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Digital Accessibility Program Manual

This manual establishes the accessibility governance, standards, procedures, and
operational practices for PLS 3rd Learning. It applies to all employees, contractors, and
third-party partners involved in the planning, design, development, testing, procurement,

deployment, and maintenance of digital products.
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Executive Summary

PLS 3rd Learning is committed to providing digital products and services that are
accessible to everyone, including individuals with disabilities. This manual establishes
the organization's accessibility governance, policies, standards, testing practices,
procurement requirements, and continuous improvement processes. Accessibility is
integrated throughout the software development life cycle and aligned with WCAG 2.2
Level AA.

Chapter 1 — Introduction

Purpose
This manual defines the organization's digital accessibility program and establishes
consistent expectations for planning, designing, developing, testing, deploying, and

maintaining accessible digital products.

Scope

e Web applications

¢ Mobile applications
e Digital documents

e Internal systems

e Third-party software

e Customer-facing products
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Objectives

e Promote inclusive digital experiences.

e Meet WCAG 2.2 Level AA.

¢ Integrate accessibility into the software development life cycle.

o Reduce accessibility barriers through continuous improvement.
Chapter 2 — Accessibility Governance

Governance Model
Accessibility is a shared organizational responsibility led by the Director of Accessibility
in partnership with executive leadership, product management, UX, development, QA,

and customer support.

Responsibilities

o Executive Leadership provides sponsorship and resources.
o Director of Accessibility maintains standards and oversight.
e Product Owners include accessibility requirements.

e Developers implement accessible solutions.

¢ QA validates accessibility before release.
Chapter 3 — Digital Accessibility Policy

Policy Statement
PLS 3rd Learning will design, develop, procure, and maintain digital products that

conform to WCAG 2.2 Level AA unless an approved accessibility exception exists.

Policy Requirements

e Accessibility shall be considered during planning and design.

o Accessibility testing is required at all steps, including development, staging, and after
production release.

e Accessibility defects shall be tracked in Jira.

¢ VPATs shall be reviewed and maintained for all production products.

¢ All employees receive accessibility training during onboarding and ongoing
professional development through Deque University to ensure continued

competency in digital accessibility best practices.
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Chapter 4 — Roles and Responsibilities

Purpose

Accessibility is a shared responsibility across the organization.

Executive Leadership
e Provide sponsorship.
o Allocate resources.

e Support accessibility initiatives.

Director of Accessibility

e Develop and maintain the organization's digital accessibility strategy.

o Establish and maintain accessibility policies, standards, and governance.

e Provide accessibility guidance and subject matter expertise.

¢ Integrate accessibility into the SDLC and business processes.

¢ Monitor compliance with WCAG, ADA, Section 508, and applicable regulations.
e Oversee accessibility testing and remediation efforts.

e Lead accessibility training and organizational awareness initiatives.

e Evaluate third-party products and vendor VPATSs.

¢ Monitor accessibility program metrics and report progress to executive leadership.
e Coordinate responses to accessibility feedback and accommodation requests.
e Promote continuous improvement through emerging technologies, including Al-

assisted accessibility testing.

Development Teams

o Build accessible digital products and services.

¢ Integrate accessibility throughout the SDLC.

o Follow established accessibility standards and coding practices.

e Address accessibility defects promptly.

o Participate in accessibility reviews and testing.

e Collaborate with UX, QA, and the Accessibility team to ensure WCAG compliance.

¢ Complete ongoing accessibility training.

Quality Assurance

e Perform manual and automated accessibility testing.
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o Validate accessibility remediation before release.

¢ Verify compliance with WCAG 2.2 and organizational standards.

o Document and track accessibility defects.

e Conduct accessibility regression testing.

e Collaborate with Development and Accessibility teams to ensure accessible

releases.

Chapter 5 — Accessibility in the Software Development Life Cycle
(SDLC)

Requirements
e Document accessibility requirements.
o Reference WCAG 2.2 Level AA.

Design
¢ Review designs for accessibility.

e Consider keyboard and screen reader users.

Development
e Use semantic HTML.

¢ Implement accessible forms and controls.

Testing
e Use WAVE, SortSite, NVDA, ZoomText, and manual testing.

e Track issues in Jira.

Deployment
e Resolve critical accessibility issues before production.

o Document approved exceptions.
Chapter 6 — Accessible Design Standards

Design Principles
o Perceivable
e Operable

e Understandable
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e Robust

Requirements

¢ Maintain sufficient color contrast between text, controls, and backgrounds.

e Do not rely on color alone to convey information.

