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Project Name

	EE Reporting (Quarter 4)_Employment Equity Meeting 2025

	
Date

	INSERTDATEOFMEETING

	
Time

	INSERT

	
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 EE Reporting 4th Quarter 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.


	
BIZ NAME
	EE COMMITTEE
ATTENDANCE REGISTER

	HUMAN RESOURCES
DEPARTMENT
	Doc No:
HR-EE
	Section:
Human Resources
	Revision: 
Revision 1

	Effective date:  INSERTDATEOFMEETING



	
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 Chief Executive Officer (CEO) or Accounting Officer.


	NAME
	EE DESIGNATION
	EE MANAGER INITIAL

	INSERTEEMANAGERNAME
	Employment Equity Manager
	



Agenda (Part 1)


	No.
	Meeting Topics
	EE Manager Initial

	1
	
The EE Committee / Trade Union Representatives agreed on the following pertaining to the 2025 submissions (for the workforce profile, new recruits and terminations (Note that the EEA9 was used as prescribed):


· Top Management / Executives (Controls the functional integration of the business. Determines the overall strategy and objectives of the business. Directs the company into the future. The nature of the work and focus is long-term. Sign-off on policy or strategy).

· Senior Management (Knowledge of entire business area/BU/company or group. Provide inputs for/formulation of the overall Organisational strategy. Translates the overall strategy into business plans for BU/Functional Unit, thereby operationalising organisational strategy. Implements and manages business plan, goals and objectives and ensures the achievement of overall key Organisational/BU/Functional outputs. Manages the development of innovation and change).

· Professionally Qualified & experienced specialists / mid-management (Professional knowledge of sub-discipline or discipline. Provide input in the formulation of Organisational/Functional Unit business plans. Formulate and implement departmental/team plans that will support the BU business plans. Optimisation of resources (finances, people, material, information and technology) to achieve given objectives in most productive and cost effective way).

· Skilled Technical & Academically Qualified / Junior Management / Supervisors / Foremen/Superintendents (Applies broad knowledge of products, techniques and processes. Evaluates procedures and applies previous experience. A good solution can usually be found. Determines own priorities. What has to be done is stipulated; but may require initiative in terms of how it should be done).

· Semi-Skilled & discretionary decision-making (Accountable for direct product, process or service quality. Incremental improvement of existing processes and procedures according to clear guidelines. Choosing of correct action on the basis of set standards, training procedures and past experience).

· Unskilled & defined decision-making (Steps to accomplish work or processes are clearly defined and understood. Tasks are sometimes repetitive and uncomplicated and the work cycle is short).
	

	2
	The EE Committee / Trade Union Representatives approved and agreed on the Occupational Levels as at the “snapshot” date.

The EE Committee / Trade Union Representatives approved and agreed on the Occupational Levels of terminated employees as well as newly recruited employees.

	

	3
	
BIZ NAME consulted with the CEO (or Accounting Officer) and the Employment Equity Manager, confirmed and reached agreement on the Employment Equity raw data.

	

	4
	
CEO (or Accounting Officer) of BIZ NAME and the Employment Equity Manager confirmed and reached agreement on the Occupational Levels of snapshot Employees to be submitted to the Department of Employment & Labour as per the Employment Equity Act, as amended. 
.

	

	5
	
CEO (or Accounting Officer) of BIZ NAME and the Employment Equity Manager confirmed and reached agreement on the Terminations and New Recruits to be submitted to the Department of Employment & Labour as per the Employment Equity Act, as amended. 
.

	

	6
	
CEO (or Accounting Officer) of BIZ NAME and the Employment Equity Manager confirmed and reached agreement on the goals and targets to be submitted to the Department of Employment & Labour as per the Employment Equity Act, as amended. 
.

	

	7
	
CEO (or Accounting Officer) of BIZ NAME and the Employment Equity Manager confirmed and reached agreement on the draft EEA2 and EEA4 to be submitted to the Department of Employment & Labour as per the Employment Equity Act, as amended. 


	




Agenda (Part 2)


	No.
	Meeting Topics
	Initials

	8.
	
The Employment Equity Manager and Employment Equity Representatives / Trade Union Representatives confirmed and reached agreement on the goals and targets to be submitted to the Department of Employment & Labour (as approved by the CEO / Accounting Officer). Justifiable reasons for not achieving our EE Plan objectives for this year were discussed and placed in our EEA2 report as per the Employment Equity Act, as amended. 

	

	9.
	
The Employment Equity Manager and Employment Equity Representatives / Trade Union Representatives confirmed and reached agreement on the Draft EEA2 to be submitted to the Department of Employment & Labour as per the Employment Equity Act, as amended. 

	





Actions to be taken

	No.
	New Actions
	Deadline
	EE Manager initial

	1
	
BIZ NAME to amend our Vertical Gap Analysis before submissions of the EEA2 and EEA4 reports as per the Government Gazette 8 August 2019.
	15 January 2026
	

	2
	
CEO / Accounting Officer and EE Manager to ensure that the EEA2 and EEA4 reports will be submitted to the Department of Employment & Labour on or before 15 January 2026 as per the Employment Equity Act, as amended. 

	15 January 2026
	



Actions to be taken and discussions for fourth quarter meeting 2025 and first quarter meeting 2026.

	No.
	New Actions
	Deadline
	By Whom (Initials)

	1
	
BIZ NAME will submit the EEA2 and EEA4 reports online to the Department of Employment & Labour

	15 January 2026
	

	2
	
The Acknowledgement letter, Certificate of Compliance, EEA2 and EEA4 reports will be placed in BIZ NAME’s EE file. EEA4 report to be kept separately by CEO or Accounting Officer, or relevant proxy thereof. 

	15 January 2026
	

	3
	
The CEO, EE Manager, EE Committee / Trade Union Representatives (where applicable), of BIZ NAME will receive training on the EE Act, as amended during Quarter 1 of 2026.
	31 March 2026
	




Next EE meeting

	Meeting number
	Location
	Date
	Time

	Quarter 1 of 2026
	

Head Office - BIZ NAME


	TBC
	TBC








