Northwestern State University Accessibility Procedures
Eﬀective Date: March 31, 2026

A. [bookmark: A._Responsibilities]Roles and Authority
The functional roles for NSU’s accessibility procedures are divided as follows:
1. Agency ADA Coordinator (ADAC) — responsible for compliance with La. R.S. 46:2594 and 46:2596, to include policy implementation, documentation of the ADA process, and submission of annual reporting requirements.
2. Human Resources Director (HRD) —ensures compliance with La. R.S. 46:2595 relative to mandatory training requirements for supervisors and agency ADA coordinators, and La. R.S. 46:2597(1) relative to administration and recordkeeping of the voluntary self-identification of disability process.
3. Web Accessibility Coordinator (WAC) — coordinates with responsible units to meet requirements for the agency’s web content, digital media and mobile apps in compliance with PPM 74.
4. Director of Accessibility and Disability Support — recipient of student accessibility reports, who in turn helps to minimize barriers by providing reasonable accommodations tailored to each student’s needs.
5. Director of Marketing – provides training, guidance, and centralized resources for NSU branding and social media; manages the intake and approval process for official university social media accounts; and communicates applicable accessibility standards to content creators.
6. Academic Department Heads – responsible for ensuring that faculty members under their supervision comply with accessibility policy and procedures.
7. Vendor – the third-party vendor that designed and/or supports a NSU Oﬃce’s website(s).
B. [bookmark: B._Systems]Systems
NSU utilizes these systems to assist in its web accessibility eﬀorts as follows:
1. WordPress — open-source Content Management System (CMS) that allows Web Services to build, customize, and manage the NSULA.edu website.
2. Moodle — open-source Learning Management System (LMS) designed to provide educators, administrators, and students with a learning environment.
3. YuJa EqualGround —  a compliance governance platform that is used track and identify accessibility flags on the NSULA.edu website.
4. YuJa Panorama — a cloud-based platform used to monitor and improve Moodle by scanning for issues related to accessibility and quality assurance.
5. Deque Axe DevTools Pro — browser-based accessibility testing toolkit designed for developers to find and fix web and mobile app accessibility issues.
C. [bookmark: C._Internal_Control_Procedures]Internal Control Procedures
1. [bookmark: 1._Online_Training]Training
Content creators and managers should complete training.  The required courses include:
a. Web Accessibility Coordinator: WAI0.1x certification
b. social media content managers: web/media basics
c. video creators: closed captioning, audio description
d. document creators: Word/Excel/PowerPoint/PDF training
e. LMS faculty/staff: course content accessibility training and relevant document training
f. procurement staff: VPAT/ACR review training
Required training shall be completed within 60 days of the eﬀective date of this procedure or upon assignment as one of the above, whichever is later. Upon completion, a copy of the training of attendance or certification shall be emailed to the Human Resources Director for recordkeeping purposes.
2. [bookmark: 2._Weekly_Siteimprove_Crawls_and_Correct]Monitoring Cycle
YuJa software is set to periodically crawl NSULA.edu and Moodle.
a. Log in and review the various dashboards and issues identiﬁed for their applicable NSU unit
b. Based on the nature of identified issue(s), ensure corrections are made as follows:
i. CMS-based issues: For issues that can be corrected using the CMS system, the Web Accessibility Designee shall ensure the necessary corrections are made prior to the next scheduled crawl.
ii. Non-CMS issues: For issues that cannot be accessed in the CMS system, the Web Accessibility Designee shall report these to their web vendor to ﬁx. For NSULA.edu, this should be done by emailing the NSU Web Coordinator, who will collect and provide issues to the Web Vendor for the site. If not corrected within 30 days, the Web Accessibility Designee shall follow-up accordingly until the corrections are completed.
iii. LMS issues: For issues that arise in the LMS, the Office of Electronic & Continuing Education will support faculty to correct. If Panorama identifies an issue that a faculty member cannot correct, they can email elearning@nsula.edu for additional assistance. 

iv. Accessibility-tested PDFs: For machine readability, PDF tags, or other issues, the Web Accessibility Designee shall ensure the necessary corrections are made as soon as reasonably possible. Based on the volume of linked PDFs, the Web Accessibility Designee shall consider:
· Permanently removing any PDF documents that are outdated or no longer relevant;
· Converting PDF documents to an alternative format, such as Microsoft Word or HTML;
· Temporarily removing PDF documents that are still active and used by the public until such time as they can be fixed and replaced on the website. In the meantime, a note can be added on the website advising the public that they can request such PDF documents by emailing the Web Accessibility Designee.
3. [bookmark: 3._Document_Accessibility_Checkers]Document Accessibility Checkers
As of April 24, 2026, no new or replaced documents shall be linked to a NSU unit’s website unless the built-in Accessibility Checker available in these software packages has been executed and any ﬂagged accessibility issues have been resolved prior to linking it to the website.
4. [bookmark: 4._Section_Head_Reporting_and_Oversight]Department Head Reporting and Oversight
Department heads shall implement a periodic reporting process to ensure ongoing compliance with web accessibility standards. At a minimum, all employees and content contributors within the department who create, publish, or manage digital content must provide a written attestation, at intervals determined by the University, affirming that, to the best of their knowledge, following reasonable efforts to review and verify accessibility compliance, the digital content under their control complies with applicable accessibility requirements, including WCAG 2.1 Level AA. Department heads are not required to independently verify each item of content but are responsible for collecting and maintaining these attestations, addressing known deficiencies, and escalating unresolved or high-risk accessibility issues to the University’s Web Accessibility Coordinator. This process establishes shared responsibility for accessibility compliance while ensuring documented oversight at the departmental level.
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