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Date: 00/00/00
To Whom It May Concern:
A COVID-19 outbreak has occurred in your workplace. Public health is notifying you about this outbreak, if you don’t already know. We know that this will raise many questions and concerns for you and your employees. This letter provides you with information about what to do to keep your employees, your workplace and yourself healthy and safe. Public health stands ready to support you, if you have questions please do not hesitate to reach out.
Tell me more about the COVID-19 outbreak and what I should do right now?
For COVID-19, an outbreak is defined as two or more cases of COVID-19 in the same place or group of people, like in a workplace. At Enter workplace/employer name Enter number of cases individuals have tested positive for COVID-19 and currently Enter number of contacts individuals may have been exposed. Local and state public health officials are working to gather more information and stop the spread of the virus in your workplace and the community.
[bookmark: _GoBack]There are four things you should do right now:
· Stay in close communication with your local public health authority (LPHA) or Tribal Health Authority Enter contact information about detailed steps you will take to keep your workplace and employees safe and healthy.
· Make sure you are familiar with what Oregon employers should do to stop the spread of COVID-19 by reading the General Guidance for Employers. 
Depending on your type of business (e.g. restaurant, retail, schools) there is also sector-specific guidance to protect businesses, employees and the public. You can find these sector-specific guidance documents at the Oregon Health Authority (OHA) COVID-19 webpage.
· You may want to alert your employees about the worksite outbreak, tell them to stay home if they are sick and remind them of the important steps they must take to stop the spread of COVID-19. See the OHA webpage to read about the specific steps based on your type of business. You should not disclose the names of positive individuals to other employees.
· Protect the confidentiality of workers who are diagnosed with COVID-19 or asked to quarantine because they have been exposed. These staff will benefit from broad application of paid time off and leave policies, and any employee assistance programs you offer. The primary reasons workers continue to work when they shouldn’t are related to job and economic security.


Know the facts about COVID-19
Make sure you and your employees know the facts about COVID-19, how it spreads, the symptoms and how to prevent the spread of the virus. Provide information to your employees about prevention and post clear signs at work to keep everyone safe and healthy. In general, the most important steps to stop the spread of the virus include:
Stay home if you are sick, especially if you are more at risk
Stay at least 6 feet apart from others 
Wash hands often and do not touch your face
Wear a face covering and cover your cough/sneezes 
Also, make sure that you and your employees understand the sector-specific guidance to follow to prevent the spread of COVID-19. 
Moving forward how can I protect myself and others, especially my employees?
Continue to work and communicate closely with your LPHA or Tribal Health Authority and the State of Oregon to stop or contain the spread of the virus. Continue to tell employees the importance of the steps to take to prevent the spread of the virus (see above). 
If you have questions or concerns or you need assistance, please call Local or Tribal Health Authority at contact information.
Sincerely,
Name, title
Local or Tribal Health Authority
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