
 
 

IMPORTANT MESSAGE REGARDING COVID-19 
 
Updated March 13, 2020 
 
 
Dear Forward Careers – 
 
Yesterday, Governor Tony Evers declared a public health emergency giving the Department of Health Services the 
ability to use all resources necessary to contain and slow the spread of Coronavirus (COVID-19). Forward Careers 
continues to review guidance and recommendations provided by the Wisconsin Department of Health Services, the 
Centers for Disease Control and Prevention, and remains in consultation with local, state and federal partners. That 
is why we are taking the following actions now to lessen the risk to our community, including you and our 
clients, as much as possible.  
 
Meetings, Trainings, & Workshops 
Effective Monday, March 16 group meetings, trainings, outreach activities, and workshops must be conducted using 
conferencing technology, webinars, or postponed through at least Friday, May 31, 2020. Supervisors will arrange 
department meetings accordingly.  
 
Examples include WIOA orientations, employment prep workshops, and unconscious bias training. A decision on when 
and whether in-person workshops will resume will be shared in May.  
 
Notice for the public will be placed on our website and the AJC Operations Manager for front-end knowledge at all 
3 locations. 
 
Events 
All Forward Careers events are canceled beginning Monday 16, through at least Friday, May 31, with limited 
exceptions by the President. 
 
Offices 
Forward Careers’ offices are not closing and will remain open until further notice provided by leadership and in 
correspondence to the colleges we are tenants at.  
 
As a partner within the American Job Center or WFDC, the Center remains accessible to the public.  
 
Employees 
Forward Careers will remain open and all employees should continue their regular work schedules unless advised 
otherwise by Human Resources. Forward Careers will continue daily operations, with some exceptions around travel 
and events, noted below.  
 
Travel 
All Forward Careers supported travel is cancelled through Friday, May 31, with limited exceptions from the 
President.  
 
We strongly advise you to reconsider non-essential personal travel, including travel over Spring Break or upcoming 
extended PTO. 
 
 
 
 
 
 



 
 
Documented cases are growing rapidly both domestically and internationally. You may face a higher risk of 
infection, significant delays returning, and/or the requirement to self-isolate or self-quarantine upon your return, 
all of which could significantly impact your professional and personal obligations at great individual expense.  
 
All employees should be aware that if you travel, you may be required to self-quarantine for 14 days depending 
on where you’re traveling to and from, even if you do not exhibit symptoms. Forward Careers’ Human Resources 
will review each employee’s upcoming time off to inquire about travel plans. Please wait to respond until you 
receive information from Human Resources. 
 
CDC Travel Resource: https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html 
 
If you feel sick 
If you develop COVID-19 symptoms, stay at home. If symptoms like fever, cough, or difficulty breathing are 
present, you are advised to contact your health care provider for advice. 
 
Employees should not report to work if they are ill and should use PTO, including notifying their supervisor and 
Human Resources. 
 
Employees that choose to self-isolate or self-quarantine should use PTO, including notifying their supervisor and 
Human Resources. 
 
COVID-19 Quick Reference Guide: https://www.customguide.com/cheat-sheet/coronavirus-quick-reference.pdf 
 
Work from Home Approval  

 Exempt employees must contact Forward Careers’ Human Resources for approval to work from home. 

 Non-exempt employees as a general rule are not eligible to work from home. However, during this 
unprecedented time, there may be support staff allowed to work from home on a case-by-case basis and as 
job equipment/technology constraints allow. Non-exempt employees must contact Forward Careers’ Human 
Resources for process. 

 Employees not eligible to work from home should use PTO. If PTO has been exhausted, contact Human 
Resources to request Personal Leave.  
 

Eligible employees will be required to complete a Telecommuting Policy and Agreement form.  
 
Our responsibility to others 
While employees may not feel like COVID-19 will affect them if they are young or healthy, please remember that 
you are members of a larger community and could carry it to those with compromised immune systems or to older or 
higher-risk people. There is no vaccine or protection at this time. We ask everyone to consider the safety and health 
of our entire community. 
 
The best steps you can take to keep yourself and others healthy include: 

 Regularly wash your hands with soap and water for a minimum of 20 seconds. 

 If water isn’t available, then use hand sanitizer. Hand sanitizer needs to contain at least 60 percent alcohol 
to be effective. 

 Refrain from shaking hands. 

 If you cough or sneeze, do so into your elbow or a tissue. 

 Get plenty of sleep. 

 If you have a fever, please stay home. 

 Social distancing: By maintaining a distance of six feet from others when possible, people may limit the 
spread of the virus. 

 

https://www.hhs.gov/answers/public-health-and-safety/what-is-the-difference-between-isolation-and-quarantine/index.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html
https://www.customguide.com/cheat-sheet/coronavirus-quick-reference.pdf


 
 
Please review the resources listed below for further guidance. 
 
Questions 
We know that there are additional questions and concerns that arise as the COVID-19 situation continues to 
develop. You can submit questions to Forward Careers’ Human Resources, who will compile and release responses 
frequently.  
 
It is important that we act thoughtfully and responsibly during this time. Our actions will help keep everyone safe 
with minimal disruption to our mission as customers continue their job training services.  
 
I appreciate your cooperation and understanding as we navigate this situation. We will continue to monitor the 
COVID-19 nearby, nationwide, and worldwide, and we will act and adapt our plans as appropriate. 
 
Cindy Simons 
President & CEO 
 

Additional Resources: 

 CDC Handwashing Guide 

 COVID-19 Prevention and Treatment – CDC 

 COVID-19 Global Cases by Johns Hopkins CSSE 

 COVID-19 Wisconsin Department of Health Services 

 Centers for Disease Control and Prevention 

 Wisconsin Department of Health Services 

 World Health Organization (WHO) 
 

 College Students: UHual Free Storage 

 Unemployment Insurance Guidance During COVID-19 

 Internet Essentials for Customers 
 

https://www.cdc.gov/handwashing/pdf/handwashing-poster.pdf
https://www.cdc.gov/coronavirus/2019-ncov/about/prevention-treatment.html
https://gisanddata.maps.arcgis.com/apps/opsdashboard/index.html#/bda7594740fd40299423467b48e9ecf6
https://www.dhs.wisconsin.gov/disease/covid-19.htm
https://www.cdc.gov/
https://www.dhs.wisconsin.gov/outbreaks/index.htm
https://www.who.int/
https://www.uhaul.com/Articles/About/20625/College-Students-U-Haul-Offers-30-Days-Free-Self-Storage-amid-Coronavirus-Outbreak/
https://www.dol.gov/newsroom/releases/eta/eta20200312-0
https://www.internetessentials.com/

