LAUNDRY
. AND LINEN
. SERVICE

Laundry operation in Hotel

In any hotel establishment, a lot of dirty linens accumulates in the various units
and departments. It is essential o ensure a continuous supply of linen, which is well
laundered, so that operation can be carried out smoothly and efficiently. Linen is
an expensive item, so how it will be laundered, required serious consideration.
People involved in handling of linen should have some knowledge of process. The

house-keeper and the linen keeper should have good relation with the laundry
manager.

Principle of Hotel laundry

1. Removal of dirt and stain from the linen articles.
2. Restoring linen articles to their original appearance as far as possible.

Qualities of good laundry

1. Careful handling of linen articles when laundering

2. Correct process of use of suitable agent.

3. While materials are kept white, excessive bleach is not used.

4. Proper counting and records maintains to avoid shortage of linen.
5. Sound policies regarding damage or loss property.



Categories of Hotel laundry

Laundry can be divided into two types

On-premises - Off-premises

Laundries which are situated inside the hotel premises known as on premises
laundry.

A commercial or off premises laundry refers to the laundering outside the
establishment. Ex. given on a contract basis, to the specialize person who are
particular in this field.

Advantages of on-premises Hotel laundry

1. Time taken for laundering is reduced because transportation is reduced.
2. Linen is readily available especially in the case of emergency requirements.
3. Pilferage reduced.

Disadvantages of on-premises laundry

1. Involve expensive equipment and high cost of maintenance
2. Must be justified by an adequate amount of linen.
3. Require technically knowledgeable staff and ample space.

1. A huge investment behind the purchase of machines and equipment are saved.
2. Salary for staff are saved.
3. Hotel spaces are saved which can be used for other purpose.

1. The hotel have to compromise with the quality of washing.
2. Chances of pilferage is more.
3. During the emergency, fresh linen may not be available.



On-Premise Laundry Equipment

On-premise laundry is the game of conservation of water and electricity and
generation of high throughput. These equipment speed up the housekeeping work.
The laundry equipment mainly include -

Washer/Extractors

They are automatic machines which are used to wash the linen in large amount. They
provide high laundry room productivity by using less water and electricity.

Dryers

They dry the linen in less time than conventional drying methods. They deliver fast
drying without consuming much electrical energy.

Washers

;
Ironer b Folder



Flatwork Ironers

They save energy, cost, and efforts to press the large number of linen by delivering
them ironed and pressed. They are easy and safe to operate.

Commercial Folders and Stackers

They are yet another automatic laundry devices that can deliver a perfectly folded
and finished linen. They can also help to stack the folded linen neatly.

The housekeeping staff that handles laundry section is expected to know each
device and its operation.

Working at On-Premise Hotel Laundry

The laundry consists of bath and bed linen, dining are linen, staff uniforms, cleaning
cloths, curtains, drapes, blankets, and rugs. The guest laundry is handled by the
most experienced staff. The staff in the laundry room is expected to be aware of
the chemicals, detergents, dry cleaning agents, and the stages of laundry cycle.

No sooner than the soiled laundry arrives, the laundering work starts quickly. The
reason behind it are -

« The soiled linen must be cleaned as early as possible.

o The stains may get permanent.

« The stains may get transferred to other linen.

o The soiled linen should not provide a breeding ground for bacteria.
« To avoid the chances of linen misplacing or loss.
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TYPES OF LAUNDRY |~

CHEMICALS

Main laundry chemicals are:

Emulsifier  (Lauryl, octyl, nonyl phenol etoxylate alcohol)
. Detergent  (Sodium silicate, Acid Slurry, Sodium bicarbonate

Sodium sulphate)

Alkali (Caustic Soda, Soda Ash)

Bleach (Sodium hypochlorite, Sodium Hydrosulphide,
Hydrogen peroxide, Sodium perborate)

Neutralizer  (Sodium bisulphite)

Softener (Fatty acids, Silicone)

Solvents (Perchloroethylene, Trichloroethylene)

Enzymes (Amylase, Lipase, Proteas, Cellulase)



TYPES OF
LAUNDRY
SERVICES

Guest Laundry Flow

Laundry Desk
Guest Calls Attendant (assign
valet/runner)

Valet (Proceeds
to room)

Sorter Laundry

Washerman /
Drycleaner

Desk attendant
(valet gets
invoice)

Guest Calls
(Received
Clothes)

Valet (Deliver
clothes)

Spotter (Remove Valet and Guest
spots) (Tally laundry list)
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Method of
answering
telephone and
enter a guest room

Generally in all big hotel there are
laundry facilities within the hotel. In
small hotels or motels where owners don't have big budget to purchase laundry
equipment and enough space to run laundry operation, may use off-site laundry.
They have to deal with outside laundry contractors. In our today's mega tutorial we
will cover everything you should know about laundering procedures in hotel
housekeeping.

