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Working safely during COVID-19 
1. Carry out a COVID-19 risk assessment 
We have: 

• carried out a risk assessment 

• consulted with our workers, specifically with Malc Martin in the workshop, Simon Cox and 

Tom Homan at Longstone Tyres, and Rupert Ormston at Tees Valley Trailers, to ensure that 

the areas of the business less familiar to us have been fully considered in our risk assessment 

and control measures. 

• shared the results of the risk assessment with our workforce verbally and by displaying this 

document and posted this document on our website 

2. Develop cleaning, handwashing and hygiene procedures 
We have increased the frequency of handwashing and surface cleaning by: 

• encouraging people to follow the NHS guidance on hand washing and hygiene at 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/ by displaying 

NHS information at each hand-washing area in the premises. 

• providing hand sanitiser around the workplace, in addition to washrooms, specifically at: 

o JHT reception 

o JHT snap room 

o JHT office printers 

o JHT fitters’ office 

o JHT kitchen area 

o Two LT offices 

o LT despatch bay 

o TVT office 

• frequently cleaning and disinfecting objects and surfaces that are touched regularly, 

specifically: 

o JHT kitchen area 

o JHT snap room surfaces 

o JHT toilets and hand washing area 

o JHT fitters’ locker room 

o JHT showers 

o JHT reception desk 

o JHT reception doors 

o LT hand washing area 

o TVT kitchen 

o TVT toilets 

• enhancing cleaning for busy areas, specifically: 

o JHT reception 

• setting clear use and cleaning guidance for toilets. 

o JHT and LT customers are restricted to a single toilet 

o TVT toilets are for staff only 

o Hand washing not allowed in JHT kitchen area 

• providing hand drying facilities – either paper towels or electrical dryers, specifically: 

o Two cloth towel dispensers in JHT hand washing area replaced by two paper towel 

dispensers 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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o Electrical dryers provided in each JHT toilet 

o Paper towel dispensers provided in each TVT toilet 

• asking office staff to keep office areas clear of clutter and waste, specifically Joe and Brett 

• not lending vehicles to customers 

• cleaning vehicle interiors between use by different people 

• avoiding multiple occupancy of vehicles 

3. Help people to work from home 
We have taken all reasonable steps to help people work from home by: 

• discussing home working arrangements 

o We have identified that the most staff need to attend site for physical work in JHT 

workshop, JHT and TVT yard and hire desk, and LT stores and despatch bay 

o It is possible for JHT and TVT trailer sales staff and LT sales staff to work remotely, 

with visits to the premises and customers as required.  Coverage of the sales role at 

the premises will be achieved by rota, reducing the number of staff on site at any 

one time. 

• ensuring they have the right equipment, for example remote access to work systems 

o Our phone system supports transferring and forwarding to mobiles and off-premises 

numbers. 

o A VPN is provided at JHT, LT and TVT premises, enabling secure remote access to the 

premises’ LAN. 

o Our http://fleet.bawtry.net and http://tyres.bawtry.net apps enable remote access 

to fleet, hire, tyre, workshop, customer and financial information. 

o Staff are provided with mobile phones, and laptops or tablets, where appropriate. 

• including them in all necessary communications, via email and http://bawtry.sharepoint.net.  

• looking after their physical and mental wellbeing 

4. Maintain 2m social distancing, where possible 
Where possible, we will maintain 2m between people by: 

• putting up signs to remind workers and visitors of social distancing guidance, specifically the 

four yellow posters developed from government materials: 

o Protect each other 

o Social distancing 

o Handwashing method 

o Protect yourself and others 

displayed at: 

o JHT reception and hand washing area 

o LT office window, above hand washing area 

o TVT office 

• avoiding sharing workstations.  Most desks in the JHT, LT and TVT offices are individual.  

Where shared desks have been in use, we have: 

o Split the sales desk into two separate desks 

o Repositioned the hire desk workstations 2m apart 

o Removed the shared ‘clocking-on’ PC from the hire desk, encouraging use of the 

personal mobile phone app, or use of the ‘clocking-on’ PC in the fitters’ office once 

wearing gloves.  Sanitiser made available alongside the keyboard. 