¢ Provide descriptive labels, instructions, and error messages for all form fields and
interactive elements.

e Ensure all functionality is available using a keyboard.

e Provide visible keyboard focus indicators.

e Use semantic HTML and proper heading structures.

e Provide meaningful alternative text for images and non-text content.

e Ensure multimedia includes captions and transcripts where applicable.

e Use consistent navigation and predictable user interface behavior.

e Ensure responsive layouts support zoom, reflow, and different screen sizes.

e Support assistive technologies, including screen readers and speech recognition
software.

e Avoid content that flashes or blinks in a way that could trigger seizures.

e Ensure links and buttons have descriptive, meaningful names.

o Allow users sufficient time to complete tasks and interact with content.

e Verify compliance with WCAG 2.2 Level AA before release.
Chapter 7 — Accessible Development Standards

Coding Standards

e Use semantic HTML whenever possible.

e Associate labels with all form controls.

¢ Provide meaningful alternative text for non-text content.

e Ensure all functionality is keyboard accessible.

e Provide descriptive link, button, and form labels.

e Maintain a logical heading hierarchy and focus order.

e Ensure visible keyboard focus indicators.

e Use ARIA only when necessary and according to WAI-ARIA specifications.
e Ensure error messages are programmatically associated with form fields.

o Validate code and test with assistive technologies before release.
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Quality Expectations

o Validate digital products against WCAG 2.2 Level AA.

e Perform manual and automated accessibility testing.

e Correct accessibility defects before release whenever feasible.
¢ Perioritize remediation of critical accessibility issues.

o Verify accessibility fixes through regression testing.

e Document approved accessibility exceptions.

¢ Include accessibility as a release acceptance criterion.

e Continuously improve accessibility through monitoring and user feedback.
Chapter 8 — Accessibility Testing Standards

Testing Approach

e Automated testing using WAVE, SortSite and Axe Dev tools.
e Manual keyboard testing.

e Screen reader testing using NVDA and or JAWS.

e Color contrast verification.

o Responsive testing.

Required Tools

e WAVE
e SortSite
e NVDA

e ZoomText
e Axe Dev Tools

Issue Management

e Log accessibility defects in Jira.

e Prioritize defects based on user impact and compliance risk.

e Track defects through remediation and verification.

o Validate accessibility fixes before closing issues.

o Document approved accessibility exceptions and remediation plans.

e Monitor and report accessibility metrics to support continuous improvement.

PLS 3rd Learning — Digital Accessibility Program Manual v1.0



Chapter 9 — Accessibility Training and Awareness

Purpose
PLS 3rd Learning provides accessibility training, so employees understand their

responsibilities for creating and maintaining accessible digital products.

Training Requirements

o All employees receive accessibility awareness training.
o Developers receive accessible coding training.

¢ QA staff receive accessibility testing training.

e Content authors receive document accessibility training.

e Training is refreshed periodically and when standards change.

Core Topics

o WCAG 2.2 Level AA.

o Keyboard accessibility.

e Screen readers.

e Accessible documents.

e Testing with WAVE, SortSite, NVDA, and ZoomText.

Chapter 10 — Monitoring, Compliance, and Continuous Improvement

Monitoring Activities

o Automated accessibility scans using SortSite.
e Manual accessibility testing.

e Accessibility audits.

o Review of user-reported issues.

Issue Management

e Track accessibility defects in Jira.

o Prioritize issues by severity, user impact, and compliance risk.
o Verify remediation before closing tickets.

e Perform regression testing to confirm accessibility fixes.

¢ Monitor defect trends and support continuous improvement.
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Continuous Improvement

The organization is committed to the continuous improvement of digital accessibility.
Accessibility policies, standards, training, testing methodologies, and governance
practices shall be reviewed periodically and updated as technologies, user needs,
accessibility standards, and regulatory requirements evolve. Lessons learned from
audits, testing, user feedback, and accessibility metrics shall be used to improve

processes and outcomes.
Chapter 11 — Accessibility Exception and Risk Acceptance Process

Purpose

The Accessibility Exception and Risk Acceptance Process establishes a formal,
documented approach for evaluating, approving, and managing temporary exceptions to
digital accessibility requirements. The process ensures that accessibility risks are
identified, assessed, documented, and mitigated while maintaining the organization's

commitment to providing accessible digital products and services.

Requirements

e Document the applicable WCAG 2.2 success criterion.
¢ Describe the business justification for the exception.

o Evaluate accessibility and compliance risks.

e Provide alternative access where feasible.

¢ Define a remediation plan and target completion date.
¢ Obtain required approvals before implementation.

¢ Review and monitor approved exceptions until resolved.

