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Finding Assignees 
When the EHS Coordinator drafts a Level II Inspection report, they need to assign each 
finding to an “assignee” who can best address the finding.  
Per finding, the assignee options are: 

- PI / Supervisor (of the roomset) 
- EHS Representative (of the roomset) 
- DLCI EHS Coordinator (for the DLCI) 
- EHS Office (the DLCI’s EHS Lead Contact) 
- EHS Issues Committee* 
- Individual** 

 

 
 
*By selecting the EHS Issues Committee, the finding is assigned to recipients of the 
environment@mit.edu queue.  
 

**Upon selecting “Individual,” the user will be asked to enter the first/last name or Kerberos ID of an 
MIT recipient. EHS Coordinators use this assignee option when the finding can best be addressed 

by a member of the lab or work area who isn’t either the PI or EHS Rep.  
 

Email Notifications to Assignees  
Persons who are assigned a Level II finding as an “Individual” will receive an email (see 
example below) with information about the finding. A URL is listed at the bottom of the 
email that will take them directly to the assigned finding. 
 

Sample Assigned Finding Email 
Sent directly to the “Individual” assigned to the finding  
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Click the link in the email and it will take you to the finding. See the section “How to 
Record Action Taken in Response to Assigned Findings” for next steps. 
 

Link to assigned 
finding(s) at bottom 
of emails. 
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A PI / Supervisor, EHS Representative, the DLCI EHS Coordinator, and the EHS Lead 
Contact does not receive the email notification shown above. Instead, these assignees 
receive an email (see below) with the full Level II report, including all findings submitted in 
the report for that particular roomset. These recipients do not need to respond to every 
finding listed in this email; they only need to respond to the findings specifically assigned 
to them. 

 
Sample Level II Inspection Report email: 

 

 
 

Accessing Assigned Findings 
There are two ways that Assignees can access the findings assigned to them.  
 
First, Assignees can click the link in the email that they receive to access the finding(s) 
they have been assigned.  

 

Or, Assignees can view all Findings that have been assigned to them by following the steps 
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below:  

1. Go to Atlas: http://atlas.mit.edu/ 

2. If you have not customized your Atlas Menu to include all EHS applications, go to the 
Full Catalog and search for EHS Inspection and Audit.  

3. Once on the EHS Inspection and Audit page, click on the View Findings Assigned to 
Me link. 

 

 

The Assigned Findings For () table details all the Findings associated with the user 
currently logged into the system, including any closed Findings. The table summarizes 
the Finding ID#, the person the Finding is Assigned To, the PI/Supervisor, the Roomset, 
the alpha-numeric Finding Label, a description of the Finding, the Room(s) where the 
Finding is located, whether the Finding is Documented Closure Required (DCR), the 
Status, the Date the inspection report was submitted, and the Inspection Round. 
 
The View Findings Assigned to Me table can be sorted by ascending or descending order by 

clicking on the column heading. The indicator arrows tell you what the order is: 

 
 Ascending order  

Descending order 

Click Hide Closed Findings to view only the Open Findings. 

 
Click a Finding ID# to view the details, update, or respond to a Finding.  
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Note: The sample assigned findings screen grab below does not contain actual results, rather 
it's a simulation of multiple inspections created in the system test environment. 
 

 
 

Findings Definitions 
There are two types of findings, general findings and findings that require documented closure, 
also known as “DCR” findings.  

• General Findings: A General Finding is an identified condition that requires an action to 
resolve it. General Findings are those that do not require documented closure within the 
EHS Inspection and Audit application. The status for a General Finding will always show 
as “Assigned” in the assigned findings table.  

 

• DCR Findings: A DCR Finding is a finding that requires online documentation in the 
EHS Inspections and Audit application of the action taken or the plan to resolve it within 
a reasonable timeframe, typically within a few days but in most cases not to exceed 30 
days (see Note below). Findings with greater risk potential have been coded as 
Documented Closure Required (DCR) in the application; the EHS Coordinator can also 
choose to designate a General Finding as a DCR Finding if they would like to monitor 
the finding more closely. The status for a DCR Finding that hasn’t yet been addressed 
will show as “Open” in the assigned findings table. When the action has been 
documented for a DCR Finding, its status will show as “Action Taken” in the assigned 
findings table.  
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Note: Generally, findings should be corrected within 30 days, or, for findings requiring 
more complex infrastructure changes or repairs, corrective action plans should be 
initiated within 30 days.  

 

How to Record Action Taken in Response to Assigned 
Findings 

For DCR Findings, if the Assignee enters text in the Action Description text box, but 
the Action Taken checkbox is left unchecked, the finding status will still be listed 
as Open. If these fields are left blank and the finding goes unaddressed, then the DCR 
finding is carried over to the next inspection report once it’s created for the roomset.  

Upon addressing a DCR Finding, the Assignee should select the Action 
Taken checkbox and indicate what they did to resolve the finding in the Action 
Description text box (see below). Then, select the “Save and Submit” button. 
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Please refer to EHS-0017: Level II Inspections Standard Operating Procedure (MIT 
certificate login required) for roles and responsibilities and additional guidance related to 
Level II Inspections.  
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