[DATE]

[ORGANIZATIONAL ADDRESS, CITY, STATE, ZIP]

[ORGANIZATIONAL PHONE NUMBER]

[SCHOOL or ORGANIZATIONAL LEADERS TITLE AND NAME]:

Dear [EMPLOYEE],

A suspected case of meningococcal meningitis has been reported in one of your coworkers. The [NAME OF LHD] is working closely with your employer in response to this situation. 

Meningococcal meningitis is caused by the bacteria, Neisseria meningitidis. It is a rare, serious disease that causes swelling of the membranes around the spinal cord and brain. Symptoms may include sudden onset of fever, headache, stiff neck, vomiting, rash, or confusion. The disease is spread through contact with an infected person’s oral or nasal secretions, meaning saliva or mucous.  Risk factors for spread of the illness include having been coughed or sneezed on, performing mouth-mouth resuscitation, eating from the same utensils, sharing food, drinking from the same bottle or cup, or kissing an infected individual.
Meningococcal meningitis is a medical emergency which requires that treatment be started as soon as possible. Anyone exhibiting symptoms of meningococcal meningitis should be evaluated by a health care provider immediately. Health care providers can diagnose and treat meningococcal meningitis with a number of effective antibiotics.
It is recommended that individuals who have been in close contact with infected persons receive antibiotic treatment to prevent the disease. This is known as prophylaxis. The [LOCAL HEALTH DEPARTMENT NAME] is conducting a thorough evaluation and will determine who needs to receive preventative treatment.  If prophylaxis is deemed necessary for you, you will be contacted. 
Meningococcal meningitis is a vaccine-preventable disease. However, available vaccines do not protect against all strains of the bacteria. This means even if a person has been vaccinated, there is still a chance that he or she may develop the disease. Please see the attached fact sheet for more information. [ATTACH FACT SHEET]
If you or your health care provider have questions regarding meningococcal meningitis either of you can feel free to contact [NAME], with [ORGANIZATION NAME] at [PHONE NUMBER] or [EMAIL]. Further information about meningococcal meningitis can also be found at [LHD WEBSITE URL].
Sincerely, 

[NAME, TITLE]
Health Department or Daycare �Name or Logo Here