Collection of Guest Laundry

1. A laundry pick up call is received by the
housekeeping desk and informed
accordingly to the Laundry valet on-shift
attendants.

2. The call is entered in the guest message
register. '

3. The Laundry valet assistant goes to the
room to collect the laundry and checks
for the room number, total pieces and the type of service required.

4. Care to be taken that the laundry list is filled and duly signed by the guest.

5. This is then taken for Thermo patch (temporary marking) system for
enabling guest room identification after processing and prior to fresh
laundry delivery.

6. This is sorted out as per the type of service required.




Marking of guest laundry

All bags form the floors are collected at the guest section counter.

Each bag is opened and the items are entered in the guest laundry register,
for color and make.

Marking is a process by which it is easy to identify and dispatch clothes
according to the room numbers after processing.

The marker takes note of the fabric type before marking.

Delicate materials like silk, polyester, muslin, wool are not marked on the
marking machine. They are hand tagged carefully so as not o damage the
fabric.

While marking on the machine care must be taken to mark only on the inside
seams of the garment. It is recommended to mark/tag on the double fold so
that it does not damage the fabric when removing the tag/tape while
packing.

After completing the marking of one room laundry, only then can the sorter
start with another bag.

In case of express laundry and express pressing, the tags used are in gray
color for immediate identification for the laundry attendants.

Sorting of Guest Laundry

Procedure:

1.
2.

The marker hands over the marked garments to the sorter.

The sorter separates garments for pressing / dry-cleaning / washing and
places them in their respective bins.

Item where the color bleeds and is likely to bleed are put in the hand wash
bin

Express laundry and pressing items are not put in the bins along with the
normal guest load, but are personally handed over by the marker to the
respective section attendants for quick processing.

All clothes are segregated color wise and fabric wise.

Clothes are also checked for burn marks, discoloration tears stubborn stains
and pockets for any personal belongings or money.



7. The sorter and the dry-cleaning unit also to check the guest clothes for
buttons, which could be damaged during the dry cleaning process. In this
case they are sent fo the tailor for removing buttons before dry cleaning.

8. The buttons are stitched back on the clothes before being ironed.

9. The removed buttons are taken back from the tailor and placed in a clear
plastic bag with a tag mentioning the date and the room number.

10. Buttons that cannot be removed from the clothes will have to be covered
and tied properly with silver foil before putting them for dry cleaning.

11. The sorter sticks the express sticker on the laundry, dry cleaning, pressing
slips for easy identification by the desk controller.

Laundry - Billing Residence
Aarriott ‘
Procedure: - |
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1. The guest laundry attendant
generates the bills as per the -
service used. B e |

2. After receiving the laundry = :
and dry cleaning slips from the e
sorters of the different units, A .
the laundry attendant bills EEe g i
individual rooms accordingly. Sl ||

3. Laundry attendant bill laundry, —e e
dry cleaning and pressing slips — '
bearing express stickers immediately.

4. Each bill number and amounts are mentioned in the corresponding slip and
the first copy of the bill is then attached to the same slip.

5. For any extra charges for express service, the laundry attendant must take
care to enter the same.

6. The second copy of all the bills generated in one day is sent to the accounts
along with the daily summary sheet.



Collection and Sorting of Uniform

The soiled uniforms are collected from the uniform department.

A physical count is taken in front of the uniform attendant and the
supervisor.

All entries are made in the uniform exchange register.

After the uniforms are brought to the laundry they are sorted color wise
and fabric wise.

The dark load is separated from the light and white load.

Before the shirts are put for washing, the collar / cuff are dipped in the
soap solution for around 15-20mins

After they are removed from the soap solution the collar / cuff are
scrubbed after applying the collar / cuff cleaner.

They are then loaded in the machine for washing.

Hotel Laundry - spotting

Procedure:
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Ensure that steam gun nozzle is clean and that the table is clean

Ensure that all chemicals are available

Clean out the collection tray from under the perforated plate operation.
Place stain right side up on the perforated plate.

Steam the stain lightly using the spray gun and steam pedal

Hold the steam gun at least 6 inches away from the fabric

If the stain has not come out, apply the appropriate chemical on the stain
with the dropper

Lightly rub the stain and reapply steam

Once the stain is removed dry fabric using the vacuum pedals and the air
from the spray gun

10. Remove garment from spotting table and send for further processing.



Laundry - Hand Wash

Procedure:

1.

