
Table 2

Oil Spill Procedural Checklist

In the event of a spill or accidental release of fuel oil or other combustible material on premises, WWU 
personnel follow the procedural checklist outlined below. An oil spill may occur during fueling of 
emergency generators or from the emergency generator itself. 

For an Incidental Oil Spill: 

An incidental spill is a minor spill that can be contained with materials and personnel on hand, with very 
low risk of drainage to a storm drain system or soil. Procedures to follow in response to an incidental 
spill are as follows: 

Checklist for First Responding Department (Department who owns material/oil) 

□ Stop the spill source.

□ Shut off any ignition sources.

□ Contact WWU EHS at 360-650-3064 during office hours or at 911 after hours (via Campus 
Police)

□ Initiate containment and cleanup, concentrating on avoiding any storm drains nearby.

□ Package the waste in a 5 gallon bucket or other secure packaging. Label the waste generated 
from the cleanup with a waste label.

□ Fax or mail in a Hazardous Waste/ Surplus Chemical Collection Request Form to Environmental 
Health & Safety (EHS) so that EHS can collect your materials.

□ If you have any questions, or need more cleanup materials, call WWU EHS at 360-650-3064.

For a Minor Oil Spill: 

A minor spill is a spill large enough that it will likely flow to local curbed areas (without storm drain 
inlets) or soil. An outside contractor will typically be needed to clean up the large spill and contaminated 
areas. Therefore EH&S must be contacted as an intermediary and to help with spill assessment and 
response. However, no oil will reach nearby waterways, so the spill does not require notification of the 
National Response Center and other water quality authorities. Procedures to follow in response to a 
minor spill are as follows: 

Checklist for First Responding Department (Department who owns material/oil) 

□ Contact WWU EHS at 360-650-3064 during office hours or at 911 after hours (via Campus 
Police)

□ Stop the spill source as possible with plug and patch or place absorbent directly under leak. 
Locations of absorbent material are listed below.

□ Shut off any ignition sources.

□ Use oil containment equipment (e.g. socks, booms, plywood, sandbags, drain plugs, and tape) 
to prevent spill from running into storm and sewer drains. Keep oil confined if it runs over soil.

□ Use oil absorbing equipment to absorb the spill on the surface as much as possible.

□ Utilize non-sparking tools and an empty drum for disposal, clean up and pick up all spill fuel oil 
and oil-soaked absorbent material and place it in the drum for later disposal. Secure lid and ring 
over the drum to contain any fuel vapors.

□ If the nature of the spill is such that additional containment effort is needed, the following 
contacts are provided:



Company Location Phone 
Number 

Capabilities 

Clean Harbors Regional 800-645-8265 Oil Spill Small/Large, Land 
Spill, Marine Water Spill, 
Inland Water Spill, Vac 
Truck 

Global Diving and 
Salvage 

Anacortes, 
Seattle 

206-623-0621 Oil Spill Small, Marine Water 
Spill, Inland Water Spill 

National Response Corp. Burlington, 
Seattle 

877-823-6926 Oil Spill Small/Large, Land 
Spill, Marine Water Spill, 
Inland Water Spill, Vac 
Truck 

□ Stand by to help with spill assessment and cleanup.

□ Arrange for further clean up, packing and disposal of all the wastes generated by the spill.

For a Major Oil Spill: 

A major spill has some risk of reaching navigable waters via storm drains or overland flow. It requires 
fast response from an outside contractor for containment and cleanup, as well as notification of the 
National Response Center and other water quality authorities. 

Note that a spill small in volume can qualify as a “major” spill. For example, a spill of two gallons of oil 
at Viking Union Lakewood might drain directly to Lake Whatcom; if there is any real risk of it doing so, it 
qualifies as a “major” spill. The National Response Center must be notified (by EH&S) if there is any 
visible oil sheen on any local natural body of water, i.e. stream, river or lake. Procedures to follow in 
response to a major spill are as follows: 

Checklist for First Responding Department (Department who owns material/oil) 

□ Contact WWU EHS at 360-650-3064 during office hours or at 911 after hours (via Campus 
Police.)

