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STANDARD OPERATING PROCEDURES

FOR
LINEN & LAUNDRY MANAGEMENT
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COMMUNITY HEALTH CENTRE, PADMAPUR

KENDUJHAR, ODISHA

Email Id:padmapur.bpmu@gmail.com
1.0
Purpose:


To provide process, instructions and methodology for Management of Laundry process in the hospital with the aims that

- Safe and dependable supply of clean linen

- Safety to workers

- Minimization of inventory loss

2.0 Scope: It includes:
· Collection of segregated linen
· Washing

· Distribution

3.0        Reference:

Quality Management System Manual, MNL: QSM: 01, Section 7.1 

4. Process Flow Chart   
        













Condemnation committee members:
· Medical Officer I/C
· Block Program Manager
· Sister Incharge
· Pharmacist
· Accountant

5. Standard Procedures
	S. No.
	Activity
	Responsibility
	Related Format/ Documents

	5.1
	Service Provision: Laundry activities are operated through contracted service provider, whose staffs clean the hospital linen. The service provider serves as per the guidelines laid in the contract. Hospital Management is responsible to handle & manage contractors and

maintains a copy of their contract for reference & records
	SN I/C
	

	   5.2
	Dirty linen is segregated as soiled linen, unsoiled linen in the ward.
	Nurse
	

	5.3
	The soiled linen is sluiced in the ward toilet.


	Attendant/Sweeper
	

	5.4
	Dirty linen is collected in a trolley from the ward.
	Attendant/Sweeper
	

	5.5
	The number and type of linen handed over to the Attendant is entered in the linen register maintained in the ward. 
	Nurse
	Linen Register

	5.6
	Sweeper / Attendant transfer the dirty linen in the trolley to the laundry
	Attendant/Sweeper
	

	5.7
	The number and type of linen handed over to the laundry by the Attendant is entered in linen register.


	Dhobi
	Laundry register

	5.8
	Linen is given to the Dhobi for washing. 


	Dhobi
	Laundry register

	5.9
	The Attendant takes the clean linen back to the wards in a clean trolley.
	Group D staff
	

	5.10
	The Attendant hands over the clean linen to the nurse Incharge in the ward against the linen register.
	Group D staff
	Linen register

	5.12
	Contaminated Linen from ward/ OT
	
	

	5.12.1
	The contaminated Linen are disinfected and washed in OT itself.
	Attendant
	

	5.12.2
	Contaminated Linen from ward are disinfected and washed separately in OT.
	Attendant
	

	5.13
	Condemnation committee
	
	

	5.13.1
	The condemnation committee meets every three months to assess the items condemned.
	
	

	5.13.2
	After review the items are condemned and new items are ordered for in its place. All these data are noted in the condemnation register which is kept in the Superintendent’s office.
	Condemnation committee
	Condemnation register

	5.14
	Purchase of New Linen-

Purchase of new linen is done as procedures procurement and outsourcing management.
	Medical Officer I/C
	SOP for procurement and outsourcing management

	5.15
	Pilferage of Linen

I. No patient is allowed to take linen with them at the

Time of discharge.

II. Security Guard and ward attendant keep vigil on

vigil on movement of patient so pilferage of Linen

can be avoided

III. Linens are stored in lock and key and handover is

given at change of shift.
	Nursing staff
	

	5.16
	Inventory Management of Linen:

BPM maintains a list of Linen that

consist of broadly

a. Bed linen

b. Body linen

c. Operation theatre linen

d. Staff linen

e. Department/service linen.
	Pharmacist\ BPM
	List of Linen

	5.17
	Quality Control: BPM/ Sister Incharge check the quality of laundered linen i.e., whether the washing of the linen is done properly or not and whether the linen is torn during washing or not etc. once in a week and report to MO I/C accordingly.
	BPM/ Matron
	

	5.17.1
	Nursing in-charge report on the same day to hospital manager\ Matron of the following items:-
I. receipt of less linen
II. delay in delivery 
III. dirty \ torn linen 
	Nurse
	


6.0        Records: 

	S.No
	Record Number
	Record Name
	Type
	Retention Period

	1
	RG /LL/01
	Laundry register                                               
	Register
	3 Years

	2
	RG /LL/02
	Linen stock register  
	Register
	3 Years

	3
	RG /LL/03
	Condemnation register
	Register
	3 Years


Appendix
1. Laundary Register 

	District Headquarter Hospital, Keonjhar

	Laundry Register

	Ward/ Unit
	
	
	
	
	
	
	
	

	Sr. No
	Date
	Type of Linen
	No. of Linen
	No. Handed over to Dhobi
	Sig. of Dhobi
	No. Received 
	Sign. of Receiver
	Remarks

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


2. Linen stock register

	Sr. no
	Type of Linen
	No. of Linen
	Issued in the month
	Current stock
	Sign


3. Condemnation register

	Sr. no
	Type of Linen
	No. of Linen
	Date of Condemnation
	Sign


7.0 Process Efficiency Criteria:
	Si. No
	Activity
	Efficiency Criteria

	1
	Review of Laundry Register
	Laundry register shall be reviewed by the Hospital Manager or any deputed officer on weekly basis for accountability of washed linen

	2
	Linen/ Bed/ Day
	Score of 1


8.0 Reference Documents:
· Contract Agreement with Outsourced Agency

· SOP for Procurement and Outsourcing Management

Collection of dirty linen by ward/ OT nurse





Segregation of dirty linen





Soiled linen





Unsoiled linen





Sluiced in the ward toilet





Collected and handed over to laundry staff recording the linen details in the register





Cleaning, drying, pressing and folding of linen is done





Clean linen is handed over to Nurse. Details are entered in the register.








