[Date]
Dear employee:
We have learned that you might have been exposed to a person with COVID-19 while working at [facility name] between [date] and [date].
We understand that this news may cause you concern. [Facility] is committed to implementing measures to protect patients and employees from exposure to COVID-19 and to make sure you have all the information you need to make informed decisions about your health.
What is it? 
COVID-19 is a respiratory illness caused by a virus that had not been previously identified. People with COVID-19 can have a range of symptoms from a mild cold-illness to severe pneumonia. 
How is it spread?
COVID-19 spreads most commonly in the same way as the common cold or flu — through respiratory droplets that are produced when someone coughs or sneezes. We do not think that COVID-19 spreads through the air across the room, and it is easily cleaned off of surfaces using routine disinfectants.
Am I at risk?
People who are most at risk are those who have been in close contact (within 6 feet for longer than 10 minutes) with someone who has the infection. Individuals 65 years and older, and those with chronic medical conditions, are at higher risk of complications from the illness.
What do I do next?
People who have been exposed to COVID-19 are at risk of becoming ill for up to 14 days after the exposure. If you haven’t developed symptoms like fever, cough, or shortness of breath by that time, you are unlikely to develop symptoms from this exposure.
However, we also know that COVID-19 is circulating in our community, so regardless of this exposure, it is important that everyone continue to monitor ourselves for fever (>100.4°F) and respiratory symptoms like cough or shortness of breath. If you develop any of these symptoms, [Facility] will work with the Maricopa County Department of Public Health to make sure you are tested for COVID-19. It is important that you not come to work while ill.
What is being done to stop COVID-19 from spreading in my facility? Can I get tested if I have symptoms?
[Facility] is working closely with the Maricopa County Department of Public Health and following all recommendations for to stop COVID-19 from spreading in our facility. This includes having all employees wear face masks while in the facility, placing all residents in isolation rooms, using personal protective equipment when interacting with all residents, and testing all consenting symptomatic residents and employees who have been exposed to COVID-19.
[bookmark: _GoBack]We want to assure you that [Facility] has been extremely responsive to all Public Health requests and recommendations. We are committed to providing you with accurate and timely information throughout this process.
If you have additional questions or concerns, we ask that you contact [Name and contact information].
Thank you for your patience during this challenging time.
Sincerely,
