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Meeting Minutes

INSERT LOGO IF WE HAVE IT


	
Project Name

	Meeting 1 in preparation of the EE Amendment Act

	
Date

	INSERTDATEOFMEETING

	
Time

	INSERT

	
Location

	Head Office - BIZ NAME

	
Minutes taken by (Committee Scribe)

	INSERTEEMANAGERNAME

	Committee Chairperson 
	INSERTEEMANAGERNAME (EE Manager) - BIZ NAME







I, the undersigned hereby declare that I attended the Meeting 1 in preparation of the 2025 EE Amendment Act. 

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




	Name
	Job Title
	Occupational Level (TM / SM / MM / JM / SS / US)
	Designated (D) / Non Designated (ND)
	Initials

	INSERTEEMANAGERNAME
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Apologies

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

	Name of EE Representative not attending this meeting
	Job Title
	Occupational Level (TM / SM / MM / JM / SS / US)
	Designated (D) / Non Designated (ND)
	EE Manager Initials

	N/A
	N/A
	N/A
	N/A
	N/A




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 performed.

	Name
	Title


	
INSERTEEMANAGERNAME

	
Employment Equity Manager







Agenda


	No.
	Meeting Topics
	Initial

	1
	
EECMS consulted on the list of employees to determine the Occupational Levels of the current employees (as per the EEA9 - Definitions of Occupational Levels).

	

	2
	
INSERTEEMANAGERNAME, the formally appointed EE Manager of BIZ NAME, determined the Occupational Levels of our current employees (as per the EEA9 - Definitions of Occupational Levels). 
Employees were classified between the following Occupational Levels:
1. Top Management.
2. Senior Management.
3. Middle Management.
4. Junior Management.
5. Semi-Skilled and
6. Unskilled.  

	

	3
	
BIZ NAME obtained the EEA1 forms. 

BIZ NAME will request ALL employees to complete these forms.

	

	4
	
The correct constitution of the Employment Equity Committee / Representative Trade Union representation was explained (including details pertaining to the nomination process). 

EE Committee / Representative Trade Union constituency:
Alignment with the newly amended EE Act was confirmed (effective from 1st January 2025).

QUESTION 1:
Does the entity belong to a Representative Trade Union?
	YES
	NO

	
	



QUESTION 2:
If yes in question 1 above, is there an agreement between the Entity and Representative Trade Union?
	YES
	NO
	N/A

	
	
	



QUESTION 3:
If there is an agreement as per question 2 above, does it stipulate that the Trade Union needs to be involved in the EE consultation process?
	YES
	NO
	N/A

	
	
	



CONCLUSION:
If there is no Representative Trade Union, proceed with the EE Committee consultation process.

If there is an agreement between the Entity and the Representative Trade Union, consult with the Representative Trade Union on how to proceed with the future EE consultation process.

If there is no agreement between the Entity and the Representative Trade Union, a formal Memorandum of Agreement (MOA) needs to be implemented on the future EE consultation process.  
	

	5.
	 EE policy was drafted / aligned with the EE Act.
	




Evidence to be placed on file


	No.
	Evidence on file
	Deadline
	By Whom (Initials)

	1.
	List of employees of BIZ NAME.
	
	

	2.
	Nomination forms.
	
	

	3.
	Acceptance letters.
	
	

	4.
	Appointment letters of:
· Employment Equity Manager and
· Employment Equity Representatives /Union Representatives
	
	

	5.
	Minutes of the Employment Equity meeting.
	
	

	6.
	Agenda 
	
	

	7.
	Attendance register
	
	

	8.
	EEA1 Form
	
	

	9.
	EE Policy
	
	



Actions to be taken


	No.
	New Actions
	By Whom (Initials)
	Deadline

	1
	
BIZ NAME will formally appoint an Employment Equity Manager by completing and signing an appointment letter. 

The EE Manager to be formally appointed will be a Senior Manager at BIZ NAME with the authority and budget will be allocated to ensure Employment Equity Compliance to achieve the Employment Equity targets stipulated within the Employment Equity Succession Plan.

	
	

	2
	
BIZ NAME will finalise an Organogram indicating Occupational Levels. 

	
	

	3
	
BIZ NAME will collect completed nomination forms, count the votes (nominations) and do the following for employees with the most votes within their Occupational Levels:
1. Request Employment Equity Representative/Union Representative to sign acceptance letter and
2. Request Employment Equity Representative/Union Representative to sign Appointment letter.



	
	

	4
	
The EEA1 forms to be completed will be provided to all employee’s, collected and retained by the Employment Equity Senior Manager.

	
	

	5
	Deliver a comprehensive training session covering responsibilities of the various stakeholders, the amended EE Act, new compliance requirements and practical implementation guidelines

	
	

	6
	Educate the Union Representatives/ EE Committee on their EE obligations.

	
	

	7
	Sharing of information of the EE meeting with all employee’s
	
	





Next EE meeting


	Meeting number
	Location
	Date
	Time

	2
	

Head Office - BIZ NAME


	TBA
	TBA







