WSU Spokane Hazardous Waste Procedures

Dangerous Waste Disposal Shipment Procedure

1.)  The EHS Coordinator will monitor the storage time wastes are in the 90-day waste storage area and insure a waste pick up is scheduled so that wastes are not stored longer than 90-days in this area.  Waste pick ups will be scheduled with the contractor on the Washington State Hazardous Waste Disposal Contract #07918 unless otherwise determined by EHS.  Craig Root (EHS Wenatchee) should be notified of the shipment date when it is scheduled with the contractor.

2.)  Approximately three weeks prior to a waste shipment, the EHS Coordinator should notify waste generators of the event and request they submit their Chemical Substance Report Forms (CSRFs)  within the next two weeks for any wastes not already in storage for which they would like to have disposed of.

3.)  Approximately one week before the pick up, the EHS Coordinator should fax the waste contractor the CSRFs for wastes in storage. 

4.)  Any waste material provided to the EHS Coordinator during the lat week should be kept separated and the CSRFs provided to the contractor at the time they arrive.  This is a courtesy to the contractor.

5.)  When the contractor arrives, the EHS Coordinator will provide access to the 90-day storage area where the contractors will package the wastes.  The contractors should be shown where the nearest phone is, the emergency shower and eye wash unit, and fire extinguishers.

6.)  The EHS Coordinator should review the waste ready for disposal with the contractor and request the contractor do the following:

a.)  Only package containers that have a waste ID # on them.  If they do not, the contractor should bring this to the attention of the coordinator who can complete a CSRF for the container and assign a number so it can be packaged for disposal.

b.)  The waste ID # must be written on the drum inventory sheets by the contrator.

c.)  Wastes being bulked must have their waste ID #s listed or noted on the CSRFs as to which drum number they were bulked into.

d.)  Write the Washington State and EPA hazardous waste codes for the wastes packaged on the drum inventory sheets.

e.)  Write the estimated weight of each container on the drum inventory sheet.

7.)  When the waste packaging and paperwork are completed the EHS Coordinator should inspect all the storage cabinets and room to make sure all wastes have been packaged.  Inspect the drums for proper labeling and review the manifesting paperwork before signing.

8.)  A Shipment Checklist should be used for each shipment to make sure each task or item of information is obtained before the contractors leave and the paperwork is distributed as necessary.  (Refer to the Shipment Checklist form)

9.)  The shipment manifesting paperwork; the Shipment Checklist; the contractor’s time and materials sheet; and  copies of CSRFs should be placed in a single file dated for the shipment and placed in the location’s Hazardous Waste Files.

10.)  Copies of  the shipment paperwork need to be sent to Craig Root, EHS Wenatchee.

11.)  Within 45 days, an original copy of the manifest, signed by the receiving facility, must be received and placed into the shipment file.  If it has not been received within 45 days, the EHS Coordinator must contact the contractor to get a copy ASAP.  

12.)  Upon receipt of the invoice, the EHS Coordinator will review the manifest and invoice and will apportion the bill amongst the generators who disposed of waste in the shipment.  The coordinator will submit the invoice and apportionment to the respective departments for payment.
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