[image: ]The text below is a recommended format for anyone who needs to inform individuals of a potential COVID-19 exposure. You should adjust the text as necessary – please do not just send as-is without updating placeholders and editing depending on your role. 
Managers/department leaders may consider sending this email to the close contacts or their work unit/floor (if they choose to) when they learn of an employee who was onsite and then tested positive for COVID-19 and could have exposed coworkers.



Subject line: Potential COVID-19 exposure onsite

Hello, 
We learned that there was an employee in [name of work unit or department or floor they worked on] who tested positive for COVID-19 and was onsite at [facility] on [insert date]. 
This employee identified you as a close contact.
[OR]
This is a general notification to [employees in this person’s work unit or employees who work on this floor].
You can continue to come to work, unless you are sick, develop COVID-19 symptoms, or test positive for COVID-19. 
We are requiring individuals who test positive to work with their manager to notify close contacts. For privacy reasons, we cannot share details about the person. At this time, they have been told to stay home and follow isolation guidelines from the Centers for Disease Control and Prevention (CDC).
Included in this message are general guidance for monitoring symptoms, if you become sick, and if you test positive for COVID-19.
Definitions are included below to help clarify these quarantine and isolation guidelines.
Monitor for symptoms
Given the transmission rate of COVID-19, we recommend taking the following precautions to keep you and our workplace safe.
If you were exposed to COVID-19, do not have symptoms, and are either up to date on your COVID-19 vaccinations or had confirmed COVID-19 within the past 90 days, we ask that you follow these CDC guidelines for exposure:
· You do not need to stay home and quarantine.
· Even if you don’t develop symptoms, get tested at least 5 days after you last had close contact with someone with COVID-19 – unless you had COVID-19 within the past 90 days.
· Watch for symptoms until 10 days after you last had close contact with someone with COVID-19.
· Wear a well-fitting mask for 10 full days when you are around others.
If you were exposed to COVID-19, do not have symptoms, and are not up to date on your COVID-19 vaccinations, we ask that you follow these CDC guidelines:
· Stay home and quarantine for at least 5 full days.
· Follow the guidelines above for getting tested, watching for symptoms, and wearing a well-fitting mask.
What if I develop symptoms? 
If you develop symptoms of COVID-19, regardless of vaccination status, you must stay home and isolate, and we recommend getting tested as soon as possible after your symptoms start.
While waiting for test results, you should stay away from others, including those living in your household; wear a well-fitting mask for 10 full days any time you are around other people; cover your coughs and sneezes; clean your hands often; and follow other CDC guidelines if you are sick.
What if I test positive? 
If you test positive for COVID-19, regardless of vaccination status, you must stay home for at least 5 days, notify your manager, and work with your manager to notify workplace close contacts. Please follow the CDC guidelines for isolation.
If you tested positive and have symptoms:
· Isolate until all three of the following are true:
· It has been 5 days since you first felt sick.
· You are fever-free for at least 24 hours, without fever-reducing medicine.
· You feel better and your symptoms are improving.
· Continue to take precautions until day 10, including continuing to wear a well-fitting mask.
If you tested positive but do not have symptoms:
· Isolate for 5 days after your positive test date, which is day 0.
· Monitor for symptoms. If you develop symptoms, start over with day 0 as the day your symptoms started and refer to guidelines for testing positive with symptoms.
· Continue to take precautions until day 10, including continuing to wear a well-fitting mask.
What if I need to quarantine or isolate?
If you are quarantining because of a potential exposure or you test positive for COVID-19, we encourage you to telework if you can. 
If you cannot work or telework while staying home to quarantine or isolate, you must use your own paid time off or sick time (as designated for your bargaining agreement). If you do not have any paid time off or sick time, you will receive approved unpaid leave.

We know this continues to be a stressful time for you and your family. Please work directly with your leader if you have any questions or concerns related to this communication.
Thank you,
[Leader email signature]
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