Dear (facility) Staff,


The health and safety of our staff and community are the top priority for everyone here at (facility). With that in mind, we want to share some important health-related information. We have identified that staff may have been exposed to COVID-19 on (date of exposure) at (facility).
 
COVID-19 is a respiratory illness caused by the virus SARS-CoV-2. COVID-19 is mainly spread from person-to-person between people who are in close contact with one another (within 6 feet). This occurs through respiratory droplets produced when someone with the illness coughs or sneezes. Outbreaks of respiratory viruses, such as COVID-19, in long-term care facilities are not uncommon. 

[bookmark: _408s84yre4iz]Strict adherence to the precautions listed below will help reduce your risk of getting COVID-19 and will help reduce risk to your fellow staff members and our residents: 

· Wash your hands often with soap and water for at least 20 seconds, especially after blowing your nose, coughing, or sneezing.
· If soap and water are not available, use a hand sanitizer that contains at least 60% alcohol.
· Avoid touching your eyes, nose, and mouth with unwashed hands.
· Avoid close contact (within 6 feet) with others.
· Avoid contact with  frequently touched surfaces in public places – elevator buttons, door handles, handrails, handshaking with people, etc. 
· Use a tissue or your sleeve to cover your hand or finger if you must touch something.
· Cover your cough or sneeze with a tissue of your sleeve (not your hands) and immediately throw the tissue in the trash.
· Clean and disinfect frequently touched surfaces, such as tables, doorknobs, light switches, handles, desks, toilets, faucets, sinks, and cell phones.

[bookmark: _GoBack]Older individuals and those with chronic medical conditions, such as heart disease, diabetes, or lung disease, are at higher risk for severe illness from COVID-19. If you are at higher risk for serious illness from COVID-19, it is crucial for you to adhere to the recommendations above.

If you develop a fever or new or worsening respiratory symptoms, such as a cough or shortness of breath: 
· Stay home from work.
· If you are already at work, immediately put on a face mask (if you are not already wearing one), inform your supervisor, and go home.
· Notify your local health department, and your supervisor.
· If you need to seek healthcare, call ahead and tell your provider about your symptoms and recent possible exposure to COVID-19.

If you test positive for COVID-19, you must stay home and away from others until you have had no fever for at least 72 hours (three full days with no fever without the use of medicine that reduces fever) AND other symptoms have resolved AND at least 7 days have passed since your specimen was collected. 

If you symptoms consistent with COVID-19 (e.g., fever, cough, shortness of breath) and have not been tested or tested negative, you should stay home and away from others until you have had no fever for at least 72 hours (three full days with no fever without the use of medicine that reduces fever) AND other symptoms have resolved.

If you have other non-compatible symptoms, you should stay at home until 24 hours after all symptoms are gone without the use of medicine.

We are taking the following steps to keep staff and residents safe:
· (list steps being taken)

Thank you for your continued dedication to keeping our staff and residents safe. If you have any additional questions, please follow up with your occupational health or healthcare provider.

Sincerely,

