegated
sponsor, program owner, membership,
decision rights, meeting cadence and backup,
then record decisions and assigned actions.
Scope: No governance membership or
meeting schedule is assumed by these
materials.

1.3
Create an annual
accessibility
improvement plan

Build the annual plan and evidence report

Schedule monitoring and manual tests

Records: Annual accessibility improvement
plan.

Review current scope and evidence, prioritize
activities, assign owners and resources, set
approved target dates and define completion
evidence.
Scope: The plan template is preparation
support; it does not establish an approved plan
or committed resources.

1.4
Collect and submit
evidence for annual
reporting

Build the annual plan and evidence report

Schedule monitoring and manual tests

Records: Assessment evidence and
distribution review; Scheduled monitoring
cycle.

Define the evidence owner, source locations,
annual review and submission route;
distinguish current, historic, sampled and
missing evidence.
Scope: Reporting guidance covers the
BuildLACCD publishing scope and does not
establish District-wide evidence coverage.

Goal 2: Instructional materials

Materials and remaining action for Goal 2

Worksheet milestone Prepared support District action and evidence
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Worksheet milestone Prepared support District action and evidence

2.1.1
Create accessible
educational
documents and
communications

Create an accessible Word document

Publish an accessible PDF

Make spreadsheets and presentations
accessible

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review.

Define document types, author guidance,
review responsibilities and publishing routes
for educational materials, then adapt the
referenced checks.
Scope: The document guides address public
BuildLACCD material; instructional content,
academic workflows and ownership need
District confirmation.

2.1.2
Review educational
documents and
communication
materials

Repair an existing PDF

Build an accessible document library

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Inventory educational documents and
communication materials, prioritize by user
task and impact, identify editable sources, and
assign repair, replacement or retirement
decisions.
Scope: Lifecycle steps can inform the work,
but educational communications, inventory
and prioritization processes are not defined
here.

2.1.3
Create accessible
educational video and
audio

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review.

Define media requirements at planning,
production and publication, including accurate
captions, transcripts and descriptions of
meaningful visual information.
Scope: The media guide is general publishing
support; course production, academic review
and responsible units need confirmation.

2.1.4
Review and remediate
existing educational
video and audio

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Inventory existing educational media, select
priorities, review the full asset and player, then
assign correction, replacement or retirement.
Scope: The handbook does not supply an
educational media catalog or a course-specific
review schedule.

2.1.5
Evaluate eTextbooks
and Open Education
Resources

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Records: Vendor and procurement
accessibility review.

Define evaluation criteria and representative
reading tasks for eTextbooks and OER, review
supplier evidence, and document adoption
decisions and barriers.
Scope: Procurement guidance covers general
ICT review. Academic content evaluation, OER
selection and teaching use require a separate
District process.

2.1.6
Review student-
facing content in LMS
and secured sites

District-specific material needed. Confirm the covered learning platforms,
course-content types, access controls, review
roles and accessible remediation route; then
create platform-specific procedures.
Scope: The current material covers public
BuildLACCD publishing and does not describe
secured LMS or course-site workflows.
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Worksheet milestone Prepared support District action and evidence

2.1.7
Maintain accessibility
statements for course
content

Keep accessibility in the maintenance
routine

Understand the WCAG 2.2 AA target

Records: Assessment evidence and
distribution review.

Define which course content needs an
accessibility statement, what evidence
supports it, who reviews it and how updates
are handled.
Scope: Statement guidance concerns public
web resources; course-level scope, wording
and ownership need academic and District
confirmation.

2.2.1
Create accessible
course templates in
LMS platforms

District-specific material needed. Identify LMS templates and user tasks, assign
academic and technical owners, and define
accessible design, content and acceptance
checks.
Scope: No LMS course-template design
procedure is present in this public-site
handbook.

2.2.2
Review and update
LMS course
templates

District-specific material needed. Inventory templates and variants, select
representative course tasks, remediate
barriers and retest updates before broad use.
Scope: LMS-specific template coverage and
review records are outside the available
preparation materials.

2.2.3
Evaluate educational
ICT and publisher
tools

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Maintain the digital content and supplier
inventory

Records: Vendor and procurement
accessibility review; Site, application and
dependency inventory.

Map each tool to course tasks, gather current
supplier evidence, test integrated journeys and
assign follow-up for identified barriers.
Scope: General procurement support is
relevant, but faculty-maintained sites,
courseware and educational technology
workflows require confirmation.

2.2.4
Maintain accessibility
statements for
educational ICT

Keep accessibility in the maintenance
routine

Review accessibility when selecting or
renewing a service

Records: Vendor and procurement
accessibility review; Assessment evidence and
distribution review.

