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Date: 00/00/00
Dear daycare staff:
[bookmark: _GoBack]This letter is to let you know that number individual(s) have been diagnosed with COVID-19) at location. By law we must keep the identity of the ill individual(s) confidential. Although the illnesses are of concern, this is not a medical emergency. The Local or Tribal Health Authority, in partnership with childcare officials, is responding to the situation.
Recommendations:
Local or Tribal Health Authority recommends the following:
If a child has symptoms of COVID-19 please have the parent or guardian keep the child home from school and consult with a health care provider. Ask them to tell their provider that their child may have been exposed to COVID-19.
Call the Local or Tribal Health Authority at 555-555-5555 to let us know if you are aware of COVID-19 diagnoses at your center.
The Local or Tribal Health Authority will contact you to determine if other children or staff had contact with the individual with COVID-19, and they will be asked to quarantine at home for 14 days.
Follow COVID-19 prevention steps:
Wash hands often for at least 20 seconds with soap and warm water. If you cannot use soap and warm water, use hand sanitizer (60-95% alcohol content).  
Cover coughs and sneezes with elbow or tissue. If you use a tissue, throw the tissue away and wash your hands right away.  
Do not touch your face. 
Stay at least six feet away from people who you do not live with.  
Wear a cloth, paper or disposable face covering when you go out. A face covering may help stop the spread of the virus as more people are out and about. 
Clean and disinfect surfaces that you often touch  
Stay close to home. Avoid overnight trips. Minimize non-essential travel, including recreational day trips to places outside the community where you live. Travel the shortest distance that you need to for essential services. Plan to run essential errands during hours when fewer people will be there.
If you are sick, stay home, call your health care provider and follow their guidance. 
If you are at risk for severe complications (older than age 65 or have medical conditions) you should stay home, even if you feel well. 
If you are in public and start to have symptoms, go home and self-isolate. Contact your provider.
If you have further questions, please call contact information.
Sincerely, 
Name, title
Name of Organization 
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