
 

 

 
 
 
  
 
RE: Temporary Reduction in Hours during COVID-19 Outbreak 
Issued: Monday, March 16, 2020 
 
 
 
 
Dear Forward Careers – 
 
During this unprecedented time where the Coronavirus (COVID-19) is posing challenges for everyone, Forward 
Careers needs to be responsible and proactive. To that end, a review of all business goals, objectives and processes 
was conducted for the future well-being of Forward Careers.  
 
As a result of this analysis and in an effort to manage the slowdown of activities during the COVID-19 outbreak, 
Forward Careers has come to a difficult but necessary conclusion.  Effective March 16, 2020, all employees will 
receive a reduction in their hours from 40 to 32.5 hours per week, for the warranted duration of the COVID-19 
outbreak. Hours of operation will change from Monday – Friday, 8:00 am – 4:30 pm to Monday – Friday, 9:00 am 
– 3:30 pm with a half hour of paid lunch.  
 
While a reduction in hours will take into effect, the following benefits will be unchanged: 

- Accidental Death and Dismemberment 
- Dental Insurance 
- Health Insurance 
- Life Insurance 
- Long Term Disability Insurance  
- Pension Plan 
- Short Term Disability Insurance (employee-paid) 
- Worker’s Compensation Insurance 
- Pension Plan 

 
Paid Time Off (PTO) accrual schedule will remain unchanged as well.  
 
In combination with the slowdown in business activities, many of our employees may be impacted with the statewide 
K-12 school closures and the alternative delivery of courses or may need to care for a family member that falls ill 
while the employee has no symptoms with the ability to work remotely. To assist all employees, we decided to offer 
a pilot and optional telecommuting arrangement to all employees, as their job duties allow.  
 
This was an extremely tough decision, and we understand the impact this will have on you and your family. However, 
please know we considered several other alternatives, and the choice we made is the best option at this time and 
will have the least impact on our employees overall.  
 
Forward Careers will continue to monitor and reevaluate this decision based on the status of the COVID-19 and its 
impact on our operations. We believe the outcome from these measures will reduce the risk of COVID-19 to 
employees’ health and better position the company in the future.   
 
We appreciate all of your hard work, and we know we will have your support as we all strive for continued business 
success. Should you have any questions, please don't hesitate to speak with your manager. 
 
Sincerely, 

 
Cindy Simons 
President & CEO 