Determine when an ICT statement is needed,
identify the service owner and evidence
source, and review the statement after product
or scope changes.
Scope: Materials do not define courseware or
education-technology statement requirements
or owners.

Goal 3: Web accessibility

Materials and remaining action for Goal 3

Worksheet milestone Prepared support District action and evidence
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Worksheet milestone Prepared support District action and evidence

3.1.1
Inventory websites,
applications and
third-party services

Maintain the digital content and supplier
inventory

Manage third-party content accessibly

Records: Site, application and dependency
inventory; Vendor and procurement
accessibility review.

Reconcile domains, applications, page
patterns, documents, user journeys and
suppliers; assign owners, update triggers and
next review dates.
Scope: The inventory template can be adapted
to the full affiliated-service scope; current
public-site materials do not establish that full
scope.

3.1.2
Schedule automated
website and
application reviews

Schedule monitoring and manual tests

Check a page with keyboard, zoom and a
screen reader

Keep accessibility in the maintenance
routine

Records: Scheduled monitoring cycle.

Approve tools, coverage, cadence and result
routing; review scanner findings and
advisories, create issues and retain raw
results.
Scope: A proposed monitoring cadence is
provided for District approval; it is not an
assertion that scheduled scans are occurring.

3.1.3
Schedule manual
website and
application
evaluations

Schedule monitoring and manual tests

Check a page with keyboard, zoom and a
screen reader

Records: Manual accessibility test; Scheduled
monitoring cycle.

Assign trained reviewers, scope representative
tasks and assistive-technology checks, record
untested cases and retest confirmed barriers.
Scope: The procedures are general
preparation support; District applicability,
evaluator expertise and coverage need
confirmation.

3.1.4
Standardize and
distribute evaluation
results

Build the annual plan and evidence report

Schedule monitoring and manual tests

Check designs, components, code and
releases

Records: Assessment evidence and
distribution review; Scheduled monitoring
cycle; Publishing and release acceptance.

Adopt a result format, identify responsible
recipients and distribution authority, and
record package version, date, receipt and
follow-up.
Scope: The material describes evidence fields
but does not identify District recipients or an
operating distribution channel.

3.1.5
Track accessibility
feedback from end
users

Handle barriers, feedback and alternative
access

Report a barrier and arrange alternative
access

Records: Accessibility feedback and
assistance; Accessibility issue and retest.

Confirm monitored public channels, backup
coverage, privacy handling and routing;
connect each actionable report to an issue
owner.
Scope: No unconfirmed contact route or
response commitment is supplied.

3.1.6
Triage, prioritize and
remediate
accessibility barriers

Handle barriers, feedback and alternative
access

Report a barrier and arrange alternative
access

Keep accessibility in the maintenance
routine

Records: Accessibility issue and retest; Interim
alternative-access plan.

Approve impact and urgency definitions,
assign owners and target dates, escalate
blocked tasks and close only after a recorded
retest.
Scope: Issue procedures are proposed
operational guidance; District priority
definitions and remediation authority require
approval.
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Worksheet milestone Prepared support District action and evidence

3.1.7
Maintain statements
for websites,
applications and
affiliated digital
content

Keep accessibility in the maintenance
routine

Understand the WCAG 2.2 AA target

Adopt an accessibility charter and assign
ownership

Records: Site, application and dependency
inventory; Assessment evidence and
distribution review.

Assign a statement owner, confirm each
statement against current scope and evidence,
publish a usable feedback route and set a
review trigger.
Scope: Confirm which affiliated websites,
applications and digital content require
statements and identify the owner for each.

3.2.1
Integrate accessibility
into design processes

Check designs, components, code and
releases

Check a page with keyboard, zoom and a
screen reader

Records: Publishing and release acceptance;
Manual accessibility test.

Add task, content, interaction-state and
accessibility review requirements to design
intake and milestone review.
Scope: The design QA procedure is
preparation support; it does not establish use
across all District design work.

3.2.2
Use reusable
accessible interface
components

Check designs, components, code and
releases

Manage third-party content accessibly

Records: Publishing and release acceptance.

Assign component ownership, document
supported patterns and states, test
representative content and regression-test
dependent pages after changes.
Scope: No complete District component
library or ownership inventory is asserted.

3.2.3
Use accessible
coding practices in
development

Check designs, components, code and
releases

Understand the WCAG 2.2 AA target

Records: Publishing and release acceptance;
Manual accessibility test.

Define code review expectations, developer
responsibilities, test environments and the
evidence required for an accepted change.
Scope: The procedures describe a proposed
release practice and do not establish a
District-wide coding standard.

