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Meeting Minutes

INSERT YOUR COMPANY LOGO (OPTIONAL)


	
Project Name

	Q1 Employment Equity Meeting (EE Manager and EEC/ Representative Trade Union (where applicable) - 2026

	
Date

	INSERTDATEOFMEETING

	
Time

	INSERT TIME

	
Location

	Head Office - BIZ NAME

	
Minutes taken by 
(Committee Scribe)

	INSERTEEMANAGERNAME

	Committee Chairperson
	INSERTEEMANAGERNAME (EE Manager) - BIZ NAME








Employment Equity Representatives
I, the undersigned hereby declare that I attended (or was informed on) the first Employment Equity meeting of the calendar year 2026. 

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.


	
BIZ NAME
	EE COMMITTEE
ATTENDANCE REGISTER

	Human Resources
Department
	Doc No:
HR-EE
	Section:
Human Resources
	Revision: 
Revision 1

	Effective date:  INSERTDATEOFMEETING




	
ATTENDANCE: EE QUARTERLY MEETING

	Name and Surname
	Occupational Level
	Designated /
Non-Designated
	Race and Gender
	Representing the following group
	Signature of EE Representative

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	











	ATTENDANCE: 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 Chief Executive Officer (CEO) and / or the Accounting Officer.


	NAME
	EE DESIGNATION
	EE MANAGER INITIAL

	INSERTEEMANAGERNAME
	Employment Equity Manager
	




Discussions


	No.
	Meeting Topics
	Initials

	1.
	      
 Acknowledgement & Congratulations
· Recognition of the achievement of the current EE Compliance process.
	

	2.
	
Certificate of Compliance 
•	Certificate of Compliance was shared with the EE Committee.
•	The importance of the EE Compliance Certificate was explained.
•	EE compliance status and implications was explained to the EE Committee & 
       Representative Trade Union (where applicable).
	  

	3.
	
The Way Forward: Maintaining Compliance
•	The numerical targets projected in Year 1 of the EE Plan were revisited.
· The 3% Disability target and awareness surrounding the topic was discussed.
       •	Responsibilities of HR, Management, and the EEC were reiterated.
	

	4.
	
Justifiable Reasons & EEA2 / EEA4 Alignment
•	An overview and importance of the 7 justifiable reasons were discussed and 
       the role they play in EE Compliance.
	

	5.
	
Evidence File / Evidence Folder (Supporting Documents) 
•     The importance of an evidence file was discussed.
•	What supporting documents should be kept and updated was discussed.
· [bookmark: _Hlk219793667]Importance of evidence readiness for inspections / audits was discussed.

	

	6.
	
The Way Forward
•	How the EE Plan will be reviewed quarterly was discussed.
	

	7.
	      
 Portal handover 
· Training on the updating of the Workforce movements including recruitments, promotions and terminations was completed.
· [bookmark: _Hlk219821649]Training on how to add collaborators and user access rights was completed.
· Training on how to enroll employees as students for online training courses was completed.
	



Next EE meeting

	Meeting number
	Location
	Date
	Time

	Quarter 2 EE meeting - 2026
	
Head Office - BIZ NAME

	TBC
	TBC
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