Hand washing is done at the
double sink with platform.
Prepare a solution in one sink with A
5ml of clax star / detergent in //f
5lts of cold water. -
Segregate all hand wash clothes into whites light colored and dark colored
garments. These are never washed together.

Items in which the color bleeds or is likely to bleed are always washed
individually.

Dar garments in which color does not bleed are sent to the machine wash for
further processing.

Soak each lot separately for 5 - 10mins. Rub lightly with hands or use a
brush. Rub gently if required and then rinse for 3 times minimum.

Rinse in the second sink using clean cold water for all 3 rinses. Between each
rinse excess water is removed by pressing the garment between the hands.
After the final rinse, hang individually on metal hanger and place on the
drying rod.

After drying, segregate(437F) garments according to the fabric and give
them for processing to the steam or the cotton press unit.

10. All garments which do not need ironing are sent to the valet counter.

Laundry - Machine Wash




Procedure:
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8.
9.

Collect white, light and dark garment bins from the sorter area

Load the machine only when it can be operated at its optimum capacity and
then lock the machine

Measure chemicals required into the appropriate suspenders.

Program settings for different fabrics

After that, recheck if the door is properly locked or not

Depending on the wash load type (white, light colored) the washer is started
setting it according to different programs.

The washer should be monitored to ensure correct water levels, water
temperature, proper draining and for any leakage.

At the end of the wash cycle, the machine is unloaded.

All the undergarments are segregated and sent to the tumbler for drying

10. All items for steam press are hung for air drying.
11. All other items that are to be pressed are sent to the respective pressing

units after drying.

12.In case starch is added in the wash cycle or if color bleeding takes place,

the washer must be rinsed thoroughly before being loaded with the next lot.

Laundry - Dry Cleaning

Procedure:

1.

oo ks w

scarves handkerchief etc. in a net bag before loading in
the machine.

Load the machine when it can be operated at its optimum
capacity.

Ensure that the door is locked before starting the machine
Three rounds of 5mins each of dry cleaning

After each dry cleaning round, draining takes place for one minute each
After the third round of draining cycle, the extraction takes place for 5
mins during which maximum perchloroethylene (£ 2.)%) is sucked out from
the garments.

Place all small delicate garments e.g. sweaters, ties, mj@ G
e |

Laundry net bag




The chemical solvent goes back to the solvent tank after each draining cycle.
Drying of the dry cleaning garments takes place in the same machine after
extraction.

After the dry cleaning cycle. The garments are segregated fabric wise and
sent to the respective pressing unit

10. Fumes from the dry cleaning are harmful to the eyes and lungs on prolonged

exposure. For this reason, it is imperative that the machine door is left
closed at all times.

Laundry - Drying

Procedure:

1.
2.
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The guest articles, which are machine-washed, are put in the tumble dryers.
Hand wash articles are air dried and hung on hangers by the hand wash
attendant

. All dry cleaning garments are dried in the dry cleaning machine itself and

sent directly for pressing

In tfumble-drying, clothes are segregated into light / white load and the
other dark load.

Load the machine only when it can be operated at its optimum capacity i.e. up

to % of the machine glass door.

Temperature maintained during drying is 70 degree.

Drying cycle takes a total of 20 to 30 mins.

Load the dryer and secure the door lock

Sets timers of 7 min. after initial drying open the door and check garments
for moisture.

10.Lock and reset machine for another cycle of drying which will completely

remove all moisture form the garments. The time will vary from load to load
taking anywhere between 3 -7 mins.

11. Machine is unloaded and all garments are sent to the valet counter where

they are segregated and sent to different pressing units if required.

12.It is important to clean the machine of all lint twice in each shift o maintain

the efficiency of the dryer.



Laundry - Pressing

Procedure:

w
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All cotton and cotton blended garments are ironed using press unit.

Press unit consists of two sub units.

The press unit is first cleaned using a dry cloth duster and is feather brush.
Leave the machine in open position.

Ensure that there are no previous day's clothes on the shelf or rack

Keep sufficient hangers.

Fill up spray bottles with fresh water for dampening clothes

Check for any guest pieces if left unpressed.

Check with laundry supervisor for steam timing for running the cotton press
. Receive all guest garments form the washer attendant

10 Clothes are segregated color wise into white, light colored and dark colored

garments and a separate express load, and are kept in different pigeonholes.

Laundry - Handling Express laundry

Procedure:

1.
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On receiving a call , the Housekeeping desk informs the Laundry valet on
shift attendant to collect the same.

The Laundry valet attendant collects the same and brings it down to the
Main laundry from where it is taken down to the Marking section.

