Lubricar Inc. Protocol


	Title
	112. Customers Keys


	Objective
	To Reduce the Risk of Vehicle Theft

	Responsibility
	All Employees

	Steps
	1. Once a vehicle has been processed the keys must be taken to the Cashier Station and left with the CSA or Cashier for Ring out

2. At no time will the keys be left on the counter unless there is a CSA or Cashier to monitor them.

3. A hook system or place for keys must be in place hidden behind the counter (inaccessible to customers) if the customer is “off the lot”

4. Keys must be hung on a board inside the shop while the vehicle is waiting to be serviced.  Keys must be monitored by the Team Leader and his/her designates.

5. At no time, will a customer’s set of keys be left unattended by a Jiffy Lube employee.
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