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PROCEDURE SUBJECT: 
Person in Charge 
 
PURPOSE: 
To provide direction for the person in charge of the Laundry Department in the absence of the 
Department Management. 
 
PROCEDURE: 

1. In the absence of the Environmental Services department management, a staff 
member will be designated, ‘In-Charge’. 

 
2. Staffing - Should a Laundry Aide be absent from work, it is the responsibility of the 

person ’In - Charge’ to call in a replacement.  If a replacement is not available, the 
person ‘In - Charge’ will co-ordinate the work of staff on duty to ensure essential 
services are provided.  Patient care areas are given priority. 

 
3. Major problems requiring urgent attention should be referred to the Director of 

Health Services or an on-site Manager. 
 
4. Any occurrences will be discussed with the Environmental Services manager upon 

his/her return. 