□ Stop the spill source. Locations of absorbent material are listed below.

□ Shut off any ignition sources.

□ Use oil containment equipment (e.g. plywood, sandbags, drain plugs, and tape) to prevent spill 
from running into storm and sewer drains or into soil.

□ Use oil absorbing equipment to absorb the spill on the surface as much as possible.

□ Utilize non-sparking tools and an empty drum for disposal, clean up and pick up all spill fuel oil 
and oil-soaked absorbent material and place it in the drum for later disposal. Secure lid and ring 
over the drum to contain any fuel vapors.

□ If the nature of the spill is such that additional containment effort is needed, the following 
contacts are provided:



Company Location Phone 
Number 

Capabilities 

Clean Harbors Regional 800-645-8265 Oil Spill Small/Large, Land 
Spill, Marine Water Spill, 
Inland Water Spill, Vac 
Truck 

Global Diving and 
Salvage 

Anacortes, 
Seattle 

206-623-0621 Oil Spill Small, Marine Water 
Spill, Inland Water Spill 

National Response Corp. Burlington, 
Seattle 

877-823-6926 Oil Spill Small/Large, Land 
Spill, Marine Water Spill, 
Inland Water Spill, Vac 
Truck 

□ Stand by to help with spill assessment, cleanup and notification of authorities (or if it is a spill
that is small in volume, refer to your incidental spill response protocol.)

Checklist for Facilities Management: Reporting and Follow Up 

□ Assist in cording off area.

□ Provide personal protective equipment (PPE), containment, and materials.

□ Work with Environmental Health & Safety (EHS) on containment and cleanup.

Checklist for University Police: Reporting and Follow Up 

□ Regulate traffic.

□ Assist in cordoning off area.

□ Arrange medical assistance.

□ Assist in evacuation if necessary.

□ Investigate.

EHS or Supervisory Reporting and Follow-up 

□ Arrange for further clean up, packing and disposal of all the wastes generated by the spill.

□ Assess personal protective equipment (PPE).

□ Ensure use of personal protective equipment (PPE).

□ Complete the WWU Oil Spill/ Leak Report in Table 3 of ESF 10 Appendix 1 Oil Spill of the
Emergency Management Plan.

□ For flammable material, monitor vapor concentrations.

□ From Hazardous Materials Response Guidebook, determine size of area to cordon off and
possible evacuation.

□ Evaluate affected personnel for possible medical response.

□ Investigate the source and causes of the incident and determine the best permanent corrective
actions to avoid reoccurrence of the incident.

□ Critique the spill response efforts and revise associated procedures.

□ Replenish or replace any spill kit(s), tools or emergency response items spent or lost during the
spill response incident.



Table 3

Western Washington University 

Oil Spill/Leak Report 

Report received from: 

Name Date reported 

Address Time reported 

Telephone Received by 

Location of Oil Spill/Leak 

Address 

Phone of the facility: 

Description of Problem: 

1. Date and Time of discharge ____/____/_____ ________AM/PM

2. Type of material discharged ____ unknown

3. Estimates of total quantity discharged _________________

4. Source of discharge ______________________

5. Description of all affected media

6. Cause of the discharge



7. Damages or injuries caused by the discharge

8. Actions being used to stop, remove, and mitigate the effects of the discharge

9. Is an evacuation needed? □ Yes □ No

10. Names of individuals and/or organizations who have also been contacted

Action Required Phone Date Time 

1. Dispatch Facilities
Management staff

360-650-3420

2. Dispatch Environmental
Health & Safety

360-650-3064

3. Call Bellingham Fire
Department

911 

4. Call Dept. of Ecology, NW
Regional Office, Shoreline
WA     (as applicable for
Reportable Quantity)

206-594-0000

Completed by: 
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