
 
 

Memorandum 
To:  All Employees 
From:  Human Resources 

 
Regarding:   Our Commitment to Health and Wellness 
 

 
For confirmed coronavirus disease 2019 (COVID-19) cases, reported illnesses have ranged 
from mild symptoms to severe illness and death. Symptoms can include: 

• Fever 
• Cough 
• Shortness of breath 

 
Please do NOT come to work if you are sick with a fever AND cough or sore throat.   
 
Current understanding about how the virus that causes coronavirus disease 2019 (COVID-19) 
spreads is largely based on what is known about similar coronaviruses. COVID-19 is a new 
disease and there is more to learn about how it spreads, the severity of illness it causes, and to 
what extent it may spread in the United States. 
 
CDC believes at this time that symptoms of COVID-19 may appear in as few as 2 days or as long 
as 14 days after exposure. This is based on what has been seen previously as the incubation 
period of MERS-CoV viruses. 
 
There is currently no vaccine to prevent coronavirus disease 2019 (COVID-19). The best way to 
prevent illness is to avoid being exposed to this virus. However, as a reminder, CDC always 
recommends everyday preventive actions to help prevent the spread of respiratory diseases, 
including: 

• Avoid close contact with people who are sick. 
• Avoid touching your eyes, nose, and mouth. 
• Stay home when you are sick. 
• Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 
• Clean and disinfect frequently touched objects and surfaces using a regular household 

cleaning spray or wipe. 
• Follow CDC’s recommendations for using a facemask. 

o CDC does not recommend that people who are well wear a facemask to protect 
themselves from respiratory diseases, including COVID-19. 

o Facemasks should be used by people who show symptoms of COVID-19 to help 
prevent the spread of the disease to others. The use of facemasks is also crucial 
for health workers and people who are taking care of someone in close 
settings (at home or in a health care facility). 

• Wash your hands often with soap and water for at least 20 seconds, especially after 
going to the bathroom; before eating; and after blowing your nose, coughing, or 
sneezing. 

https://www.cdc.gov/coronavirus/mers/index.html
https://www.cdc.gov/coronavirus/2019-nCoV/hcp/infection-control.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-home-care.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-home-care.html


 
 

o If soap and water are not readily available, use an alcohol-based hand sanitizer 
with at least 60% alcohol. Always wash hands with soap and water if hands are 
visibly dirty. 

 

• what symptoms to look for and what to do if you develop symptoms. During that time, you 
should stay home and limit interactions with others as much as possible. Your state or 
local health department will contact you for further follow up. 

 
 
 
 
Contact HR if you have any questions.  For information about caring for someone sick, visit 
www.cdc.gov/h1n1flu/guidance_homecare.htm and https://www.cdc.gov/coronavirus/2019-ncov/ 
 
For more information visit https://www.cdc.gov/ or call 1-800-CDC-INFO (1-800-232-4636).  
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