[image: ][image: ]EmailsPATIENT ACTIVATION TOOLBOX: EMAILS

Email A: Introductory email
Dear PATIENT,                                                  
As your INSERT SPECIALITY health care team, we want to thank you for your support as we navigate these unparalleled changes in healthcare. While a lot has changed, there is one thing that hasn’t - our commitment to you and your wellbeing.
Our offices are open, and our physicians are available to see you, both in person and virtually. While we welcome visiting with you by phone or video conference, if you should choose an in-person visit, rest assured that we are taking extra precautions to keep you safe by following the safety protocols established by the Centers for Disease Control as well as our own stringent standards. Recent changes we’ve made include:
· Performing routine deep cleaning of the entire office environment
· Reconfiguring our waiting area to conform with physical distancing strategies
· Requiring masks to be worn by all individuals onsite
· Not allowing companions unless deemed an essential caregiver by staff
· Ensuring that no office staff will be in the facility if they are ill or have had direct exposure to someone who has COVID 19
· Providing hand sanitizing dispensers throughout our facility for your use
To further support these protective measures, we do require that if you have experienced any of the following symptoms you stay home and we will make arrangements to have our clinicians work with you remotely.
· Fever =/>100.4 degrees F
· Respiratory symptoms (coughing, congestion, difficulty catching a breath)
· Chills
· Loss of taste and or smell
· Intense exhaustion and/or muscle aches
If you are experiencing the above symptoms, please refer to the guidelines provided by INSERT LOCAL COVID19 TESTING RESOURCE HERE.
Finally, we understand that you may have reservations about being in a hospital at this time. We want to assure you that we are partnering with the hospitals to provide a SAFE hospital experience for you. 
We feel fortunate to be your chosen healthcare providers; it is a role we take very seriously. We are, and will continue to be, here for you and together we will address your healthcare needs in the safest possible way.   
We look forward to seeing you soon,
OFFICE/Dr SIGNOFF
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Dear PATIENT,
Our records show that you are due for TYPE OF APPOINTMENT on DATE. Please call our offices at (NUMBER) to make arrangements for your visit. 
We understand that you may have some concerns related to COVID-19, and we want to assure you that we are following the safety protocols established by the Centers for Disease Control in addition to our own stringent standards to keep you safe during your appointment. 
Upon confirmation of your appointment, we will send you detailed instructions to help you prepare for your visit. 
We look forward to seeing you soon!
OFFICE/Dr SIGNOFF




EMAIL C: Prior to visit

Dear PATIENT,
We are looking forward to seeing you on DATE and TIME for your appointment. As you prepare for your visit, we want to assure you that we are taking every precaution possible to ensure our facility is safe. Here are the things we are doing:
· Deep Cleaning the entire office environment
· Staff are required to wear masks at all time
· We have reconfigured the office to insure appropriate distancing of all visitors
To help maximize our safety efforts, here are the things we need you to do:
· Inform us of any increased body temperature, congestion or recent travel
· You will need to wear a mask while onsite; if you do not have one, we will provide it for you upon arrival
· Only ONE adult companion is allowed to come with you
· Due to distancing rules, making and keeping your appointment will be imperative, so please call NUMBER 15 minutes ahead to alert our receptionist of your arrival.
We look forward to seeing you soon,
OFFICE/Dr SIGNOFF
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Dear PATIENT,
As your INSERT SPECIALITY health care team, we want to thank you for your support as we navigate these During this time of continued uncertainty, we understand that you may be concerned about coming to see us. While many aspects of our daily lives feel on “pause,” the need for monitoring and addressing your specific health concerns is too important to delay. 
Our offices are open, and our providers are available to help you in the way that you feel most comfortable. Whether by phone, video or in person, we will provide you with the level of care that you are accustomed to receiving from us.
For any in-person visits, we are following the guidelines and protocols set by the Centers for Disease Control to ensure our office and facility is clean and safe for you to be in. We also have a continuous supply of the appropriate personal protection equipment (PPE) for our staff to wear during your appointment.
We respect that you may have reservations about being in a hospital setting at this time.  Should your care require a hospital visit, we want to assure you that our partner hospitals are safe and ready to support us with your care journey. 
Finally, if there are other barriers or concerns that are keeping you from seeking care, such as loss of coverage due to change in employment status, please let us know. Our business staff can answer questions and provide access to resources that may be able to help.
As your INSERT SPECIALITY care team, we are honored that you have chosen us to be healthcare providers; it is a role we take very seriously. Let us continue that work and let us take care of you. We will address your healthcare needs in the safest possible way.    
We look forward to seeing you soon,
OFFICE/Dr SIGNOFF
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Dear PATIENT,
During this time of continued uncertainty, we understand that you may be hesitant about routine check-ups or other visits to our office. While many aspects of our daily lives feel on “pause,” the need for monitoring and addressing your specific health concerns is too important to delay. 
Our offices are open, and our providers are available to help by phone, video or in-person. Should you choose to connect virtually, we will provide you with the level of care that you are accustomed to receiving from us. And since your health is our shared responsibility, we have taken every precaution to keep you safe when you come to visit us.
Finally, if there are other barriers or concerns that are keeping you from seeking care, such as loss of coverage due to change in employment status, please let us know. Our business staff can answer questions and provide access to resources that may be able to help.
To set up your appointment, please contact us at NUMBER today.
We look forward to seeing you soon!
OFFICE/Dr SIGNOFF 


EMAIL F: Outreach to all patients (Alternate version)

Dear PATIENT,
We hope this message finds you and your loved ones well. We wanted to reach out to let you know our offices are open and our providers are ready to meet with you – by phone, by video or in-person – to provide routine check-ups or address any health concerns. You may have been putting off appointments due to COVID-19 or other uncertainties, but please remember how important your health is to you and those around you.  
If you choose to visit us in person, you can be sure that we are following the safety protocols established by the Centers for Disease Control in addition to our own stringent standards to keep you safe during your appointment. 
And finally, if there are other barriers or concerns that are keeping you from seeking care – such as insurance change or financial concerns – please let us know. Our business staff can answer questions and provide resources that may be able to help.
Please don’t ignore your health! To set up your appointment, please contact us at NUMBER today.
We look forward to seeing you soon!
OFFICE/Dr SIGNOFF 


EMAIL G: Appointment reminder (Second version)

Dear PATIENT,
Our records show that you are due for TYPE OF APPOINTMENT on DATE. It is highly recommended that you book your appointment soon so that we can continue to monitor your health and address any concerns.  Please call our offices at NUMBER to schedule at time that is convenient for you.
Our offices are open, and our providers are available to help you by phone, video or in person. No matter which environment you choose, we will deliver the level of care that you are accustomed to receiving from us. If you visit us in person, be assured that we have taken every precaution to keep you safe during your appointment.
Once your appointment is scheduled, we will send you detailed instructions to help you prepare for your visit.
We look forward to seeing you soon,
OFFICE/Dr SIGNOFF[image: ][image: ]PATIENT ACTIVATION TOOLBOX: EMAILS
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