3.2.4
Include accessibility
evaluations in quality
assurance

Check designs, components, code and
releases

Schedule monitoring and manual tests

Check a page with keyboard, zoom and a
screen reader

Records: Publishing and release acceptance;
Manual accessibility test; Scheduled
monitoring cycle.

Add scoped automated and manual
accessibility cases to QA plans, record
incomplete checks and route findings through
the release process.
Scope: The handbook provides a candidate
QA gate; adoption and coverage across
applicable releases remain District decisions.

3.2.5
Verify code and
design changes
against the target

Check designs, components, code and
releases

Review and publish a website update

Keep accessibility in the maintenance
routine

Records: Publishing and release acceptance;
Manual accessibility test.

Define affected pages, states and component
regressions for each change, assign
acceptance review and repeat key checks in
production.
Scope: Release records apply to the tested
change and scope only; they do not establish
site-wide conformance.
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3.3.1
Review newly created
web and digital
content

Review and publish a website update

Manage accessible documents and media
through their lifecycle

Write clear headings and page copy

Add useful alt text to images

Write clear links and download labels

Records: Publishing and release acceptance;
Document or media publication review.

Require the creator to identify the content
owner, apply the relevant authoring guide,
obtain review and check the published result.
Scope: The content procedures are proposed
for adoption and cover BuildLACCD publishing
tasks.

3.3.2
Review updated web
and digital content

Review and publish a website update

Manage accessible documents and media
through their lifecycle

Build an accessible document library

Keep accessibility in the maintenance
routine

Records: Publishing and release acceptance;
Document or media publication review.

Recheck changed content and reused assets,
update revision details, retain the review
record and verify the live page or download.
Scope: A reviewed sample does not establish
that every updated item has been checked.

Goal 4: Documents and communications

Materials and remaining action for Goal 4

Worksheet milestone Prepared support District action and evidence

4.1.1
Create accessible
documents for
student services

Create an accessible Word document

Publish an accessible PDF

Make spreadsheets and presentations
accessible

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review.

Define document types, accessible source
templates, content-owner review and
publication steps for student-service
materials.
Scope: Guides address public BuildLACCD
files; service-specific audiences, records and
publishing responsibility need confirmation.

4.1.2
Review and remediate
existing student-
service documents

Repair an existing PDF

Build an accessible document library

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Create a service document inventory, prioritize
by user task, locate sources and record repair,
replacement or retirement with retest.
Scope: The handbook does not establish a
student-services document inventory or
prioritization process.
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4.1.3
Create accessible
documents for
student organizations

Create an accessible Word document

Publish an accessible PDF

Make spreadsheets and presentations
accessible

Records: Document or media publication
review; Training attendance and practical
assessment.

Provide organization authors with accessible
templates, role-specific instruction, review
support and a clear route for complex
documents.
Scope: The guides are reusable reference
material; student-organization ownership,
training and support need District
confirmation.

4.1.4
Review and distribute
student-organization
documents

Repair an existing PDF

Build an accessible document library

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Define how organizations submit existing
materials, receive repair or replacement
support and publish the verified current copy.
Scope: No student-organization document
service or distribution workflow is described.

4.1.5
Create accessible
employee-services
documents

Create an accessible Word document

Publish an accessible PDF

Make spreadsheets and presentations
accessible

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review.

Confirm the applicable employee-services
owner and document types, then define
accessible source, review and distribution
steps.
Scope: The Goal 4.1 sheet has no description,
while All Milestones lists employee-services
document creation. District/BDO should
confirm the intended description and
applicability.

4.1.6
Review, remediate
and distribute
employee-services
documents

Repair an existing PDF

Build an accessible document library

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Confirm employee-services scope, inventory
existing documents, prioritize repair or
replacement, and verify the distributed current
version.
Scope: The Goal 4.1 sheet has no description,
while All Milestones lists employee-services
document remediation and distribution.
District/BDO should confirm the intended
description and applicability.

4.2.1
Create accessible
student-service
communications

Publish event details in HTML

Add useful alt text to images

Write clear headings and page copy

Write clear links and download labels

Align communications, events and staff
onboarding

Records: Communication or event accessibility
review; Publishing and release acceptance.

Provide accessible templates and review steps
for public notices, flyers, web copy, images,
links and event instructions.
Scope: Material is general public
communication support; student-service
authors and channels need confirmation.
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4.2.2
Review student-
service
communication
templates

Publish event details in HTML

Add useful alt text to images

Write clear headings and page copy

Check designs, components, code and
releases

Records: Communication or event accessibility
review; Publishing and release acceptance.