• using floor tape or paint to mark areas to help people keep to a 2m distance, specially: 

o In JHT reception 

http://fleet.bawtry.net/
http://tyres.bawtry.net/
http://bawtry.sharepoint.net/
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o In LT workshop bay, outside office 

• arranging for parts and other deliveries, including customer wheels for tyre fitting, to be 

dropped without close contact with our staff 

• abandoning the requirement for drivers collecting trailers to sign the delivery note.  Driver 

name and registration will be entered by our staff to the inspHire computer system.  On hire 

and off hire documents are now emailed directly to the customer. 

• training sales staff who travel to customers, to  

o Use remote working tools to avoid in-person meetings 

o attend meetings only when necessary and maintain 2m separation throughout 

o avoid transmission during meetings, for example avoid sharing pens and other 

objects 

o use hand sanitiser in meetings. 

o holding meetings outdoors or in well-ventilated rooms whenever possible 

5. Where people cannot be 2m apart, manage transmission risk 
Where it’s not possible for people to be 2m apart, specifically in the workshop during tasks involving 

more than one person, we have done everything practical to manage the transmission risk by: 

• considering whether an activity needs to continue for the business to operate 

• keeping the activity time involved as short as possible 

• using back-to-back or side-to-side working whenever possible 

• staggering arrival and departure times, specifically we have restricted the fitters’ locker 

room to two people and the fitters’ snap room to four people at one time.  We have not 

identified any bottlenecks at entrance/exits. 

6. In addition 
In addition to the control measures above, we have: 

• Appointed, with employee consultation, Malc Martin as the employee representative to help 

frame and review risk assessments and control measures; particularly in relation to 

workshop procedures. 

• Ensured that visitors, customers and suppliers who visit the premise are recorded by our 

staff and contactable in case they or our staff are subsequently found to have the virus.  We 

do not use a visitors book as this would provide a possible site of transmission. 

• Checked that all areas of the workplace are well ventilated by windows, doors, air 

conditioning and air extractors. 

• Followed the Government requirement that “Workplaces should not encourage the 

precautionary use of extra PPE to protect against COVID-19 outside clinical settings or when 

responding to a suspected or confirmed case of COVID-19” 

(https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-

contact-centres).  Specifically, we have not encouraged the use of masks. 

• Followed the Government requirement of “Enabling drivers to access welfare facilities when 

required, consistent with other guidance” (https://www.gov.uk/guidance/working-safely-

during-coronavirus-covid-19/offices-and-contact-centres).  Specifically, HGV and delivery 

drivers are able to access a single toilet and the handwashing facilities. 

  

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
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NHS guidance: hand washing and hygiene 
Washing your hands is one of the easiest ways to protect yourself and others from COVID-19. 

When should you wash your hands? 

You should wash your hands: 

• after using the toilet or changing a nappy 

• before and after handling raw foods like meat and vegetables 

• before eating or handling food 

• after blowing your nose, sneezing or coughing 

• before and after treating a cut or wound 

• after touching animals, including pets, their food and after cleaning their cages 

Washing your hands properly removes dirt, viruses and bacteria to stop them spreading to other 

people and objects, which can spread illnesses such as food poisoning, flu or diarrhoea. 

It can help stop people picking up infections and spreading them to others. 

You should wash your hands for the time it takes to sing "Happy Birthday" twice (c 20 seconds).  

Follow these 11 steps: 

 

1. Wet your hands with water. 

 

2. Apply enough soap to cover your hands. 

 

3. Rub your hands together.  
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4. Use 1 hand to rub the back of the other hand 

and clean in between the fingers. Do the same 

with the other hand. 

 

5. Rub your hands together and clean in 

between your fingers. 

 

6. Rub the back of your fingers against your 

palms. 

 

7. Rub your thumb using your other hand. Do 

the same with the other thumb. 

 

8. Rub the tips of your fingers on the palm of 

your other hand. Do the same with other hand. 
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9. Rinse your hands with water. 

 

10. Dry your hands completely with a 

disposable towel. 

 

11. Use the disposable towel to turn off the 

tap. 

If you do not have immediate access to soap and water then use alcohol-based handrub if available. 


