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This Administrative Procedure is to be used as a guide in the development of
Brandon School Division web pages and content.

Division Website

The Division has established a website in order to present information about the
Division via the World Wide Web. The Communications Coordinator has been
designated the Webmaster, responsible for the content and maintenance of the main
pages within the website. Only information deemed to be public shall be posted on
the website.
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https://bsdstorage.blob.core.windows.net/docs/47d613f3-3b91-4025-910c-007c51879dcc_Policy%201%20-%20Vision,%20Values%20and%20Mission.pdf
https://bsdstorage.blob.core.windows.net/docs/cb13c1e1-a807-4a6b-8083-9dfd0fb9fa45_Policy%2011%20-%20Respect%20for%20Human%20Diversity.pdf
https://bsdstorage.blob.core.windows.net/docs/fd841afa-ab71-4ca7-90be-c9e078c82926_Policy%2012%20-%20Learning%20Environment,%20Programs%20and%20Services.pdf
https://bsdstorage.blob.core.windows.net/docs/ab20f210-a8c7-444b-8433-2593d6ff942c_Policy%2013%20-%20Safe%20Schools.pdf
https://bsdstorage.blob.core.windows.net/docs/74966f94-f954-40fa-8187-3581650427bf_Policy%2014%20-%20Community%20Engagement.pdf
https://bsdstorage.blob.core.windows.net/docs/e656679a-d6e4-41c1-95df-604c0b4d2458_Policy%2015%20-%20Fiscal%20Management.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/2010-communications.7d20b011572.pdf
https://media.bsd.ca/media/Default/medialib/2200-accessibility-standard-for-information-and-communication.7a6a7b21079.pdf
https://media.bsd.ca/media/Default/medialib/2215-social-media-guidelines.96e7a321082.pdf
https://media.bsd.ca/media/Default/medialib/2210-clear-print-guidelines.3df62121081.pdf
https://media.bsd.ca/media/Default/medialib/2035-external-and-internal-media-use-of-images-and-recordings.c698d811577.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/2035f-external-and-internal-student-media-release-form.7c3a0611751.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/2035n-external-and-internal-media-coverage-general-notice-to-parents.f6cb5811752.pdf
https://edubsd.sharepoint.com/sites/BSDPortal/Divisional%20Documents/Forms/Portal%20View.aspx?sortField=LinkFilename&isAscending=true&id=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms%2F2200Fa%20%2D%20Accessibility%20Standards%20Acknowledgement%20Form%2Epdf&viewid=823bf5f7%2Ddfa8%2D44da%2Da8ab%2D7b425d5b18e4&parent=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms
https://forms.office.com/Pages/ResponsePage.aspx?id=SwMB-2K4yUCTrSDBTBztzWAJBpSsrGBLiHblGe3G-INUMTU5NzQ4SFg4T0JDSjlHRDFTUzhLRUMzWS4u&wdLOR=cFC5AFEF2-EE6E-436B-B218-AAC038BBA40B
https://web2.gov.mb.ca/laws/statutes/ccsm/h175.php?lang=en
https://web2.gov.mb.ca/laws/statutes/ccsm/h175.php?lang=en
https://web2.gov.mb.ca/bills/40-2/b026e.php
https://www.w3.org/TR/WCAG21/

Administrative Procedures Manual
Series 2000 General Administration

Divisional Department Web Pages

The supervisor of each department shall designate an individual or individuals to be
responsible for managing the department’s pages on the Division website; however,
the supervisor is ultimately responsible for the content of the department’'s web
page(s). Only information deemed to be public shall be posted on the department’s
web page. The Division Webmaster shall have administrator access to all department
web pages.

School Web Pages

It is expected that each school shall maintain a presence on the World Wide Web
through a website linked from the Division website in order to present information
about the school. The School Principal shall designate an individual/or individuals to
be responsible for managing the school website; however, the School Principal is
ultimately responsible for the content of the school’'s web pages. Only information
deemed to be public shall be posted on the school website. The Division Webmaster
shall have administrator access to all school sites.

School Website Content and Procedures
School websites shall contain the following information:

Sections of School Role/Responsibility/

Content

Websites Approval
Administration & = About (Page) * Maintained by School
Registration o School Handbook * Content must be

o School Brochure (if approved by the School
applicable) Principal or designate
o School Vision & Mission | « School content must be
o Other School-Based reviewed and updated at
Pages as Needed least once per school
* BSD Admissions & year or as needed

Registration (Link)
e School Staff (Page)
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Sections of School
Websites

Programs & Initiatives

Community & Family

Student Resources

News

Contact

Content

ABC You in Kindergarten

Band

o Brandon West Middle
School Band

o East Side Band

Extracurricular Activities

Grade 7/8 Options

Other School-Based

Pages as Needed

Calendar (School Based)

Division Events & School
Day Calendar

School Cash Online
School Supply Lists
Student Transportation

Volunteering in BSD
Schools

Parent Council

Other School-Based
Pages as Needed

Library
Office 365
PSST World
Seesaw

Other School-Based
Pages as Needed

News Content

Community Connections
Bulletin Board

School Contact Information
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Role/Responsibility/
Approval

Maintained by School

Maintained by Division

School content must be
approved by the School
Principal or designate
School content must be
reviewed and updated at
least once per school
year or as needed

Maintained by School
Maintained by Division

Maintained by Division
Maintained by School

Maintained by Division
Maintained by Division

Maintained by School
Maintained by School

Link Maintained by
Division

Link Maintained by
Division

Link Maintained by
Division

Link Maintained by
Division

Maintained by School

Maintained by School
Maintained by Division

Maintained by Division
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Approval of Content Process

The School Principal or designate will approve all content for the school website. The
School Principal is ultimately responsible for the content of the school’s website.

