	
	
	



Instructions: Child day programs may use the customizable template below to notify families of exposure to a communicable disease. Simply replace the language in the [bracketed] sections with information specific to the situation. If the letter is printed, it is recommended that you type out the URLs in the helpful resources section.

[Current Date]

Re: Notice of Exposure to Illness/Communicable Disease

Dear Parents/Guardians:

We are writing to let you know that a child or staff member in the program has been diagnosed with or is suspected of having [insert name of illness/communicable disease]. State regulations require us to notify all families of children who may have been exposed. Please review the following information carefully. 

This illness has an incubation period of [insert incubation information from the Communicable Disease Reference Chart for School and Childcare Facility Personnel]. Children may exhibit symptoms after exposure during or immediately after this time frame. 

Common symptoms to watch for include the following: [Insert symptoms included in the Communicable Disease Reference Chart for School and Childcare Facility Personnel]. 

If your child develops any of the symptoms listed above, recommendations include: [Insert recommendations and any exclusion information from the Communicable Disease Reference Chart for School and Childcare Facility Personnel]. Please follow any exclusion recommendations and notify us immediately.

The facility is taking the following precautions to help reduce the spread of this illness/disease to include [excluding ill children, monitoring and reviewing hand washing procedures, and consulting and following advice from a health care professional, pediatrician or health department representative].

Please monitor your child’s health and the health of family members for symptoms. If your child has any symptoms of this communicable disease, notify us immediately. Contact your health care provider for more information and recommended actions and share this notice with them.  

As a reminder, children must stay home if they have a temperature over 101°F; recurrent vomiting or diarrhea; or a communicable disease. Also, our facility is required to notify parents within 24 hours or the next business day of being informed of exposure, unless forbidden by law. Life threatening diseases will be reported to parents immediately.

If you have any further questions, please contact me at [provider’s telephone number].

Thank you, 
[Provider’s Signature]
[Provider’s Name]

Helpful Resources:
Epidemiology Fact Sheets
Communicable Disease Reference Chart for School and Childcare Facility Personnel 
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