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Investigation Authority Template Letter: Required Actions

Introduction: 
This document is intended for use by health department staff who are responsible for responding to outbreaks in healthcare settings. Included below is a template letter that these staff may adapt and share with partners in healthcare facilities to help communicate required actions associated with outbreak response efforts. In addition to the template letter, there are footnotes and a frequently asked questions section intended to help health department staff in using the template letter (e.g., when to use and how to adapt). 

=====================================================================================
[HEALTH DEPARTMENT LOGO/LETTERHEAD]a
[DATE]
[NAME]b
[ADDRESS LINE 1]
[ADDRESS LINE 2]
RE: Outbreak at [FACILITY NAME]
The [HEALTH DEPARTMENT] is currently investigating an outbreak of [### CASES OF ORGANISM/INFECTION OR SYNDROME BETWEEN DATE1 AND DATE2] at your facility. [ADD BASIC INFORMATION HERE REGARDING THE SITUATION/OUTBREAK/CURRENT FINDINGS]. An onsite assessment of infection prevention and control practices, contact tracing, and/or laboratory testing are essential steps in the outbreak investigation. They are designed to identify potential modes of transmission, identify unrecognized carriers of the organism, and prevent additional illness.c
Pursuant to state law at [STATUTE], the [HEALTH DEPARTMENT]  has the power and duty to [ADD INFORMATION ON PUBLIC HEALTH AUTHORITY TO INVESTIGATE AND CONTROL EPIDEMIC AND/OR COMMUNICABLE DISEASES AFFECTING THE PUBLIC HEALTH],d [OPTIONAL: in partnership with local public health authorities and/or regulatory agencies].e That responsibility is further explained in the [RELEVANT STATUTE] and codified at [RELEVANT RULE CODE], which state that [ADD STATUTE/RULE LANGUAGE OUTLINING REQUIREMENTS, INCLUDING WHY INVESTIGATIONS MAY BE CONDUCTED AND BE CONSIDERED OFFICIAL DUTIES OF THE HEALTH DEPARTMENT].e 
[HEALTH DEPARTMENT] is implementing this authority to conduct this investigation, and now [REQUIRES/RECOMMENDS/INSTRUCTS] that you take the following actions:
· [ACTION1 BY DATE1]
· [ACTION2 BY DATE2]
Contact [NAME] within [TIMEFRAME] to coordinate the above actions.
Thank you for your cooperation. Please, contact me at [EMAIL] or [PHONE] with any questions.
Sincerely,
[SIGNATURE]
[NAME OF DESIGNATED PUBLIC HEALTH OFFICIAL]
[POSITION OF DESIGNATED PUBLIC HEALTH OFFICIAL]
[HEALTH DEPARTMENT/PROGRAM AFFILIATION]



Footnotes – Adaptation Considerations

a The basis for this template was a letter developed by the Colorado Department of Public Health and Environment. While the Colorado version referenced the Healthcare-associated Infections & Antimicrobial Resistance Program, users may choose to indicate a different department or entity, such as the communicable diseases bureau or a local health department. The language included in this letter can be modified by the user to ensure that it aligns with their existing investigation practices and applicable policies. It is highly encouraged that users work alongside their health department’s legal counsel when adapting the letter. Delete the disclaimer and all footnotes prior to sharing the personalized letter.
b Consider addressing the letter to a leader of the facility or system (e.g., chief executive officer, chief medical officer).
c This template letter is based on a situation in which a facility has questioned the health department’s authority to conduct an on-site investigation. This language can be modified for other situations or challenges (e.g., access to patient information or other facility records, compliance with recommended actions such as colonization screening, targeted environmental sampling, pausing admissions, or stopping certain procedures or practices).
d In situations where the template letter is adapted for use to communicate a public health order, collaboration with the health department’s legal counsel is highly encouraged (e.g., to help inform and individualize the messaging as warranted by the specific situation or facility type). For additional resources, see CORHA’s Legal Frameworks page.
e Since public health authority can vary by jurisdiction and may be updated or revised periodically, the user should consider working with legal counsel to reference applicable public health laws and regulations (e.g., statutes, board of health rules) that indicate their legal responsibility to protect the health of the public. In the letter template, consider quoting directly from the applicable code or statute.

Frequently Asked Questions

What is outlined in this template letter? How can my health department adapt it?
The letter specifies necessary actions that a public health authority requires from a healthcare facility in order to advance an outbreak investigation or institute control measures. The sample letter is designed to be customized and adapted for use by interested health departments. The template includes annotations that offer suggestions and considerations for adapting the letter by incorporating and referencing agency-specific protocols, investigation authorities, and relevant contact information.
When should my health department use this letter?
Health department staff may choose to share their own version of this letter with healthcare facility leadership and staff assisting during a response to a possible outbreak if there is insufficient progress in the investigation (e.g., delays in providing information, on-site access or implementing recommended control measures) or when the recommended public health actions may warrant additional support from healthcare facility leadership (e.g., large patient notification event, engineering or patient care operational changes).
Also, in certain situations the health department may choose to issue a public health order if deemed necessary to ensure compliance with the actions or recommendations warranted to adequately investigate and control the possible outbreak. This letter could be adapted and used as a public health order for such situations (e.g., facility is resisting or questioning the health department’s legal authority). 
How should my health department share this letter?
The health department staff may choose to share their letter as an electronic or physical document.
=====================================================================================
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