Good afternoon team,
 
We were informed today that a worker of a subcontractor working on site at (site location) has tested positive for COVID-19.

Public Health Officials are now investigating potential close contacts (others who may have had prolonged contact with the worker who tested positive) and will directly contact any worker confirmed to be a close contact.

We are currently taking all necessary precautions to reduce the risk of COVID-19 transmission in the workplace and ensure the safety of everyone on site. We encourage all workers on site to continue following the fundamentals, including physical distancing, wearing a mask, practicing strong hygiene practices, and staying home when sick. 

The importance of effective communication is heightened during these unprecedented times. Please ensure that you remind personnel of the importance of following the recommended protocols and self-monitoring for potential COVID-19 symptoms. Please contact us if there are any clarifications or information required of your team.

Sincerely,

NAME (site superintendent or company rep)
COMPANY
