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0.2 RECORD OF CHANGES

No. Date Details of Changes Authorization
(dd-mm-yy) Page Clause/subclause Title

01 11.03.2014 1 Approvals and Dates MR
11.03.2014 3 cls. 3.1, and 6.1-6.5 MR
11.03.2014 5 cl. 7.1 MR
11.03.2014 6 cl. 7.2 MR
11.03.2014 7 cl. 7.3 MR

0.3 DISTRIBUTION / CIRCULATION
This standard operating procedure is available at relevant function for authorized users.

1.0 PURPOSE
To ensure that laundry services are provided in an efficient and effective manner at CUEA.
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2.0 SCOPE
This procedure applies to all CUEA students and staff

3.0 TERMS AND DEFINITIONS
3.1 Client: specific person who is part of CUEA who requires the laundry service.
3.2 Room Attendants: Housekeeping staff shall be in charge of collecting the dirty items and takes

to/returns from/ the laundry.
3.3 Laundry Attendants: Laundry staff who shall carry out the laundry services.
3.4 Laundry List: document which shall be used to verify laundry items. [Appendix A and B]
3.5 Housekeeper: The staff in charge of the housekeeping department

4.0 REFERENCES
CUEA: Catholic University of Eastern Africa

5.0 PRINCIPAL RESPONSIBILITIES
The Housekeeper shall ensure that the process is rightly followed and applied.

6.0 METHOD
6.1 The client shall place the dirty items in the laundry bag outside the door in the morning at 7:00am

with a Laundry List CUEA/DVC ADM/HSK/01/L1 (for staff) or CUEA/DVC ADM/HSK/01 L2
(for students) see Appendix A & B.  These will be collected by the Room Attendants at 7:15am
who take them to the Laundry, while in the vacated rooms the attendants enter the rooms and
collect the dirty items and records them on the Laundry List CUEA/DVC ADM/HSK/01/L3 (see
Appendix C).

6.2 The Laundry Attendants receive the dirty items at 7:30am from the Room Attendants.  The
Laundry Attendant will sort them out according to colour and put an Identity Mark (room
number) behind the collar.

6.3. The Laundry Attendant places them in the automatic washing machine for 1 hour 20 minutes
while those placed in the manual washing machine takes 1 hour 30 minutes.  Items to be washed
by hand will be done separately for at least 1 hour.
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6.4 After washing, the clothes are put in the spinning machine for 3 minutes.  They are then removed
and put in the drying machine according to material.  Drying of blankets and towels will be at
50oc, while the other material at 40oc. The Laundry Attendant keeps on checking the drying
machine every 10 minutes to remove the dry items.

6.5 All items are ironed manually using an electric ironing box and folded.
6.6 The items are arranged and collected by the Room Attendants for return back to their respective

rooms at 3:30pm.

7.0 APPENDICES
7.1 Appendix A: Staff Laundry list.
7.2: Appendix B: Student Laundry list.
7.3. Appendix C: Laundry List for use by Room Attendants
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7.1 APPENDIX A:  STAFF LAUNDRY LIST
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7.2 APPENDIX B:  STUDENTS LAUNDRY LIST
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7.3 LAUNDRY LIST FOR VACATED ROOMS