Approvals

o Director of Accessibility.

e Business Owner.

e Executive approval for high-risk exceptions.

e Legal and Compliance approval when required.

e Information Technology leadership approval for enterprise technology exceptions.
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Chapter 12 — Accessibility Procurement and VPAT Management

Procurement Standards

Include accessibility requirements in procurement documents and contracts.
Require a current VPAT® or Accessibility Conformance Report (ACR) for applicable
products and services.

Review vendor accessibility commitments and known limitations before purchase.
Evaluate products for conformance with WCAG 2.2 Level AA when appropriate.
Document accessibility risks identified during procurement.

Include accessibility remediation requirements in vendor agreements when
applicable.

Consider accessibility as part of the overall procurement decision.

Evaluation

Review VPAT® or ACR claims.

Conduct accessibility validation when appropriate.

Evaluate conformance with WCAG 2.2 Level AA.

Document accessibility risks and mitigation plans.

Consider vendor remediation commitments during evaluation.

Include accessibility findings in procurement decisions.

Vendor Responsibilities

Address reported accessibility issues.
Provide remediation timelines when necessary.

Notify PLS 3rd Learning of significant accessibility changes.

Chapter 13 — Accessibility Metrics, Reporting, and Program

Governance

Purpose

Accessibility metrics provide measurable indicators of program effectiveness, support

informed decision-making, demonstrate compliance, and drive continuous improvement

across the organization's digital accessibility program.
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Key Metrics

Accessibility defects identified and resolved.
WCAG 2.2 Level AA conformance.
Accessibility testing coverage.

Training completion rates.

Accessibility exceptions and remediation status.

Vendor accessibility compliance.

Reporting

Monthly operational reports.
Quarterly leadership summaries.
Annual program review.

Escalate significant accessibility risks to executive leadership as appropriate.

Chapter 14 — Incident Management and Customer Accessibility

Support

Accessibility Incident Response

Acknowledge reported accessibility issues promptly.
Assess business, user, and compliance impact.

Prioritize remediation based on severity and user impact.
Assign ownership and track remediation through resolution.
Provide alternative access when feasible.

Communicate status to stakeholders.

Verify remediation before closing the incident.

Document lessons learned and corrective actions.

Customer Support

Provide accessible methods for reporting accessibility issues.
Acknowledge and respond to accessibility requests in a timely manner.
Offer reasonable alternative access when needed.

Track and resolve reported accessibility issues.

Communicate status updates to customers when appropriate.

Monitor and trend customer feedback to support continuous improvement.
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Chapter 15 — Document Accessibility Standards

Supported Content
¢ Microsoft Word

o Excel

e PowerPoint

e PDF

¢ Email communications

Requirements

e Use proper heading structure.

e Provide meaningful alternative text.

o Use descriptive hyperlinks.

e Ensure sufficient color contrast.

o Create accessible tables with header rows.

¢ Define document language and reading order.
e Use accessible fonts and document titles.

o Verify accessibility before publication.
Chapter 16 — Web and Mobile Accessibility Standards

Requirements

e Conform to WCAG 2.2 Level AA.

e Support keyboard navigation and visible focus indicators.
e Use semantic HTML.

e Ensure screen reader compatibility.

e Provide accessible forms and multimedia.

e Maintain sufficient color contrast.

e Support responsive layouts, zoom, and reflow.

e Use descriptive page titles, headings, links, and controls.

e Test accessibility before deployment.
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Chapter 17 — Accessibility Communication and Change Management

Communication

¢ Notify stakeholders of significant accessibility changes.

¢ Include accessibility in release planning and project communications.
e Promote accessibility awareness across the organization.

¢ Communicate accessibility expectations to employees and vendors.

o Encourage reporting of accessibility issues and feedback.

Change Management

e Assess accessibility impacts before implementing significant changes.

¢ Include accessibility in change management and release approvals.

¢ Validate accessibility before production deployment.

o Update documentation and training when accessibility requirements change.

¢ Monitor and remediate accessibility regressions after release.
Chapter 18 — Future Accessibility Strategy

Strategic Priorities

e Increase accessibility maturity.

e Expand automated and manual testing.
o Evaluate Al-assisted accessibility tools.

e Continuously improve governance and training.
Glossary, References, and Appendices

Glossary

Maintain definitions for accessibility terminology used throughout the organization.

References

e WCAG22
e Section 508
e ADA

e W3C Web Accessibility Initiative
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Appendices

e Accessibility Testing Checklist
e VPAT Review Checklist

e Accessibility Issue Template

e Accessibility Statement Template
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