
1️⃣ SOP Title
Stain Removal SOP – Linen & Fabric Treatment Control Procedure
2️⃣ Department
Housekeeping / Laundry
(Co-ordination: Linen Room, HK Supervisors)

3️⃣ Purpose
To establish a structured stain removal procedure to ensure:
· Maximum stain recovery
· Protection of fabric quality
· Reduced linen replacement cost
· Proper chemical usage
· Safe handling practices
Correct stain treatment extends linen life and improves presentation quality.

4️⃣ Scope
Applicable to:
· Bed sheets
· Pillow covers
· Duvet covers
· Towels
· Table linen
· Uniforms
· Upholstery (surface treatment only)
Applies to:
· Laundry Attendants
· Linen Room Attendants
· Laundry Supervisor
· HK Supervisors

5️⃣ Responsibility
	Position
	Responsibility

	Laundry Attendant
	Identify and treat stains

	Laundry Supervisor
	Approve chemical usage

	HK Supervisor
	Report heavily stained linen

	Linen Attendant
	Record damaged items



6️⃣ Step-by-Step Procedure

PART A – STAIN IDENTIFICATION

A. Inspect Linen
1. Identify type of stain: 
· Food
· Oil/Grease
· Blood
· Makeup
· Ink
· Beverage (coffee/tea/wine)
2. Determine age of stain: 
· Fresh
· Dried
Fresh stains are easier to remove and should be treated immediately.

PART B – SAFETY PRECAUTIONS

B. Chemical Safety
1. Wear gloves before handling chemicals.
2. Use correct dilution as per manufacturer.
3. Do not mix different chemicals.
4. Work in well-ventilated area.

PART C – PRE-TREATMENT PROCEDURE

C. General Pre-Treatment
1. Place stained area on flat surface.
2. Apply appropriate stain remover directly on stain.
3. Gently rub using soft brush or cloth.
4. Allow recommended contact time.
5. Do not scrub aggressively.
Always test chemical on hidden area first if fabric delicate.

PART D – SPECIFIC STAIN GUIDELINES

D. Oil/Grease Stains
1. Apply degreasing agent.
2. Allow to penetrate.
3. Rinse with warm water before washing.

E. Blood Stains
1. Rinse with cold water only.
2. Apply suitable stain remover.
3. Avoid hot water (it sets the stain).

F. Beverage Stains
1. Blot immediately.
2. Apply mild detergent.
3. Rinse gently.

G. Ink Stains
1. Apply recommended ink remover.
2. Dab gently.
3. Avoid spreading stain.

PART E – WASHING PROCESS

H. After Pre-Treatment
1. Wash treated linen separately if heavily stained.
2. Use appropriate wash cycle.
3. Avoid overloading machine.
4. Inspect after wash before drying.
Never dry linen with stain still visible — heat may set it permanently.

PART F – POST-WASH INSPECTION

I. Quality Check
1. Inspect linen under proper lighting.
2. Confirm stain fully removed.
3. Re-treat if necessary.
4. Separate permanently stained items.

PART G – DAMAGED OR NON-RECOVERABLE LINEN

J. Discard Procedure
1. Record item in Damage Register.
2. Seek supervisor approval.
3. Downgrade for alternative use (if possible).
4. Dispose as per policy.

PART H – UPHOLSTERY STAIN CONTROL (SURFACE)

K. Upholstery Treatment
1. Blot stain immediately.
2. Apply approved upholstery cleaner.
3. Avoid over-wetting fabric.
4. Allow proper drying.

PART I – DOCUMENTATION

L. Maintain Records
· Stain Treatment Log
· Chemical Usage Record
· Damaged Linen Register
· Monthly Stain Analysis Report
Tracking stain patterns helps reduce recurring issues.

7️⃣ Do’s and Don’ts
Do’s
✔ Treat stains immediately
✔ Use correct chemical
✔ Follow dilution instructions
✔ Inspect before drying
✔ Record discarded linen
Don’ts
✘ Don’t use hot water on blood stains
✘ Don’t mix chemicals
✘ Don’t scrub harshly
✘ Don’t dry stained linen
✘ Don’t ignore repetitive stain patterns

8️⃣ Quality & Control Standards
· Maximum stain recovery rate
· Minimal fabric damage
· Proper chemical handling
· Controlled linen discard
· Accurate documentation

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Minor stain issue
	Laundry Attendant

	Repeated stain damage
	Laundry Supervisor

	Chemical reaction issue
	HK Manager

	Large-scale stain complaint
	Management

	Fabric discoloration
	Supervisor



🔟 Documentation / Records Required
· Stain Treatment Register
· Chemical Dilution Log
· Damaged Linen Record
· Monthly Linen Loss Report

1️⃣1️⃣ Common Mistakes to Avoid
· Delaying stain treatment
· Using wrong chemical
· Applying excessive force
· Not inspecting before drying
· Mixing colored and white linen
· Not recording damaged items