The marker marks the laundry with the room number and the express tag
The laundry attendant with make out the bills.

All items are collectively placed at the washing section.

The washer sorts out all pieces and process them accordingly

After the washing process the items are placed in gray bins.

From the gray bin, the ironer picks up the garments; presses them and
places them on the express section areas.



Non-Ironing Items

Procedure:

1. Items which do not need pressing are:

a.
b.
C.
d.

Undergarments
Sweaters
Cardigans
Socks

2. The above mentioned items are:

a.

g.
3. Sweaters and cardigans are lightly steamed on the steam body press to
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Collected
Sorted
Marked
Washed
Dry cleaned
Dried

Billed

remove wrinkles.

4. Garments are segregated according to items; folded and then placed on

racks.

Laundry - Quality Control

Procedures:

1. Before the garments are sent up to the guestroom, they are o be checked

thoroughly for quality and finish.

2. The attendants at the press units make first quality check. The check the
garment for missing buttons, stains, zipper, replacement, frouser seams and

any tears.

3. The supervisor makes the final quality check, after the finished items reach

the HK desk.



4. Apart from checking the above mentioned criteria, the following are

Laundry - Packing

Procedure:

1.
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checked for:
> Pressing finish
Folding
Quality of washing and dry cleaning
The presentation to the guest
Whiteness of garments
Brightness of color
Special instructions from guest.
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As soon as all the garments in one

laundry slip are processed and brought
to the counter, the laundry slip against B
that pigeonhole is folded. H

IN

. The attendant picks out that laundry form and starts placing each item on

the valet counter

He counts the pieces item wise checking the quality at the same time.
He also picks out the garments on hanger and places them on the rod.
Once all items are checked for quantity, they are ready for packing.

Preparation:
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Clear the counter.

Arrange scissors to cut tags.

Laundry baskets of different sizes to be stacked.

Freshly laundered cloth liners to be folded and kept in respective baskets.
Keeps button replaced/zipper replaced card ready.

Keeps hanger tags ready.



Folded articles:

1. Open the liner of the basket from all sides. | AP |
2. Place the non-iron items first into the ‘1 7~ |
basket arranging them evenly. ‘\,! T, \
3. Then keep the pressed garments, placing the | \-‘r ‘\
heavier ones e.g. jeans, trouser, shirts, first |
and then followed by lighter garments e.g. t- shirts, shorts.

Handkerchief, scarves.

Close the cloth liner on three sides so as to cover the pressed garments and

place the counter foil/laundry slip in the pocket of the fourth flap keeping
the room number visible.

5. Take a final look to ensure that the logo is facing the top.

Clothes on hanger:

1. The button replaced tag/zipper
replaced tag is put on the specific
button of the garment while
hanging or on the trouser of which
the zipper is replaced

. A tag is placed around the hook of the hanger mentioning the room number
of the garment.

3. Hanger shirts should be buttoned on the collar, the third and the last
buttons.

4. Coats to be buttoned on the first button,

5. Skirts are hung on the hanger hooks by the hanger loops on the skirt. It is
zipped and the button is secured.

6. Trousers are hung sideways with the top belt area till the fork on one side

and the trouser legs on the other to properly balance the trouser on the
hanger.

7. Inasuit the coat and the trouser are hung together on the ame hanger.



Folding Un-ironed garments:

1.

Delivery of Guest Laundry

Procedure:

1.
2.

Socks: Align toes, heels and leg bands together. Fold both together at the
heel.

Under pant / Panties: Place right side down. Fold narrow end parallel to the
waistband. Fold over the sides to overlap at the centre

Undershirt: Place right side down. Fold from shoulder lengthways on both
sides.

Brassieres: Fold in half at the center. Align cups. Fold in shoulder and back
straps. Fold cups only in case of unpadded brassieres.

Stockings: Align both legs lengthways. Fold in the ankle. Continue to fold at
every five-inch and align with the top band.

All laundry baskets, which are completed, are placed on the valet counter.
Ensure that the delivery is always made on time more so if the guest has
specified the delivery time

The supervisor checks the laundry slip in the basket for room number and
number of hanger items.

He enters the room number, the number of hanger items and number of
delivery baskefts in his valet slip.

He places the basket and hangs the hanger items floor wise.

The trolley once fully stocked is taken up to the respective floor

All the hanger and basket items of one floor and handed over to its
respective attendants checking against the valet slip for the total quantity
of baskets and hanger items delivered.

The room attendant acknowledges the delivery by signing against the
corresponding room numbers.

In case of express laundry items, the same procedure is followed; only they
are handed over individually within the specified time.

10. All guest laundry to be delivered to the room not later than 8pm.



