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Dear [employees / volunteers],
We have been notified that one of our [employees / volunteers] of our [work location] has tested positive for Coronavirus Disease 2019 (COVID-19) on [date]. The [employee / volunteer] [was at work / was not at work] [on date] while having symptoms. [Insert other details about risk to employees/volunteers that have been provided by the Lake County Health Department, if applicable].
We understand this may cause you concern, and assure you that we continue to take the COVID-19 situation very seriously and are following the Health Department’s recommendations to protect our staff. [Insert sentence about enhanced cleaning / other preventative actions being taken at your business/organization].
As a precaution, please monitor yourself and members of your household for symptoms of fever, cough, and shortness of breath. If you or someone in your household experiences symptoms, please stay home [and notify your supervisor]. Consult your medical provider if symptoms worsen. People who are mildly ill with COVID-19 can recover at home. If you do not have a doctor or primary care provider, you may contact the Lake County Health Department at (847) 377-8800.
We all have a role to play in staying healthy, and we remind everyone to wash your hands often, keep a distance of 6 feet between yourself and others at all times, clean commonly touched surfaces daily, cover your cough and sneeze. To keep informed about COVID-19 in Lake County, please visit www.lakecountyil.gov/coronavirus and sign up for email updates from the Lake County Health Department at http://bit.ly/lccovid-19. 
If you have any questions or concerns, please contact [name of contact and phone/email at your business/organization].
Thank you for helping us prevent the spread of COVID-19 in our community. 
Sincerely,
[Insert name and contact details]
