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1.ANALYSIS CONFIGURATION

This stage is the starting point for creating an effective Employment
Equity (EE) Plan. It allows the organisation to look closely at its
workforce to understand where gaps or imbalances may exist. By
analysing workforce data, employers can see whether their staffing
profile reflects diversity across race, gender, disability, and

occupational levels.

Once this analysis is complete, the organisation can begin configuring
its EE plan by identifying barriers that may be preventing fair access to
opportunities, and by selecting the affirmative action measures that will
help address them. These measures are then supported with clear
strategies and narratives, which explain how the actions will be carried

out in practice.

The goal is simple: to create an Employment Equity Plan that supports
fairness, inclusivity, and equal opportunities for everyone in the

workplace.

The following pages outline the structured process for conducting
workforce analysis and configuring the Employment Equity Plan through
barrier identification, affirmative action measures, and strategic

planning.

Page 3 of 17




2.DATA REVIEW AND DISCLAIMER

The Employment Equity portal provides tools analyses workforce data
and assists in the preparation of an Employment Equity Plan. The results
and reports generated are based entirely on the information entered in

the system.

While the system supports compliance with the Employment Equity Act,
it remains the responsibility of the organisation and its authorised

representatives to:

e Verify the accuracy and completeness of all workforce data
entered.

e Ensure that the selected barriers, affirmative action measures,
and strategies align with legal requirements and organisational
objectives.

e Confirm all submissions before finalising the Employment Equity

Plan.

o Diats Review & Disclaimer o Waork Force Anahysis ° EE Plan

Disclaimer

Disclaimer

Specton holdings cannat be held liable for any issues that occur as a result of user errors, incorrect
data etc, and that users confiem that information captured in the system has been updated and
reviewed before navigating to the EE poral.

Need any help? Contact to Consyltant

| heereby confirm that | am authorized and able to act on behalf of Demo Company to confirm this
information.
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3.WORK FORCE ANALYSIS

ANALYSIS REPORT: SECTION 19
Please view and ensure that your company information is correct.

Once you have verified the relevant information, click on “Next” to

proceed.

[ R [ LS

'Ml——&w

=
Anaty Baport.

Analysis Report: Section 19

PLEASE READ THIS FIRST  DEPARTMENT OF LABOUR
TEMPY ATE FOR BEPORTING OM ANALYSIS

haton 19)

PURPOSE OF THIS FORM

PURPOSE OF THES FORM Tha

[y pe——
OT) Regitration Has BInILTe
the Anstyses Designated e -

Ol Regatnation embes © 00QMAINCO

PAYI/SARS NusBar

Empleymant Equty Reterence Mumee: 00000
Madia, o $ATA)

orides 53 ierisly empiymees
bariers waich advarsery affect Provings ; Gawleng
eope fram Sbgrated OV

ol 27043268993
PURFOSE OF Thid FORM This e
Toem (EEAZ)

o tron fermpiate in
1 eaempiy with Saction 10 Pastal Code © 0157
Bame & Surmame of the CEC/ACcounting Géficer : Pheter du Toit

Emad Address : pleter@egriman atrics
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4. BARRIER AND AFFIRMATIVE ACTION MEASURES

You will be able to select the Barrier Categories, Barrier Narrative and
the Affirmative Action Measures from the approved list. When selecting
the relevant “Barrier Category, Barrier Narrative and the Affirmative

Action Measures”, the information will appear highlighted.

°Mn.-«wn>n|.--n °w,|.rawln.»m .un.-
Anatysis Report Bacrier and
Affieemgtie -
Action Measures
Selection
Tick (¥) one or more cells for each category below to indicate where Tick (¥) the Barrier Narrative Tick (+) the one or more Affirmative Actions Measure
barriers exist in terms of policies, procedures and/or practices » »
Y

Recrutment procedures
Advertising postions
Selection and promotions

Appontments

Job ciassification and grading

U

Select the “Barrier Category,” as indicated.

z P — o v | R Mybresis 2wy Tem ® wycoune _ 0
A

Thck (v) 0ne O more Cells for sach Category below 1o indicate where Tick (V) the Darrinr Naerative Tick (V) the one or more Affumative Actions Messure
barriers exist in terms of policies, procedures and/or practices » EN
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Select the “Barrier Narrative,” as indicated.

Tick (¥) one or more cells for each category below to indicate where Tick (v) the Barrier Narrative Tick (¥) the one or more Affirmative Actions Measure
barriers exist in terms of policies, procedures and/or practices EN >
The Manager responsibie for recrutment is famiiar with the shortfalls and Wae will aise with the Department of Employment and Labour
Recruitment proceduces 25 par the EAP Analysis, but this anafysis (www.abour.gov.z3) to identify possibie disabled candidates when
G083 ROt @XLONd 10 the MECILRMANE POCESS. recruiting.

