Model Announcement to Employees About Positive COVID-19
Test

We have learned today, that one of our employees has tested positive for/contracted
the novel coronavirus, COVID-19. [Identify the area(s) where and the date(s) when the
employee frequently worked: [Type here]

If you develop flu or other symptoms including dry cough, fever, and difficulty
breathing, please contact your medical provider, and do not come to work. Notify
[INSERT COMPANY CONTACT] as soon as possible.

We cannot identify the employee who tested positive for the virus because of
privacy laws. However, we have gathered the names of those employees that
worked in close proximity to the employee who tested positive over the previous
14 days. Those employees should first consult and follow the advice of their
healthcare providers or public health department regarding the length of time to
stay at home.
Optional - The health and well-being of our employees is paramount. Out of an
abundance of caution, we are closing the [LOCATION] office on [DATES]. While
the office is closed, we will clean and disinfect the [LOCATION] office.
Optional - All [LOCATION] employees with remote work capabilities are expected
to work from home while the office is closed. Each employee should consult with
their manager for additional instructions. Should you have any questions or
concerns, please contact [INSERT COMPANY CONTACT].
Optional – [Company Name] will clean impacted areas and will continue to
periodically clean and disinfect high-touch surfaces, equipment, and other
spaces in the work environment. In addition, [Company Name] promotes
social distancing and provides resources to employees [and customers] such
as masks, no-touch trash cans, hand soap, alcohol-based hand sanitizer
containing at least 60% alcohol, disinfectants, and disposable towels.

You may also check the CDC COVID-19 website for additional information, and
also check the local health department website at:
https://healthandwelfare.idaho.gov/Health/HealthDistricts/tabid/97/Default.aspx
This material is provided for informational purposes only. It is not intended to constitute legal, tax, or financial advice. You
should consult with your attorney before making any decisions or taking any actions based on this material.