School Websites Shall Not Contain
o School maps or classroom locations (e.g. room numbers).

o Any student images and/or work product of a student who does not have a valid
External and Internal Student Media Release Form on file (for reference, please
review Administrative Procedure 2035 External and Internal Media Use of
Images and Recordings).

o Advertising, commercial logos or endorsement of commercial products,
companies or organizations, with the exception of school programs run in
partnership with outside organizations.

Copyright

When creating web pages within the Division websites, all users must adhere to
copyright laws when using text, audio, video, images, and background textures on web
pages.

Accessibility Requirements for Publishing Content

Accessibility refers to the practice of making products, services, or environments
available to as many people as possible, especially those with disabilities. This means
that someone with a disability should be able to “access” content on your website as
effectively as someone without a disability. Creating accessible website content
contributes to digital equity and inclusion.
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Heading Levels

The structure of a web page is important for accessibility and for search engine
optimization. Screen readers detect heading levels to guide users through the content.

For example, use Heading 1 for a main page title, Heading 2 for subsection headings
and Heading 3 for sub-subsection headings. Sometimes when content creators
choose headings from an aesthetic point of view instead of a structural one, both the
accessibility and the searchability of that content ends up being compromised.

« SiteGovern | Post

< | You Are Here: ... / Mew Post

Please enter a title (required)

B i U A =T OE q @ B o0 B +
= = i=E-iE T O 1= = -
MNormal
Heading Levels Heading 1
Heading 2
Heading 3
Heading 4

Code

Links and Link Text

Adding links to your content not only keeps word count down, but it creates a greater
experience for the reader and keeps search engines happy.

Ensure you link to relevant information. Offer relevant pieces of information that will
further engage the reader.

Link text is the underlined word or phrase that makes up the link. Use logical keywords
that match the page titles or sections that you'’re linking to—it reinforces that the user
has landed in the right place after they’ve clicked the link.
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Image Descriptions

Image descriptions are used on websites to add more descriptive text, and are helpful
for people who cannot see the full images and don’t use a screen reader.

Example:

manitoba.possible

manitoba.possible It's Disability Employment Awareness Month!

Stay tuned to learn more about disability and employment.
Check out our blog post for events happening this month:
manitobapossible.ca/stories/deam2022

#DEAM #DisabilityEmployment #Disability #Inclusion
#Accessibility #MakeltPossible

Image Description: A woman using a wheelchair sits at a desk
typing. Navy text on a bright pink background reads "Disability
Employment Awareness Month".

© Addacomment..
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Alt Text for Images

Alt text (short for alternative text) is displayed when images are not visible to people
who need large print, braille, speech, symbols or simpler language.

Alt text is not displayed with the image. It's part of the background code that is
accessible by screen readers.

Example:

c Manitoba Possible - inclusive & accessibl @manitobap - Dec 8, 2022
Looking for some gift ideas that will help build fine motor control for a
toddler or preschooler? Check out these ideas! They help build hand-eye
coordination, strength and using two hands together.

HOLIDAY GIFT IDEAS FOR § suinon D vesroruns
TODDLERS & PRESCHOOLERS T e
TOWORK ON FINE-MOTORPLAY 'Y
[ ¢ & & “
@ 2 ’

3 runee fy Pound-a-8an

\!
f

Image description

i ) -Dec5,2022
1 oral = any ways..The help and support of
2 our family support.”

Dismiss

Captions for Video Content

Captions provide a text version of spoken words, along with any sounds that are
important to understanding the context, so people who can’t hear can comprehend
the information.

Captions are used in videos to provide a text alternative to sound so that people who
have hearing or visual disabilities can understand video content. Open captions are
permanently fixed to the video and can’t be turned on or off. Closed captions can be
turned off by the viewer.
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Fonts, Colour Contrast and Text Size

Choose plain fonts that are easy to read and use high contrast or a black background
for text over a busy image and avoid putting text in images because screen readers
can't read it.

Avoid decorative fonts or fonts with thin strokes and make the text size bigger so it's
easier to read. If you use text in a small font that’s hard to read and depend on people
to tap and hold the screen to read it, it's too small.

This colour contrast chart shows some examples of colour combinations that provide
poor and good contrast. Some colour combinations can cause seizures or physical
reactions for people with vestibular disabilities like vertigo and dizziness or can cause
migraine if the colours appear to be vibrating or have too much contrast.

RED OREANGE YELLOW  GREEM BLUE VIGLET BLACK WHITE

RID L POOR ir{ufula]

CEARNGTD PR POOR POOA

YILLOW

GREEN POOR
HLUE [ila i) Goom [Haldla]

WIOLET PO rOGR 4000

BLACK [ i) [Halali] [Haldla]

WHITE []alale] GO0
GRAY Gi00eD POOR G000
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For further information related to Fonts, Colour Contrast and Text Size, review
Administrative Procedure 2210 Clear Print Guidelines.

If you have any questions about design and content of your website content, please
send an email to the Brandon School Division Communications Coordinator at:

info@bsd.ca for assistance.
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