


Operational Policy: Accessible Documentation
Blind & Low Vision Education Network NZ 
Statement of Intent 
The Blind & Low Vision Education Network NZ (BLENNZ) is committed to designing and delivering content that is accessible by default. BLENNZ recognises the importance of meeting accessibility standards (e.g., Web Content Accessibility Guidelines (WCAG) where applicable) and ensuring that information is accessible to all individuals, including ākonga, whānau, staff, and the wider community, in formats that meet their diverse, individual needs. This policy aims to promote inclusive practice across all areas of communication, establishing accessibility as a universal standard and a shared responsibility across the entire organisation. 
Scope 
This policy applies to:
· All BLENNZ staff, contractors (who are part of the BLENNZ teaching team), and volunteers. 
· All digital and non-digital documents created, shared, or published by BLENNZ. 
· Internal and external communications, including:
· Teaching and learning resources 
· Reports and correspondence 
· Policies and procedures 
· Website and online content 
· Forms and templates 
· Email signatures
Definitions 
· Born Accessible: An approach where accessibility is considered at the very point of content creation, rather than as an afterthought. 
· Flexible Formats: Information made available in alternative formats as required to support independence and participation (e.g., large print, Braille, audio, and digital accessible formats). 
Policy Guidelines 
As a shared responsibility across the organisation, all BLENNZ staff and representatives must adhere to the following principles and requirements when creating or sharing content: 
Principles of Practice 
· Prioritise Equity and Inclusion: Ensure ākonga who are blind, deafblind or have low vision can access information in ways that support independence and participation. 
· Commit to Continuous Improvement: Accessibility practices will be regularly reviewed and improved based on feedback from ākonga, whānau, and staff. 
· Build Capability: Staff will be actively supported to develop skills and confidence in creating accessible documents and content. 
Accessible Document Creation 
All documents must:
· Use a clear structure, including headings, lists, and a logical reading order. 
· Include meaningful headings and styles, rather than relying solely on visual formatting. 
· Use accessible fonts, sizes, and appropriate colour contrast. 
· Include meaningful alternative text for all images. 
· Avoid unnecessary complexity, clutter, or visual noise. 
· Be fully navigable using assistive technologies. 
Digital Content 
· Website and online content must meet accessibility standards where practicable. 
· PDFs should be accessible or completely avoided if a more accessible format is possible. 
· Multimedia content must include captions and/or transcripts where applicable. 
Communication with Ākonga and Whānau 
· Information must always be provided in accessible formats appropriate to the specific needs of the ākonga and their whānau. 
· Staff must actively check and verify accessibility needs rather than making assumptions. 
Accountabilities and Responsibilities 
· All Staff: Responsible for creating accessible documents and communications, following BLENNZ accessibility guidelines/templates, and seeking support where needed. 
· Leaders: Must ensure accessibility expectations are implemented within their teams, support staff capability building, and monitor compliance with this policy. 
· Digital / IT Teams: Responsible for providing accessible templates and tools, supporting staff with accessibility best practice, and maintaining accessibility standards for systems and platforms. 
Implementation 
To support compliance, BLENNZ will provide guidance and resources for accessible document creation (including updated Mac and Windows settings guidance), maintain accessible templates, deliver training opportunities, and regularly review website and digital platforms. Accessibility issues will be addressed promptly. 
Supporting Documents 
· Accessible Document Guidelines (Mac and Windows) 
· BLENNZ ICT and Digital Use Policies 
· Teaching and Learning Guidelines 
· Website Content Guidelines 
· BLENNZ Operational Policy: Communication and Social Media 
Approved: Saul Taylor – Principal 
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Date: August 2026
Next Review: This policy will be reviewed every 3 years, 2029
(Signed to confirm policy has been read and understood) 
(Signed to confirm implementation requirements have been discussed with line manager) 
Date: ............................ 
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