Inventory reused templates, assign an owner,
test representative layouts and states, and
distribute corrected source templates.
Scope: The QA procedure addresses web
components; office-file and campaign
template coverage needs confirmation.

4.2.3
Create accessible
student-organization
communications

Publish event details in HTML

Add useful alt text to images

Write clear headings and page copy

Align communications, events and staff
onboarding

Records: Communication or event accessibility
review; Training attendance and practical
assessment.

Give student-organization communicators
usable templates, brief practice, review
assistance and escalation for complex media.
Scope: The public communication guides are
starter references; organization-specific
production and approval processes are not
described.

4.2.4
Review student-
organization
communication
templates

Publish event details in HTML

Add useful alt text to images

Check designs, components, code and
releases

Records: Communication or event accessibility
review; Publishing and release acceptance.

Identify commonly reused templates, test
them with representative content and assign
source correction and reissue.
Scope: No student-organization template
register or review owner is supplied.

4.2.5
Create accessible
employee-service
communications

Publish event details in HTML

Add useful alt text to images

Write clear headings and page copy

Align communications, events and staff
onboarding

Records: Communication or event accessibility
review.

Confirm the employee-services owner and
channels, then establish accessible authoring,
review and distribution steps.
Scope: Employee-services applicability and its
relationship to this public BuildLACCD scope
need District confirmation.

4.2.6
Review employee-
service
communication
templates

Publish event details in HTML

Add useful alt text to images

Check designs, components, code and
releases

Records: Communication or event accessibility
review; Publishing and release acceptance.

Confirm which employee templates are in
scope, inventory reused versions and assign
review, correction and reissue responsibilities.
Scope: The guides support general
communication review; employee-service
workflow and template ownership are
unconfirmed.
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4.2.7
Create and maintain
accessibility
statements for
communication and
marketing templates

Keep accessibility in the maintenance
routine

Understand the WCAG 2.2 AA target

Records: Assessment evidence and
distribution review.

Determine which communication and
marketing templates need accessibility
statements, then define who approves,
publishes and revises each statement.
Scope: Existing statement guidance focuses
on web resources; District confirmation is
needed on whether statements attach to
templates, channels or related services.

4.3.1
Create accessible
student-service video
and audio

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Align communications, events and staff
onboarding

Records: Document or media publication
review; Communication or event accessibility
review.

Assign media planning, caption and transcript
production, visual-description review, player
checks and publication ownership.
Scope: General media guidance does not
establish student-service production roles or
schedules.

4.3.2
Review and remediate
existing student-
service media

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Inventory media and embedded players,
prioritize important tasks, correct captions or
descriptions and retest the published asset.
Scope: No student-service media inventory or
remediation service is provided by the guide.

4.3.3
Create accessible
student-organization
video and audio

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review; Training attendance and practical
assessment.

Give media creators caption, transcript and
player guidance, review the full published
asset and provide support for complex
content.
Scope: The guide provides reusable
production checks but not a student-
organization media workflow.

4.3.4
Review and remediate
student-organization
media

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Identify existing media, prioritize by audience
and use, correct or replace barriers and verify
the resulting media and player.
Scope: Student-organization media
ownership, inventory and support route need
confirmation.

4.3.5
Create accessible
employee-service
video and audio

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Document or media publication
review; Communication or event accessibility
review.

Confirm employee-services ownership, then
assign accessible production, media review,
player testing and publication steps.
Scope: Employee-services applicability and
the relevant internal channels need District
confirmation.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 93 / 102



Worksheet milestone Prepared support District action and evidence

4.3.6
Review and remediate
employee-service
media

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Records: Site, application and dependency
inventory; Document or media publication
review.

Confirm media scope and responsible unit,
inventory existing assets, prioritize
remediation and retest updated versions.
Scope: The general media guide does not
establish the employee-services catalog or
review owner.

Goal 5: Procurement

Materials and remaining action for Goal 5

Worksheet milestone Prepared support District action and evidence

5.1.1
Obtain vendor
accessibility
documentation

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Records: Vendor and procurement
accessibility review.

Request current product-specific accessibility
documentation, version, assessment scope
and date, methods, known issues and supplier
contact.
Scope: Supplier documentation is evidence
input, not a substitute for evaluating the
intended configuration.

5.1.2
Document ICT use
and product details
before procurement

Review accessibility when selecting or
renewing a service

Maintain the digital content and supplier
inventory

Records: Vendor and procurement
accessibility review; Site, application and
dependency inventory.

