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Meeting Minutes

INSERT LOGO IF WE HAVE IT


	
Project Name

	Step 2_Employment Equity Committee / Representative Trade Union Training 2025

	
Date

	INSERT

	
Time

	INSERT

	
Location

	Head Office - BIZ NAME

	
Minutes taken by

	INSERTEEMANAGERNAME

	Additional inputs taken by 
	INSERTEEMANAGERNAME (EE Manager) - BIZ NAME






I, the undersigned hereby declare that I attended the second Employment Equity meeting of the calendar year 2025. 

I further declare that I fully understand the contents disclosed within this document.

I will ensure that all the relevant parties within my Occupational Level will be informed on the contents of this document as discussed in our EE meeting.

	
ATTENDANCE REGISTER:  EE QUARTERLY MEETING

	Name and Surname
	
Occupational level

	Designated / Non-Designated
	Race and Gender
	Representing the following group
	Signature of EE Representative

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Apologies

Signed by Employment Equity Manager as confirmation that he / she will communicate the issues discussed to the absentees.

	
ATTENDANCE REGISTER:  EE QUARTERLY MEETING

	Name and Surname
	
Occupational level

	Designated / Non-Designated
	Race and Gender
	Representing the following group
	Signature of EE Representative

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





Assigned Responsibility

I, the undersigned (as the Employment Equity Manager), hereby declare that I will ensure that the contents as per the Agenda and Actions to be taken stipulated below will be communicated to the relevant Employment Equity Representatives that could not attend the Employment Equity meeting.

	Name
	Title


	INSERTEEMANAGERNAME
	Employment Equity Manager




Agenda


	No.
	Meeting Topics
	Initial

	1.
	Ensure that completed and signed nomination forms were placed in BIZ NAME’s Employment Equity file.
	

	2.
	Ensure that completed and signed Employment Equity Representative /Union Representative acceptance letters were placed in BIZ NAME’s Employment Equity file.
	

	3.
	Ensure that completed and signed Employment Equity Manager appointment letter was placed in BIZ NAME’s Employment Equity file.
	

	4
	Ensure that completed and signed Employment Equity Representative/ Union Representative appointment letters were placed in BIZ NAME’s Employment Equity file.
	

	5.
	Completion of the Composition of the EE Forum/ Union Representatives was done as per the Department of Employment and Labour (DEL)
	

	6.
	EECMS facilitated the following training to the formally appointed Employment Equity Forum/ Union Representatives:
Training was provided by an external party on:
· The EE Amendment Act number 4 of 2022.
The training received included, amongst others:
· Amendment of definitions.
· Who needs to comply.
· Compliance requirements (all sections as per the EE Act, as amended – 4 of 2022).
· Roles and responsibilities of the EE Manager(s), Trade Union(s) and EE Committee and
· Impact and penalties for non-compliance with the EE Act.
	

	7.
	The EE Manager ensured that the following evidence was placed in the EE file:
· Agenda.
· PowerPoint presentation.
· Signed meeting minutes and
· Signed attendance registers.




	









Questions and Answers


	QUERY
	ANSWER
	QUERY RAISED BY
	QUERY RESOLVED BY

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Evidence to be placed on file


	No.
	Evidence on file
	Deadline
	By Whom (Initials)

	1.
	PowerPoint Presentation
	
	

	2.
	Completed and signed (by various nominees) nomination forms
	
	

	3.
	Completed and signed (by EE Representatives/ Representative Trade Union Representatives) acceptance letters
	
	

	4.
	Completed and signed (by EE Manager and CEO) appointment letter
	
	

	5.
	Completed and signed (by EE Representatives/ Representative Trade Union Representatives and EE Manager or CEO) appointment letter.
	
	

	6.
	Minutes of the Employment Equity meeting.
	
	

	7.
	Agenda
	
	

	8.
	Attendance register
	
	



Actions to be taken

	No.
	New Actions
	Deadline
	By Whom (Initials)

	1.
	Examples of Barriers as part of the Qualitative EAP Analysis
	
	




Next EE meeting


	Meeting number
	Location
	Date
	Time

	3
	

Head Office - BIZ NAME


	TBA
	TBA