Advartising posiions
We noticed that we have a challenge recruiting disabled staff (target is 3% Wo will lalse with the Disablod Peopie of South Africa (contact number 021
of the total workiorce). Possibie reasans inciude, but are not Smited to: our 422 0357) 1o Kenlify possidle Gisadled candidates when recruiting.

working emvironment requires adle bodies employees to occupy the
POsiticas due to the nature of the busingess; our business premises lack
facifties for disabled candidates due to the high cost of implementing these
facities; positions that require travel for business purposes are afficult to
Appointments £ by disabled candidates Gue to thel problems with mobility; when

Selection and promotions

Wae will iaise with the Disabled Youth of South Africa (DYSA - contact
number 021-422 0357) 1o isentify possitie disabied candidates when

Interviewing candidates with disabitties they are afraid of facing NEIEo
discrimination in the workplace; we struggle to find disabled candidates with
the correct skills and education for the advertised positions and/or disabled
Job classification and grading cancicates have difficulty commiuaing 1o cur workplace as modiity is a We will Haise with the Disabled Women of Scuth Africa (DWSA - contact
problam in Most Cases and they NRed to rely 0N SOMEONE 1O ASSist tham with number 021-422 0357) to identily possible disabled candidates when
transport recruiting.
Remuneration and benafits
Wa noticed that there is an nabiity to ALACt 8NCUGH NUMBbers of pacple We will have & dissbility workshop 10 oy
Terms and conditions of empioyment from the designated groups based on the EAP targets. Gisabled employees and request the completion of the EEA1 declarstion

’

Select the “Affirmation Action Measures,” as indicated.

We will have a disability sensitisation workshop te encourage declaration by

disabled employees and request the completion of the EEAT declaration.

Once you have selected the “Affirmative Action Measures, a popup box

will appear.

Confiemation of Barriers and Measures

Page 7 of 17




Herewith the Definitions, to assist you in selecting the correct

information.

4.1 Policy

Policy is a formal statement of principles or rules that guide decision-

making and set the overall direction for Employment Equity.

e Purpose: It outlines the organisation's commitment to creating a fair,
inclusive, diverse workplace in compliance with laws such as the
Employment Equity Act.

e Example: The EE policy might state the organisation’s commitment
to eliminating unfair discrimination and promoting diversity across

all job levels.

4.2 Practice

Practice refers to the consistent, day-to-day actions or behaviours that

reflect the implementation of the policy.

e Purpose: Practices bring the policy to life by showing how it is
applied in real workplace situations.

e Example: A recruitment practice could involve advertising job
opportunities on diverse channels to attract underrepresented

groups.

4.3 Procedure

Procedure is a step-by-step guide detailing how to carry out specific

activities to achieve the goals set in the policy.

= Purpose: Procedures ensure that EE practices are applied

systematically and consistently across the organisation.
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= Example: A procedure for handling discrimination complaints might
outline exactly how employees can report issues, who investigates

them, and the resolution process.
The following fields must be selected and completed.

= Either Policy or Practice or Procedure (using the checkbox provided)

= Start Date (The “Start Date of Barrier” defaults to the 01st of
September 2025).

= End Date (when hovering over the calendar icon you will be able to
select the applicable date).

= Job Title (capture the Job Title example, “HR Manager” as the
responsible role for this barrier in the textbox provided).

= Name (this field optional).

Q Please select either Policy,

Confirmation of Barriers and Measures Practice or Procedure.

Policy
@ Practice

Procedure

Start Date of Barrier

01-09-2025 B
End Date of Barrier

31-08-2030 [
Job Title *
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3 14

End Date of Barrier
31-08-2030

Job Title *

Th
(]

08

22

29

Fr
02

09

23

30

Sa
03

10
17

24

When clicking on the arrow, a
dropdown of the relevant years
will appear. Select the applicable
“End Date of Barrier.” Click on the
date “31” to confirm the

selection.

In the “Job Title” text box provided start capturing the first two

characters and a list will appear for your selection. In this example we

selected the “HR Manager” as the responsible role for this barrier.
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Confirmation of Barriers and Measures

0 Once all the correct details have

you selected and captured, click
Confirmation of Barriers and Measures

_ on “Confirm” to save the
Policy

B Fractice applicable “Barrier Narrative”

P . . .
focedure and “Affirmative Action Measure.

Start Date of Barrier

010‘32025 E o" . n
Please note that “Name field

End Date of Barrier

31-08-2030 B optional.

- Job Title * -
HR Manager

Name
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Your selected “Barrier Narrative” and “Affirmative Action Measures”

will appear highlighted.

Tick (V) one or more celis for each category below to indicate where Tick (v) the Barrier Narrative Tick (V) the one or more Affirmative Actions Measure
barriers exist in terms of policies, procedures and/or practices » »
LS
The Manager respoasidle for recruitment is famiiar with the shortfalls and We will isise with the Department of Employment and Latour
o Recruitment procedures 8 pac 1he EAP Analysis, DUt NS anaiysis (www.labour.gov.20) 10 identify possible cisabled candidates when
Goes Not extend to the recruitment process. recruiting.
Advartising positions.