Record intended users, complete tasks,
integration points, frequency, consequences of
failure, product version and business owner.
Scope: The procurement guide is general
support; local procurement stages and
authority must be confirmed.

5.1.3
Select evaluation
activities from use
case and impact

Review accessibility when selecting or
renewing a service

Schedule monitoring and manual tests

Manage third-party content accessibly

Records: Vendor and procurement
accessibility review; Manual accessibility test.

Use the use case and supplier evidence to
choose representative user tasks, manual
checks, technical review and follow-up.
Scope: No procurement scoring scale or
District-specific evaluation threshold is
invented.

5.2.1
Evaluate ICT
accessibility before
adoption or renewal

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Check a page with keyboard, zoom and a
screen reader

Understand the WCAG 2.2 AA target

Records: Vendor and procurement
accessibility review; Manual accessibility test.

Test the proposed version and integrated
journey, document scope and findings, and
route unresolved barriers to the decision
owner.
Scope: A demonstration or supplier report
alone does not establish accessibility of the
configured service.
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5.2.2
Coordinate vendor
remediation of
identified barriers

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Handle barriers, feedback and alternative
access

Records: Vendor and procurement
accessibility review; Accessibility issue and
retest.

Keep an internal issue owner, agree supplier
actions and target dates, test delivered
changes and retain unresolved limitations.
Scope: Opening a supplier ticket does not
verify the integrated fix.

5.2.3
Share findings for
procurement or
adoption without an
EEAAP

Review accessibility when selecting or
renewing a service

Build the annual plan and evidence report

Records: Vendor and procurement
accessibility review; Assessment evidence and
distribution review.

Identify internal reviewers and decision
recipients, share scoped evaluation findings
through an approved channel and record
receipt and resulting decisions.
Scope: The source milestone specifically
concerns procurements or adoptions without
an EEAAP; no EEAAP-specific process is
implied here.

5.3.1
Integrate accessibility
evaluation into all ICT
procurement routes

Review accessibility when selecting or
renewing a service

Adopt an accessibility charter and assign
ownership

Records: Vendor and procurement
accessibility review; Policy and responsibility
approval.

Map the evaluation gate across every
procurement type, funding source and
payment method, including adoption and
renewal; assign an owner at each step.
Scope: The guide outlines preparation and
acceptance questions; District procurement
routes and approval authority require
confirmation.

5.3.2
Address accessibility
in purchase orders
and contracts

Review accessibility when selecting or
renewing a service

Records: Vendor and procurement
accessibility review.

Have authorized procurement and legal staff
determine appropriate accessibility terms,
support obligations, change notice and
remediation evidence.
Scope: No contract clauses or legal
requirements are supplied; authorized District
review is essential.

5.3.3
Cover ICT systems
and digital content
used in procurement

District-specific material needed. Confirm whether the milestone concerns
procurement systems, procurement content or
another ICT scope, and identify its owner and
evidence.
Scope: Applicability and the intended process
need District confirmation before relevant
guide or record support can be mapped.

Goal 6: Training

Materials and remaining action for Goal 6

Worksheet milestone Prepared support District action and evidence
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6.1.1
Provide ongoing
development for
educational
accessibility process
owners

Train staff by role with practice and a
verification rubric

Assign ownership and approve the process

Records: Training attendance and practical
assessment.

Identify staff responsible for educational
materials and technology accessibility;
maintain recurring development opportunities,
a confirmed schedule, refresh triggers and
records of materials, participation, practical
outcomes and follow-up.
Scope: The available curriculum focuses on
public web and content publishing, not the full
educational technology remit.

6.1.2
Train faculty and
instructional support
on educational
materials

Create an accessible Word document

Publish an accessible PDF

Make spreadsheets and presentations
accessible

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment.

Maintain ongoing faculty training availability
with a recurring schedule and refresh triggers;
practice with instructional formats and
platforms, and retain materials, participation,
practical outcomes and follow-up.
Scope: The referenced guides can inform
materials, but no faculty training program or
delivery is established.

6.1.3
Train faculty and
instructional support
on accessible media

Publish accessible video and audio

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment.

Maintain media training availability on a
recurring schedule for faculty and support
staff; define refresh triggers, practice
captions, transcripts, descriptions and player
checks, and retain delivery and learning
evidence.
Scope: The general media guide is reference
material; faculty curriculum, schedule and
delivery require District planning.

6.2.1
Provide development
for web accessibility
process owners

Train staff by role with practice and a
verification rubric

Adopt an accessibility charter and assign
ownership

Assign ownership and approve the process

Records: Training attendance and practical
assessment; Role onboarding and accessibility
responsibilities.

