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● Partnered with and supported over (150) district website content editors:
○ Provided initial training, ongoing training, consultation, and technical support
○ Developed accessible training resources and internal content editor communication channels

● Partnered with over (75) district content owners to keep district web pages, web forms, and 
static files relevant, accessible, and compliant.

○ Managed a regular content auditing compliance schedule
○ Developed internal channels to facilitate two-way communication

● Developed processes and procedures for: website publishing, user experience, operations, style 
guide, disaster recovery, record retention, language access, accessibility (WCAG), and privacy 
(FERPA)

● Developed a transparent internal SharePoint site to support these activities

While at the Bellevue School District:



Initial Phase:
Started with WordPress Resources, added 
sections as new content was developed:

WEB CONTENT ACCESSIBILITY

WEBSITE HELP

WORDPRESS RESOURCES

USER EXPERIENCE

PROCESSES

WEBSITE CHANNELS

NEWS



● Serves as an internal landing 
page for website related 
customer support

● Communicates typical 
turnaround times and how the 
department can help content 
owners and editors

WEBSITE HELP



● Pages map to the initial 
website editor in-person 
training

● Topics cover the basics of 
what editors need to know

● Content uses real world 
examples that district editors 
encounter

WORDPRESS RESOURCES



Typical resource pages include:

● Step by step tutorials that 
map to the initial website 
editor in-person training

● Video content that uses a 
typical communication 
scenario that a school office 
manager would encounter

WORDPRESS RESOURCES



In addition to the tutorial:

● Pages include best practices 
where applicable

● Also include the rationale 
behind the best practice

WORDPRESS RESOURCES



● Short list of best practices 
that content owners can use 
to evaluate community facing 
website content, emails, 
documents, web forms, and 
applications

● Can also be used to inform 
website related technology 
purchases

USER EXPERIENCE



● Focuses on what content 
editors and owners will 
typically encounter: Website, 
PDFs, Word Documents, 
PowerPoint Presentations

● Provides links to regularly 
audited external WCAG 
resources

WEB CONTENT ACCESSIBILITY



Requirements for Pages:

● Used as the main 
accessibility checklist

● Focuses on the requirements 
website editors will typically 
encounter

● Provides links to regularly 
audited external WCAG 
resources

● PDF, Word, and PowerPoint 
pages refer back to this page

WEB CONTENT ACCESSIBILITY



Requirements for Accessible PDFs:

● Refers back to the web page 
requirements and Adobe’s 
own documentation

● Includes guidance for file 
naming, metadata, and 
language access

WEB CONTENT ACCESSIBILITY



● Creates transparency for how 
the department operates

● Includes processes for: best 
practices, content publication, 
page layout, alert messages, 
documentation, record 
retention, FERPA compliance, 
and user management

PROCESSES



Website Publishing Best Practices:

● Acts as a checklist for content 
owners and editors

● Links back to State Plain Talk 
guidelines and other user 
experience best practices

PROCESSES



Service Level Agreements (SLAs):

● Allows the team to ally with 
the content owner instead of 
being a gatekeeper

● Encourages content owners 
to think about website content 
at the beginning of a project 
(instead of at the end)

● Creates room for other 
communication channels to 
participate (newsletters, 
social media, etc.)

PROCESSES



Website Accessibility Request:

● Developed in response to an 
agreement with the 
Department of Education’s 
Office for Civil Rights

● Provides a process for when 
a community member 
requests that specific website 
content be made more 
accessible

PROCESSES



New WordPress Users:

● Requires the user taxonomy 
owner to document 
authorization 

● Captures user information for 
easier CRM

PROCESSES



Documenting Website Updates:

● Creates transparency so any 
team member can step in and 
have an understanding of the 
current production queue 

● Communicates record 
retention compliance

PROCESSES



Publishing and Retiring Media:

● Pertains to PDFs and images

● Helps departments maintain 
record retention compliance, 
especially for media files that 
are regularly updated

PROCESSES



Video Upload & Media Clearance:

● Communicates FERPA 
compliance best practices

● Communicates consistent 
standards for uploading 
videos to the District YouTube 
channel (naming, metadata)

PROCESSES



Site-Wide Alert Messages:

● Encourages website editors 
to consider how their content 
is viewed within the context of 
other pages and on different 
devices

● Creates a concrete standard 
and provides examples on 
how to meet that standard

PROCESSES



Department Sub Landing Pages:

● Makes department landing 
page information consistent 
and mobile friendly

● Provides Word templates that 
content owners can use to 
develop their content

● Communicates website 
content best practices and 
compliance guidelines

PROCESSES



Website Calendar Events:

● Promotes the best practice of 
creating a single source of 
information for event content

● Communicates website 
content best practices and 
compliance guidelines

PROCESSES



● Supports automated content 
curation across multiple 
departmental pages

● Works in conjunction with 
department content templates 
(Next slide)

WEBSITE CHANNELS



Website News Post Template Holiday Site-Wide Alert Template

Content Templates:

● Promotes editorial 
consistency and best 
practices for content owners 
and editors

● Encourages content owners 
to start thinking about 
analytics at the beginning of a 
communications project

WEBSITE CHANNELS



● SharePoint News articles 
appear on departmental and 
district wide pages

● Focus on content auditing 
and continuing web content 
education

NEWS



Example Content Auditing Article:

● Works in conjunction with the 
active content auditing 
schedule

● Encourages web content 
management best practices

● Provides resources for 
content owners and editors

● Offers the Communication 
Department as a resource

NEWS



Future Phases:
Use Microsoft Teams Channels and 
SharePoint News to communicate with 
content owners and editors:

● Weekly updates communicating 
major departmental content 
changes to the district website

● Regular training resource updates

● Regular content auditing resources 
and call-to-actions

● Allows a space for transparent 
communication and feedback



Thank You


