
 
 
 
Controls, Preventative and Protective Measures already in place: 
 

1. To protect our employees and customers from the COVID-19 virus the advice regarding “social 
distancing” by maintaining a distance of at least 2 metres from other persons and regular hand 
washing throughout the day must be strictly adhered to.  

2. Disposable gloves are to be worn and changed regularly by all employees whenever possible 
while on company premises. 

3. Used gloves and key tags to be disposed of immediately in a waste bin which is “double 
bagged”. 

4. Employees are required to sanitise their workstation, desks, key boards at the start and end of 
their working day and break times. 

5. Only Workshop Controllers are permitted access to key cupboards, for which they will be 
responsible for sanitising the door handles and key pads regularly throughout the day and again 
at the end of their working day.   

6. Employees should as far as reasonably practicable remain within their own department and not 
enter departments occupied by other colleagues. 

7. When passing key fobs between departments, they must only be placed in a nominated location 
and the person handing them over must ensure that the person who is to receive them is aware 
and ready to collect them. 

8. Employees are to sanities any item (key fobs, their I.D. tags tools and equipment etc) that is 
not in their sole possession upon receiving them.  

Breaks 
9. Social distancing must and good standards of housekeeping must be maintained during break 

times. Employees should sanitise their table before and after use and used crockery is to be 
rinsed before placing in the dishwasher. 

Customer Handling 
10. Only one entrance will be available for customers to enter the building. 
11. A notice will be displayed on the entrance door advising that we: -  

i. are only open to support “key workers” and designated support vehicles, 
ii. will not accept cash payment for any goods or services we supply. 

12. Customers should be directed to sanitise their hands on entering the building. 
13. A small table is to be positioned 2-3 meters inside the building which is to be used to pass items 

between our employees and customers. 
14.  Cordons / barriers to be positioned to prevent customers gaining further access into the 

building.  
15. Only one customer is to be permitted inside the building at a time. 
16. Customers must confirm that they are a “key worker” and how they intend to pay for the work 

to be carried. Customers should be advised that only electronic transactions will be acceptable. 
If a card machine is used this must be sanitised before and after it has been used by the 
customer to give them additional confidence in their dealings with us. 

17. Customer to be advised that we only require the key fob, we will not accept a key ring containing 
other keys. 

18. Employees must remain 2-3 metres away from customers at all times, only collecting and 
sanitising the key fob from the table once the customer has moved away.  

19. When returning the key fob, the I.D. tag must be removed and the fob sanitise it in front of 
customer then place it on the desk to allow the customer to step forward and collect. 

20. Customers wishing to use the wash room facilities should be directed to the facilities then back 
to the building entrance as soon a possible. Washroom door handles taps and surfaces around 
the sink will need to be sanitised as soon as possible afterwards.  

Valeting 
21. Keys are to be sanitised on collection and return to the nominated location in Workshop Control. 



22. Vehicles are to be washed and the interior sanitised before entering the workshop and again 
before being returned to the customer.  

23. Special consideration must be given to areas such as glove boxes and luggage areas that may 
have been access while in the workshop (where was the locking wheel nut key obtained from?). 

Workshop 
24. Technicians should work on alternate benches to ensure they remain as least 2-3 metres apart. 
25. The Workshop Controller will place keys and job cards on a desk in the workshop for 

Technicians to collect. 
26. Technicians are to wear disposable gloves as often as possible. 
27. Technicians are required to wash their hands and replace disposable gloves when completing 

work on a car, before collecting the keys for their next job. 
28. Shared workshop tools and equipment must be sanitised (handles and controls) by the 

Technicians when collecting them and on their return.  
29. On completion the vehicle is to be taken directly to valeting and key fob placed in a secure 

location at entrance to the area. 

Parts Department 
30. Parts must be ordered in advance, once picked they must be placed on the counter and the 

Technician advised that they are ready for collection. 

Service Administration 
31. Administrators are to wear disposable gloves when handling job cards. 
32. Invoices to be emailed to customers if possible, if not placed on the N/S/F seat of the car ready 

for the customer.  
 
Please all keep safe and well.  
 

 

 
Martyn Webb  
Managing Director  
LSH AUTO UK LTD 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