Confirm process-owner roles and maintain
recurring development opportunities with a
schedule, role coverage, refresh triggers and
records of materials, attendance, practical
outcomes and follow-up.
Scope: Applicability of vendor and outsourced
roles should be determined by the District.

6.2.2
Train web and mobile
designers and
developers

Train staff by role with practice and a
verification rubric

Check designs, components, code and
releases

Check a page with keyboard, zoom and a
screen reader

Understand the WCAG 2.2 AA target

Records: Training attendance and practical
assessment; Publishing and release
acceptance; Manual accessibility test.

Maintain design and development training on a
recurring schedule with refresh triggers;
practice accessible design, components,
coding and testing, and retain materials,
attendance, practical results and follow-up.
Scope: The proposed curriculum includes a
accessibility lead and developer lab; District
must approve participants, materials and
delivery.
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6.2.3
Train web content
contributors

Train staff by role with practice and a
verification rubric

Review and publish a website update

Write clear headings and page copy

Add useful alt text to images

Write clear links and download labels

Publish event details in HTML

Publish an accessible PDF

Records: Training attendance and practical
assessment; Role onboarding and accessibility
responsibilities.

Maintain contributor training and onboarding
availability on a recurring schedule, with
refresh triggers for role, content or tool
changes; practice previews, accessible source
files and issue routing, and retain delivery,
exercise and follow-up evidence.
Scope: The curriculum is proposed; no
attendance or completed staff competency is
implied.

6.2.4
Train web evaluation,
monitoring and
remediation staff

Train staff by role with practice and a
verification rubric

Schedule monitoring and manual tests

Handle barriers, feedback and alternative
access

Records: Training attendance and practical
assessment; Manual accessibility test;
Scheduled monitoring cycle; Accessibility
issue and retest.

Maintain recurring evaluator and remediation
training with a schedule and refresh triggers;
practice sampling, manual and automated
evaluation, triage, retesting and reporting, and
retain materials and skill evidence.
Scope: The training outline is preparation only;
evaluator expertise and role applicability need
confirmation.

6.3.1
Provide development
for digital-content
accessibility process
owners

Train staff by role with practice and a
verification rubric

Manage accessible documents and media
through their lifecycle

Assign ownership and approve the process

Records: Training attendance and practical
assessment.

Identify digital-content process owners and
maintain recurring development with schedule,
refresh triggers and records of participation,
practical outcomes and follow-up.
Scope: The curriculum is oriented to web
publishing; broader digital-content
responsibilities need District confirmation.

6.3.2
Train employees on
accessible
documents

Create an accessible Word document

Publish an accessible PDF

Repair an existing PDF

Make spreadsheets and presentations
accessible

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment; Role onboarding and accessibility
responsibilities.

Maintain ongoing document training availability
with a recurring schedule and refresh triggers;
practice the formats employees publish and
retain materials, participation, practical
outcomes and follow-up.
Scope: Guide content can seed training; no
all-employee delivery or complete format
coverage is established.

BuildLACCD | Accessibility operating handbook

Review draft | October 10, 2026 97 / 102



Worksheet milestone Prepared support District action and evidence

6.3.3
Train employees on
accessible audio and
video

Publish accessible video and audio

Manage accessible documents and media
through their lifecycle

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment.

Maintain employee media training availability
on a recurring schedule with refresh triggers;
practice planning, captions, transcripts, visual
information and player review, and retain
materials, participation and practical
assessment evidence.
Scope: No all-employee media training
schedule or delivery is claimed.

6.3.4
Train employees on
accessible
communications and
marketing

Publish event details in HTML

Add useful alt text to images

Write clear headings and page copy

Align communications, events and staff
onboarding

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment; Communication or event
accessibility review.

Maintain recurring communication and
marketing training with a role-based schedule
and refresh triggers; practice notices,
templates, images, links and events, and retain
delivery and follow-up evidence.
Scope: The materials support public
communications; District-wide employee
training needs planning and delivery.

6.4.1
Provide development
for procurement
accessibility process
owners

Review accessibility when selecting or
renewing a service

Train staff by role with practice and a
verification rubric

Records: Training attendance and practical
assessment; Vendor and procurement
accessibility review.

Confirm procurement accessibility roles and
maintain recurring development with schedule,
refresh triggers, practical procurement review
exercises, and retained evidence of
participation and follow-up.
Scope: The current role curriculum does not
contain a procurement-specific session; local
roles and resources need confirmation.

6.4.2
Train purchase
requesters and
administrative
support staff

Review accessibility when selecting or
renewing a service

Records: Training attendance and practical
assessment; Vendor and procurement
accessibility review.

