
Jr’s Plumbing & Drain Employee 
COVID-19 Office Reminders 

 
 
 
With Covid-19 continuing to spread, we need to stay diligent in maintaining a safe and clean 

environment to work in and do our best to maintain a lower spread in our community.  

HERE IS WHAT NEEDS TO BE DONE 

1) Prior to Arriving At the Office:  
A. The At-Home Self-Screening Questionnaire Should Have Been Completed Prior to 

Leaving Home 
B. A Clean, Unused Mask Should Have Been Put On Before Existing Your Vehicle and 

Entering The Company Office Grounds 
2) At The Office:  

A. FIRST Wash Hands With Soap And Water With At Least 20 Seconds 
B. If you’re the first one to arrive at the office, using EPA-Registered Disinfectant Wipes 

and Sprays, Clean All Areas of High-Contact—outdoor shoes, doorknobs, 
desk, computer, printer, keyboard, refrigerator door, coffee maker, microwave, 
bathroom and front door, etc.  

C. After using any communal area such as the bathroom and kitchen area, please clean the 
area using EPA-Registered Disinfectant Wipes and Sprays. 

D. Dispatch or Administrative Team Please Make Sure To Wear Gloves When Opening Mail 
or Packages.  

E. Please maintain 6 ft distance while in Office or Around any Employees.  
F. Please Keep the office door, garage door, and back door open at all times.  

G. Please turn on and keep on all air purifiers.  
H. If you take equipment, laptop or work phones home please wipe them down with EPA-

registered disinfectant wipes and sprays daily and before you bring them into the office.  
I. At the end of shift please, once again, wipe down and spray all high contact areas as 

you did when you first arrived at the office. If you are the last one to leave the office, 
make sure to clean communal areas in addition to your office space.  
 

We understand this is tedious, but we appreciate all your efforts in maintaining a clean environment 

during this pandemic. We thank you for all you do for this company and your hard work in following 

these guidelines.  

Jr’s Plumbing & Drain 
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