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Meeting Minutes



	
Project Name

	Meeting3_Barrier identification Meeting 2025

	
Date

	INSERT

	
Time

	INSERT

	
Location

	Head Office - BIZ NAME

	
Minutes taken by

	XXX

	Additional inputs taken by 
	EE Manager - BIZ NAME




Attendees
I, the undersigned hereby declare that I attended the third 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.

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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





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


	
	Employment Equity Manager



Agenda


	No.
	Meeting Topics
	Initials

	1
	 EECMS consulted with Top & Senior Management on all 24 Barrier categories in order to identify relevant Barriers & Affirmative Action Measures.
	

	2
	The Quantitive EAP Analysis Barriers & Affirmative Action Measures were identified in order to be included in the new 5 year EE Plan.
	

	3
	Agreed Barriers and proposed Affirmative Action Measures were documented.
	









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.
	Meeting Minutes
	
	

	2.
	Agenda
	
	

	3. 
	Attendance Register
	
	

	4.
	Identified Barriers & Affirmative Action Measures
	
	



Actions to be taken

	No.
	New Actions
	Deadline
	By Whom (Initials)

	1
	EEA12 (EAP Analysis) and EEA13 (EE Plan) to be drafted in Step 4.
	1 September 2025
	

	2
	Final Qualitative & Quantitative Analysis (EEA12) to be discussed with EE Forum / Union Representatives and placed in EE File.
	1 September 2025
	

	3
	BIZ NAME’s EE Forum / Union Representatives to consult on the draft 5 Year Employment Equity Plan.
	1 September 2025
	

	4
	The approved Employment Equity Plan to be placed in the Employment Equity File.
	1 September 2025
	




Next EE meeting


	Meeting number
	Location
	Date
	Time

	4
	

Head Office - BIZ NAME


	TBA
	TBA