Maintain recurring requester and
administrative-support training with schedule
and refresh triggers; practice use-case and
supplier-evidence records and retain
materials, attendance and outcomes.
Scope: No buyer/requester training module or
delivery is included; adapt the procurement
guide into an approved curriculum.

6.4.3
Train buyers and
contracting officers

Review accessibility when selecting or
renewing a service

Records: Training attendance and practical
assessment; Vendor and procurement
accessibility review.

Maintain training for buyers and contracting
officers on a recurring schedule with refresh
triggers; practice evaluation gates, evidence,
vendor remediation and authorized contract
review, and record delivery and exercise
outcomes.
Scope: No procurement-specific course,
attendance or local contracting workflow is
supplied.
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6.4.4
Train technology
support staff on
procurement
accessibility

Review accessibility when selecting or
renewing a service

Manage third-party content accessibly

Records: Training attendance and practical
assessment; Vendor and procurement
accessibility review.

Maintain recurring technology-support training
with schedule and refresh triggers; practice
configuration review, vendor changes,
integrated task testing and escalation,
retaining materials and skill evidence.
Scope: The source identifies the audience, but
local support responsibilities and training
inputs need District confirmation.

Goal 7: Organizational practices

Materials and remaining action for Goal 7

Worksheet milestone Prepared support District action and evidence

7.1.1
Define when
alternative-access
plans are appropriate

Handle barriers, feedback and alternative
access

Report a barrier and arrange alternative
access

Review accessibility when selecting or
renewing a service

Records: Interim alternative-access plan;
Policy and responsibility approval.

Set the authorized trigger, required evidence,
decision-maker, equivalent-task validation,
remediation owner and review point for each
plan.
Scope: The record is a proposed decision aid
and does not create exception authority or a
conformance determination.

7.1.2
Create, approve and
distribute equally
effective alternative-
access plans for
procured ICT

Review accessibility when selecting or
renewing a service

Handle barriers, feedback and alternative
access

Records: Interim alternative-access plan;
Vendor and procurement accessibility review.

Create a plan for the affected procured
service, obtain authorized approval, then
distribute the approved version through a
confirmed channel; retain recipients,
distribution date, channel, exact plan version
and evidence alongside the blocked task,
alternative, supplier repair plan and review
date.
Scope: The alternative-access record should
retain distribution recipients, date, channel
and exact version; procurement and approval
authority still require District confirmation.

7.1.3
Create, approve and
distribute equally
effective alternative-
access plans for
organization-created
web applications

Handle barriers, feedback and alternative
access

Check designs, components, code and
releases

Records: Interim alternative-access plan;
Publishing and release acceptance;
Accessibility issue and retest.

Create a plan for the affected application,
obtain authorized approval, then distribute the
approved version through a confirmed
channel; retain recipients, distribution date,
channel, exact plan version and evidence, and
connect assistance to the permanent fix.
Scope: The alternative-access record should
retain distribution recipients, date, channel
and exact version; application scope and
approval authority need confirmation.
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7.1.4
Create, approve and
distribute equally
effective alternative-
access plans for
educational
technology

Handle barriers, feedback and alternative
access

Review accessibility when selecting or
renewing a service

Records: Interim alternative-access plan;
Vendor and procurement accessibility review.

Create an educational task-equivalent plan,
involve the responsible academic owner,
obtain authorized approval, and distribute the
approved version; retain recipients,
distribution date, channel, exact plan version
and evidence.
Scope: The alternative-access record should
retain distribution recipients, date, channel
and exact version; course and educational-
technology decision authority need
confirmation.

7.1.5
Review and update
alternative-access
plans

Handle barriers, feedback and alternative
access

Schedule monitoring and manual tests

Records: Interim alternative-access plan;
Assessment evidence and distribution review.

Set plan review triggers and dates, verify that
assistance still works, track the permanent fix
and close or renew through authorized review.
Scope: The plan template includes review or
expiry fields; District must set the actual
process and authority.

7.2.1
Communicate
accessibility to
support an inclusive
culture

Align communications, events and staff
onboarding

Adopt an accessibility charter and assign
ownership

Build the annual plan and evidence report

Train staff by role with practice and a
verification rubric

Records: Communication or event accessibility
review; Governance meeting and decisions;
Training attendance and practical assessment.

Approve an internal communications plan with
audiences, owners, channels, cadence and
resources; use onboarding, training and
reports to share accurate progress and
barriers, then retain evidence of actual
distribution.
Scope: Support is indirect through related
onboarding, event and reporting materials; the
events/onboarding guide includes proposed
ongoing communication planning. District
must approve audiences, cadence and
resources, and retain actual distribution
evidence.

