
Updated March 16th 2020 

COVID-19 

Sample Letter to Employees 

 

Dear Team: 

 

We are writing to follow up on our decision to close for 2 weeks as a precaution in light of coronavirus concerns in our state 

starting Wednesday, March 18th @12:00pm.  The purpose of this email is to provide clarity around what can be a stressful 

situation in a time when we are being bombarded with many sources of information. This includes the very real concern about 

personal income.  Here is what you need to know: 

 

Our office has decided to close as a precaution, and not because we have information that someone has been infected or exposed 

to the virus.  We know in our industry that we are in close personal contact with patients.  We feel that it is in the best interests of 

both our team and our patients if we cease services for the time being in order to reduce the risk of exposure for everyone.  We 

will be seeing patients on a case by case Emergency Basis, to be determined by the on call doctor. If this is needed, we will be 

taking extra precautions and no one who does not want to work will be asked to do so.  

 

I want to assure you, you are still employed.  While your employment is at will and will remain at will during this closure, 

nobody has been terminated or laid off today.  Think of this as a closure similar to those that are common around the holidays.  

We expect to reconvene regular schedules and services as soon as we can. 

 

Right now, we have decided to close from (Wednesday, March 18th @12:00pm until April 1st, 2020.) [Enter your dates] 

 

We will communicate with you via email if this date changes. Our hope is to resume normal schedules as soon as we can. If we 

decide to change the length of this closure, we will let you know as soon as possible. 

 

You can use accrued vacation or sick time, or opt to advance time that has not yet been earned. Please request any paid time off 

using our normal time off request procedures. 

 

You are able to apply for unemployment. At this time, federal and state authorities are working out what unemployment benefits 

will look like. We are monitoring for information and will use email and other means to let you know what we find out. While, 

we cannot make any guarantees about how your unemployment claim may be processed, or the outcome of any claim filed we do 

want you to know that this is a resource you have through our state. You will not be discouraged from filing or retaliated against 

if you do choose to file. If any other form of wages or relief becomes available, we will let you know.   To file an unemployment 

claim:  https://www.edd.ca.gov/Unemployment/Filing_a_Claim.htm [Enter your state’s link] 

 

More information can be found on: https://www.usa.gov/disaster-financial-help 

 

Please self-report any exposure or illness.  If you believe you have been exposed to this illness, or if you are feeling ill, please let 

us know as soon as you can so that we can take appropriate measures. Again, if you become ill we need to know so that we can 

follow CDC and OSHA guidelines as you return to work when you are well. 

 

Our goal is to support a healthy team and a safe workplace during a very difficult time in our state. Please contact your supervisor 

[Enter Your Supervisors Name] if you have any additional questions or concerns. 

 

As you know, this is a fluid situation. We will work through this together. 
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