V We noticed that we have a chalienge recruiting disabled staff (target is 3% Weo will lialse with the Disabled People of South Africa (contact number 021~
of the total workforce). Possible reasons inciude, but are not lmited to: our 422 0357) to identify possidie disabled candidates when recrulting.
working envircnment requires able bodies employees 10 occupy the

Seloction and peomotions postions due 10 the nature of the business; our business premizes ack

facities for cisabled candidates due 1o the high cost of implementing these
fackities; positions that require travel for business purposes are dificult to
il by disabled candidates due to their problems with mobiity; when

We wili llsise with the Disabled Youth of South Africa (DYSA - contact
mumber 021-422 0357) 10 identify possidle Gisabled candicates when

Al intments
po 9 with they are afrald of facing fachiiog

discrimination in the workplace; we struggie 10 find disabled candidates with
the cormect skifis and education for the advertised positions and/or disabled

Job classification and grading have difficulty g to our as mobiity s a Wo will lialse with the Disablod Women of South Africa (DWSA - contact
prodlem in most cases and they need to rely on someone to assist them with number 021-422 0357) to identify possivle dsabled candidates when
transport. rocruiting

Remuneration and benefas
We noticed that there is an inatility 10 S1tract encugh numbers of people 7 Ve wit Pave  Gisatiity Wworkshop t oy
from the designated groops based on the EAP targets. disabled employees and request the comphetion of the EEAT deciaration

Terms and conditions of employment

After adding all the applicable “Barrier Narratives” and “Affirmative

4

Action Measures,” click next to save your selected information.

Theee are very few qualified female Construction Vehicks Drivers avallabie in
the job: market, which makes il extrémely difficult to il femabe EAP largats
Dodiliond Bhied o highed! priaiy.

HIVEAIDS: praantion snd willness programmes.

Assignad senior {shio g e wquity

Budget allration in SpRoTt of employmant aguity goals

Tima off for empioy aquity o meat

Harassment

Page 12 of 17




To remove a barrier, click on the Affirmative Action measure selected
and you will be prompted whether you wish to remove it, as displayed

below:

Are you sure you want to de-select this barrie
from the “EE Barrier and Affirmative Action
Measure?" by proceeding, all the data related
to the barrier category will be removed from
the system.
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5.0CCUPATIONAL LEVEL ANALYSIS

Please see the overview below of the “Occupational Level Analysis

(Strategies Selection).”

When starting with [ “Occupational Level Analysis” the~_first one

highlighted will be “Top Management”. You can either select the default
strategy as show above by not clicking the check box for “Strategies
Selection”. Or if you wish to select applicable strategies, please click
the check box “Strategies Applicable” and the screen will appear as per

page 14 of this document.

Strategies Selection

(] Strategies Applicable
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Now you may to select the applicable “Strategies.”

STMEPES SEECVON

B sruepen Apicasie

Ty roup 10 AChive the 5-year Lector target.

g ot et 5 o the st EAF gt Tha Company w4 Gonut 00 Lrgets Wi staenoadensine munagery o 10 o

et aact\ox prOMORTAL

Sopeg v Dt aver wiske Groli B L OB o5 Dt 1 EAP Uncer-wgraaentid 1ac et 87 Gunders wé u inplmerted

v CHRGS B CRartarion I 1N OCOUR evel A vpstemasc prog e of targeted recratment

The Comparny wil beas ways (6 (#lan emgaryees Fietraty i (Nl Oy a0

A0 The exiemnal ek (redenon o1 slogers] The Compuny il sevs

it L ooy e o e

Lt aciwnn s s @0 aesl 00

v o8 Bt § merTy e

g TP Vi 04 (et £0uly o 8 gt min Tie Company wil hde 0 CONbY 34 5 Oopirumant Weet 07 (1 SChwatn] Of S0t Mngets wnd Qoats ok por 0w EE Prom

LA & 400 PP arr DAy Y B

2 NG 23 Serhiring for empicyees hom detighated groue The Comouny wel Ichude Sy Pertormanie bescaton IKPT4) el Key Parformarce A
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ol ity e a3 dalely egreanied o D
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P cortared n (e Comgany 1 CParnge lismbamation hareec e corthu is Se mgemerted

Then select the “Strategy Narrative.”
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Click on “Save current Selection” as you are building your strategies.
When you have confirmed your selection, you can click on “Save
Strategies for Top Management” (this will be for the current
occupational level of you are currently working on). This process applies

to all the other occupational levels.

Straftegies Selection

When you click on “Save Current Selection” a/confirmation message will

appear at the bottom right hand side of the/screen.

When you click on “Save Strategies for Top Management” you have
completed the applicable strategies for this occupational level. You will
be redirected to the top of the page, and the next occupational level

will automatically select.
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You will be directed to the next occupational level as displayed in the

screen below, you will move from Top Management to Senior

Management Occupational Level.

You can now repeat the process for all occupational levels, until you
have saved all the strategies and strategy narratives for each

occupational level.

Only once all the strategies and strategy narratives for each
occupational level have been selected and saved, you can, click on
“Next” to proceed to the plan. This process will be completed with your

EECMS consultant.

Please stop at this point.
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