7.2.2
Maintain public
accessibility
information and
resources

Adopt an accessibility charter and assign
ownership

Understand the WCAG 2.2 AA target

Keep accessibility in the maintenance
routine

Handle barriers, feedback and alternative
access

Records: Site, application and dependency
inventory; Assessment evidence and
distribution review.

Assign a public resource owner, verify
statements and guides against current scope,
maintain source links and publish an approved
feedback route.
Scope: The handbook is a candidate public
resource; adoption, coverage and maintenance
ownership need confirmation.
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7.3.1
Include accessibility
throughout event
planning and delivery

Align communications, events and staff
onboarding

Publish event details in HTML

Create usable forms and registration

Publish accessible video and audio

Records: Communication or event accessibility
review; Interim alternative-access plan;
Accessibility feedback and assistance.

Add access planning to event intake,
invitations, registration, delivery, media
publication and post-event follow-up.
Scope: The procedure is a proposed event
workflow; actual channels, staffing and
accommodation routes must be confirmed.

7.3.2
Include accessibility
in DEIA activities

Align communications, events and staff
onboarding

Publish event details in HTML

Handle barriers, feedback and alternative
access

Records: Communication or event accessibility
review; Interim alternative-access plan.

Identify DEIA activities and owners, then
review participant communications, event
logistics and accessible participation routes.
Scope: Materials provide event and
communications support; DEIA governance
and activity scope are not defined here.

7.4.1
Include accessibility
responsibilities in
new-faculty
onboarding

Train staff by role with practice and a
verification rubric

Assign ownership and approve the process

Create an accessible Word document

Publish accessible video and audio

Records: Role onboarding and accessibility
responsibilities; Training attendance and
practical assessment.

Confirm faculty responsibilities and academic
onboarding ownership, then provide relevant
instruction and a practice task.
Scope: The onboarding guide addresses staff
publishing roles; faculty teaching
responsibilities and onboarding systems need
confirmation.

7.4.2
Include accessibility
responsibilities in
new-employee
onboarding

Align communications, events and staff
onboarding

Train staff by role with practice and a
verification rubric

Assign ownership and approve the process

Records: Role onboarding and accessibility
responsibilities; Training attendance and
practical assessment.

Add role-specific responsibilities, approved
resources, tool access, escalation route and
practical verification to employee onboarding.
Scope: The materials are proposed guidance;
the District must identify onboarding owner,
role coverage and training delivery.

7.4.3
Include accessibility
responsibilities in
student-employee
onboarding

Align communications, events and staff
onboarding

Train staff by role with practice and a
verification rubric

Records: Role onboarding and accessibility
responsibilities; Training attendance and
practical assessment.

Determine which student employees create or
review covered content, then provide task-
specific onboarding and supervision.
Scope: Student-employee roles and applicable
duties are not established by the current staff-
oriented material.
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7.4.4
Include accessibility
information in new-
student onboarding

District-specific material needed. Identify student-facing onboarding content
and owner, then determine appropriate
accessibility information and an accessible
feedback route.
Scope: The existing onboarding material
addresses staff responsibilities and does not
provide a new-student orientation process.

7.5.1
Align Library
processes with
accessibility work

District-specific material needed. Confirm whether this milestone refers to
college library services or another library
scope, identify the owner and map applicable
processes.
Scope: The BuildLACCD document-library
guide concerns public downloads, not
necessarily campus Library operations.

7.5.2
Align Auxiliary
processes with
accessibility work

District-specific material needed. Confirm the covered Auxiliary organization,
services, owner and relevant accessibility
procedures before selecting support materials.
Scope: No Auxiliary-specific process is
covered by the current BuildLACCD publishing
guide.

7.5.3
Integrate Universal
Design for Learning
practices

District-specific material needed. Confirm the intended UDL scope, responsible
academic owner and evidence framework,
then develop appropriate guidance.
Scope: Universal Design for Learning is
outside this web-accessibility handbook’s
prepared content.

7.5.4
Coordinate
accessibility
processes across the
organization

Adopt an accessibility charter and assign
ownership

Assign ownership and approve the process

Build the annual plan and evidence report

Records: Policy and responsibility approval;
Governance meeting and decisions; Annual
accessibility improvement plan.

Confirm the organizational scope, identify
cross-unit dependencies and establish shared
owners, handoffs and review evidence where
applicable.
Scope: The handbook can inform coordination
but does not establish organization-wide
process integration; applicability and scope
need District confirmation.
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