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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 appliesto all CUEA students and staff

3.0 TERMSAND DEFINITIONS

31 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.

33 Laundry Attendants: Laundry staff who shall carry out the laundry services.

34 Laundry List: document which shall be used to verify laundry items. [Appendix A and B]

35 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 processiis rightly followed and applied.

6.0 METHOD

6.1 The client shall place the dirty itemsin 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
50°c, while the other material at 40°c. 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

i i LNVERETY OF i i Apvach

Organization: CUEA
Department: Housekeeping Department

Section: Laundry
Campus:

APPENDIX A: STAFF LAUNDRY LIST

Housekeeping Department

(Laundry Section)

Doc No: CUEA/Housekeeping 05

Revision Status: 01

Issued by: Housekeeper

Room NO: oemveriees
Items Week 1
Shirts

I'-Shirts
Under Vest
Jackets
Sweaters
Pullovers
Kaunda Suits
Long Trousers
Pair of Shorts
leans

I'able Clothes
Pair of Socks
TFowels

Bed Sheets
Bed Covers

Blankets

Pillow Cases

For Official Use
Week
(Date)

1* Week
Date:
2™ Week
Date
3" Week
Date

STAFF LAUNDRY LIST

No. Items Week 2 No,
| 1 Shirts [
[ 1 | T-Shins I
[ | | Under Vest |
| 1 | Jackets |
| ] Sweaters I
| 1 Pullovers I
| ] Kaunda Suits [
[ | | Long Trousers I
[ ] Pair of Shorts I
| | Jeans [

T'able Clothes |

Pair of Socks [

[ ] lowels [
| | Bed Sheets [
| | Bed Covers |
| ] Blankets |
| ] Pillow Cases |

Mosquito Nets |
Albs |

Name / Signed
Collected by
(Room Atendant)

| Name / Signed
Verified by
| (Laundry Attendant)

Items Week 3
| Shirts
] I-Shirts
] Under Vest
] Jackets
] Sweaters

] Pullovers

] Kaunda Suits
| Long Trousers
| Pair of Shorts
| Jeans

| l'able Clothes

| Pair of Socks

l'owels
| Bed Sheets
] Bed Covers
| Blankets
| Pillow Cases

| Mosquito Nets

] Albs

Name / Signed
Released by
(Laundry

Authorized by: DVC, Administration

No.
[ |
[ ]
| )
l
[ |
[ ]
I
|
| ]
[ |
[ ]
[ I
[ ]
[ |
I
[ |
[

Name / Signed
Collected by:
(Room Attendant)

CUEA/DVC ADM/HSK /01 L1

T'el )2

THE CATHOLIC UNIVERSITY OF EASTERN
2581 1-5, BN

Founded in 1984 by AMEC

Al
-4, Fax: 8891084, Email: gualit
A (Association of the Member

AICA, (CUEA) P.O. BOX 62

57, 00200 Na
sile; WWW,CL g
scopal Conference in Eastern Africa)

ENYA
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7.2 APPENDIX B: STUDENTSLAUNDRY LIST

o i SHTPRETY  Ei apcs

Organization: CUEA

Department: Housekeeping Department

Section; Laundry
Campus:

Housekeeping Department
(Laundry Section)

Doc No: CUEA/Housekeeping 06

Revision Status: 01

Issued by: Housekeeper

Room No
Items Week 1
Shirts

T-Shirts

Under Vest
Jackets
Sweaters
Pullovers
Kaunda Suits
Long Trousers
Jeans

Table Clothes
Towels

Bed Sheets
Bed Covers
Blankets
Pillow Cases
Mosquito Nets

Albs

For Official Use
Week
(Date)

1" Week
Date

2" Week
Date:

3 Week
Date: _

STUDENT LAUNDRY LIST

No, ltems Week 2

[ | Shirts

[ ] T-Shirts

| | Under Vest

| Jackets
Sweaters
Pullovers

Kaunda Suits

]

1

]

| Long Trousers
| Jeans

] T'able Clothes
| Towels

] Bed Sheets

] Bed Covers

] Blankets

| ] Pillow Cases

| | Mosquito Nets
[ | Albs

Name / Signed  Name / Signed
Collected by: Verified by:

| (Room Auendant) | (Laundry Attendant)

=
|

Items Week 3
Shirts
T-Shirts
Under Vest
Jackets
Sweaters
Pullovers
Kaunda Suits
Long Trousers
Jeans

Table Clothes
Towels

Bed Sheets
Bed Covers
Blankets
Pillow Cases
Mosquito Nets

Albs

Name / Signed
Released by:

(Laundry Attendant)

Authorized by: DVC, Administration

Name / Signed

Collected by:

| (Room Attendant)

CUEA/DVC ADM/HBK /01 L2

| Revision | 01

I'HE CATHOLIC UNIVERSITY OF EASTERN AFRICA, (CUEA) P.O. BOX 62157, 00200 N
Tel: 020 2525811-5, 88900234, Fax: 8891084, Email: quality
Founded in 1984 by AMECEA (Association of the Member |

neef@cuea edu, Website: www
opal Conference in Eastern Africa)

robi - KENYA
edu

| Date
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7.3 LAUNDRY LIST FOR VACATED ROOMS

Tk i £ BVENBTY 5 LA AP

Organization: CUEA

Housekeeping Department
(Laundry Section)

Doe No: CUEA/Housekeeping 07

Department: Housekeeping Department Revision Status: 00

Section: Laundry

Issued by: Housekeeper
Authorized by: DVC, Administration

Campus:

LAUNDRY LIST FOR VACATED ROOMS

Room N0l sucvmaumeimaavamnass

Items Week 1
Blankets
Pillow Cases
Mosquito Nets
Window Nets
Window Curtains
Towel

Bed Cover
Albs

Chair Covers
Stoles

Bed Sheets

Others: iz

For Official Use
Week
(Date)

1" Week

29 Week

3" Week

Date:

(Room Attendant) | (Laundry Attendant) | (I aundry Attendant) | (F

No. Items Week 2 No. Items Week 3 No.

[ | | Blankets [ ] Blankets [ |
[ ] | Pillow Cases [ 1 Pillow Cases [ |
[ ] | Mosquito Nets [ ] | Mosquito Nets [ ]
[ | | Window Nets [ ]  Window Nets [ ]
[ 1| Window Curtains [ 1 Window Curtains 1
[ ] Towel [ ] | Towel | J
[ ]| BedCover [ ] | Bed Cover =]
[ 1|Albs [_1| Albs L0
[ ] | Chair Covers [ ] | Chair Covers [ |
[ | | Stoles [ ] | Stoles -
[ ] | Bed Sheets [____]  Bed Sheets [ ]
[ ||| Others &eis: R [ R [ |
A [—1 [ |
Name / Signed = Name / Signed Name / Signed Name / Signed
Collected by: Venfied by: Released by: Collected by:

Room Attendant)

CUEA/DYC ADM/HSK/01 L3

Tel: 02

Founded

THE CATHOLIC UNIVERSITY OF EASTERN AFRICA, (CUEA) P.O. BOX 62157, 00200 Nairobi - KENYA
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1984 by AMECEA (Association of the Member Episcopal Conference in Eastern Africa)

jeaedu

01

Date 11"March 2014




