
 

 
 
 

 
To: All Extension Employees  
Date: March 16, 2020 
Subject: Communicating Coronavirus-related Extension Cancellations and Closures 
 
Extension colleagues, 
 
We appreciate your patience and perseverance as the situation regarding the coronavirus (COVID-19) 
continues to evolve and impact our operations statewide. In alignment with both Governor Cooper’s 
Executive Order this weekend, which included banning gatherings of more than 100 people, and Dean 
Linton’s announcement on March 16, we are sharing resources to assist you with communicating 
programming changes to your clients and stakeholders.  
 
While these restrictions are necessary to slow the spread of the virus, we realize they may have 
wide-ranging impacts on local Extension activities across the state. With that in mind, we ask that you 
review your website and social media channels and update previously scheduled events that are 
no longer happening, or moving to a virtual platform. 

● Emergency Message / Closure Notification on County Websites 

Counties can enter an “Emergency Message” (up to 140 
characters) and/or feature an “Office Closure'' notice on your 
county center websites. As your center adjusts its operations per 
recent requirements, make sure to utilize these features for your 
audiences. Find step-by-step guidance using the links below:  

● Emergency Message  
● Office Closures  

 
● Managing Event Cancellations on Eventbrite  

 
Find detailed guidance for canceling events through Eventbrite on the EIT website. You can also 
refer to Extension’s Eventbrite User Guide for more information. 

Note: We are only showing “live” events on our WordPress calendars, so once a local event is 
cancelled in Eventbrite, it will disappear from the Extension site in real-time. Also, all credit card 
charges can be reversed. In the case that your office accepted checks, you will need to work with 
CALS Business Operations or your county financial office to issue a refund. 
 

NC State University provides equal opportunity and affirmative action efforts, and prohibits discrimination, harassment and retaliation based upon a person’s race, color, 
religion, sex (including pregnancy), national origin, age (40 or older), disability, gender identity, genetic information, sexual orientation or veteran status. 

https://governor.nc.gov/documents/executive-order-no-117
https://intranet.ces.ncsu.edu/2020/03/covid-19-from-dean-linton/
https://eit.ces.ncsu.edu/2016/10/emergency-message-feature-added/
https://eit.ces.ncsu.edu/2016/01/closing-your-office-for-inclement-weather-heres-how-to-get-the-word-out/
https://eit.ces.ncsu.edu/2020/03/how-to-cancel-scheduled-eventbrite-events
https://docs.google.com/document/d/1VwNPoyL5k8ABhoQ4Sc0XygaPSYxkMKydlKvq93STaFM/edit?usp=sharing


 
 

● Communicating Event Cancellations / Office Closures  

We’ve developed sample message templates that you can customize and share with your 
audiences via email, newsletter or online to apprise them of changes to local operations. This is 
intended as a guide to help promote timely, consistent communications and can be modified to fit 
your situation. View a current list of office closures.  

Download Message Templates (Word Doc) 
 

● HR Information 

Please read the Guidelines on Pandemic and Communicable Disease, as it provides details on 
working during the pandemic. All employees are able to work from home with supervisor approval. 
Phones can be forwarded for continued operations.  
 
If your county office does not close completely, consider rotating staff to have limited contact in the 
office. If employees need additional work they can do remotely, you can allow them to work on 
professional development. NC State has a contract with LinkedIn Learning so all university 
employees have access to thousands of online courses. View instructions. 

 
If you or your volunteers are hosting a smaller event within the size restrictions, please understand that the 
risk is not eliminated and consider suspending existing events or moving them online. We recommend not 
rescheduling events until further guidance is received. Whether you are on or off-campus, please practice 
social distancing and be proactive in learning about additional precautions to protect yourself and others. 
 
This message and all COVID-19-related announcements from NC State Extension and CALS 
administration are available on the Extension intranet. Stay up to date with university-wide 
announcements, helpful information and a growing list of resources at www.ncsu.edu/coronavirus.  
 
Thank you all for your unshakable support, patience and dedication. This is an unprecedented situation for 
our Extension family, and together we will see it through and do all we can to keep our communities as 
safe and informed as possible. 
 
RichB 

 
 
 
 

-- 
A. Richard Bonanno, Ph.D. 
Director, NC State Extension 
Associate Dean, College of Agriculture and Life Sciences 

NC State University provides equal opportunity and affirmative action efforts, and prohibits discrimination, harassment and retaliation based upon a person’s race, color, 
religion, sex (including pregnancy), national origin, age (40 or older), disability, gender identity, genetic information, sexual orientation or veteran status. 

https://intranet.ces.ncsu.edu/office-closures/
https://intranet.ces.ncsu.edu/wp-content/uploads/2020/03/Extension-Center-Closing-Event-Cancellation-Message-Templates_Coronavirus-2020.docx
https://hr.ncsu.edu/pandemic-and-communicable-disease/resources/
https://www.ces.ncsu.edu/linkedin-learning_online-prof-development-resources/
https://oit.ncsu.edu/campus-it/web-conferencing-services/
https://hr.ncsu.edu/pandemic-and-communicable-disease/resources/
https://www.cdc.gov/coronavirus/2019-ncov/about/prevention.html
https://www.cdc.gov/coronavirus/2019-ncov/about/prevention.html
https://www.ces.ncsu.edu/tags/coronavirus-admin-update/
http://www.ncsu.edu/coronavirus
http://www.ncsu.edu/coronavirus

