
1️⃣ SOP Title
Laundry Sorting SOP – Safe Segregation & Processing Control Procedure
2️⃣ Department
Housekeeping / Laundry
(Co-ordination: Linen Room, Housekeeping Supervisors)

3️⃣ Purpose
To establish a structured sorting procedure to ensure:
· Proper segregation of linen and garments
· Prevention of cross-contamination
· Fabric protection
· Stain control management
· Reduced damage and shrinkage
· Improved laundry efficiency
Correct sorting directly impacts linen lifespan and replacement cost.

4️⃣ Scope
Applicable to:
· Guest room linen
· Towels
· Duvet covers
· Pillow covers
· Restaurant linen
· Pool towels
· Staff uniforms
· Guest laundry (if applicable)
Applies to:
· Laundry Attendants
· Linen Room Attendants
· Laundry Supervisor

5️⃣ Responsibility
	Position
	Responsibility

	Laundry Attendant
	Sort linen correctly

	Laundry Supervisor
	Monitor sorting standards

	Linen Room Attendant
	Ensure proper dispatch

	HK Supervisor
	Report heavily soiled linen



6️⃣ Step-by-Step Procedure

PART A – RECEIVING SOILED LINEN

A. Initial Collection
1. Receive soiled linen from linen room.
2. Count items as per dispatch sheet.
3. Record quantity in laundry log.
4. Check for: 
· Excessive stains
· Damage
· Wet or heavily soiled items
Never accept linen without count verification.

PART B – SAFETY PRECAUTIONS

B. Hygiene Control
1. Wear gloves while handling soiled linen.
2. Avoid shaking linen to prevent dust spread.
3. Separate heavily contaminated items.
4. Wash hands after handling.

PART C – PRIMARY SORTING

C. Sorting by Category
Separate linen based on:
1. Bed sheets
2. Pillow covers
3. Duvet covers
4. Towels
5. Restaurant linen
6. Uniforms
Do not mix categories during washing.

PART D – COLOR SEGREGATION

D. Sorting by Color
1. White linen separate.
2. Colored linen separate.
3. Dark fabrics separate.
4. Avoid mixing to prevent color transfer.

PART E – FABRIC TYPE SEGREGATION

E. Sorting by Fabric
1. Cotton
2. Blended fabric
3. Delicate fabric
4. Heavy fabric
Follow manufacturer guidelines for washing cycle.

PART F – STAIN IDENTIFICATION

F. Pre-Treatment Control
1. Identify: 
· Food stains
· Oil stains
· Blood stains
· Makeup stains
2. Mark heavily stained linen.
3. Apply pre-treatment as per chemical guideline.
4. Separate heavily stained items for special wash cycle.

PART G – DAMAGE CHECK

G. Inspection During Sorting
1. Check for: 
· Tears
· Burn marks
· Frayed edges
· Missing buttons (uniforms)
2. Separate damaged linen.
3. Record in Damage Register.

PART H – LOAD PREPARATION

H. Weight & Machine Capacity Control
1. Weigh linen before loading.
2. Avoid overloading machines.
3. Follow machine capacity guidelines.
4. Select correct wash cycle.

PART I – SPECIAL HANDLING

I. Guest Laundry
1. Sort separately from hotel linen.
2. Follow guest instructions.
3. Tag properly with guest details.
4. Avoid mixing with hotel stock.

PART J – POST-SORTING CONTROL

J. Documentation
1. Record sorted quantities.
2. Maintain wash batch record.
3. Log rejected items.
4. Maintain stain treatment record.

7️⃣ Do’s and Don’ts
Do’s
✔ Sort by category, color, and fabric
✔ Wear gloves
✔ Pre-treat stains properly
✔ Follow machine load limits
✔ Record damaged items
Don’ts
✘ Don’t mix colored and white linen
✘ Don’t overload washing machine
✘ Don’t ignore heavily stained items
✘ Don’t mix guest laundry with hotel linen
✘ Don’t skip documentation

8️⃣ Quality & Control Standards
· Proper segregation before washing
· No color bleeding
· Minimal linen damage
· Controlled stain treatment
· Accurate load measurement

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Minor stain issue
	Laundry Attendant

	Repeated linen damage
	Laundry Supervisor

	Machine malfunction
	Engineering

	Excessive linen shrinkage
	HK Manager

	Guest laundry complaint
	Management



🔟 Documentation / Records Required
· Laundry Receiving Log
· Sorting Register
· Stain Treatment Record
· Damage Register
· Wash Batch Record

1️⃣1️⃣ Common Mistakes to Avoid
· Mixing white and colored linen
· Ignoring fabric type
· Overloading machines
· Skipping stain pre-treatment
· Poor documentation
· Not wearing gloves

