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Meeting Minutes
	
INSERT LOGO (OPTIONAL)

	
Project Name

	Meeting_ EE Plan   

	
Date

	INSERTDATEOFMEETING

	
Time

	INSERT

	
Location

	Head Office - BIZ NAME

	
Minutes taken by (Committee Scribe)

	INSERTEEMANAGERNAME

	Committee Chairperson 
	INSERTEEMANAGERNAME (EE Manager) - BIZ NAME




Attendees
I, the undersigned hereby declare that I attended the Employment Equity meeting to draft our EE
Plan.

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

	INSERTEEMANAGERNAME
	Insert
	Insert
	Insert
	Critical link between the CEO and the EE Forum. Representing all EE Members.
	

	Insert EEC
	Insert
	Insert
	Insert
	Insert
	

	Insert EEC
	Insert
	Insert
	Insert
	Insert
	

	Insert EEC
	Insert
	Insert
	Insert
	Insert
	

	Insert EEC
	Insert
	Insert
	Insert
	Insert
	

	Add more if needed
	
	
	
	
	








Agenda


	No.
	Meeting Topics
	Initials

	1.
	
The CEO, Employment Equity Manager, EE Committee and Union Representatives (where applicable) consulted on goals and targets that were placed in EE Plan to be submitted to the Department of Employment and Labour (online portal). 

	

	2.
	Consultation of goals and targets for the EE Plan included reviewing of the latest Sectoral Numerical Targets and the EAP Targets to ensure that the EEP (EEA13) was informed by the EAP analysis (EEA12).
	

	3.
	Consultation on barriers and affirmative action measures, strategies and non-numerical goals for the EE Plan was conducted with the EE Committee and Union Representatives (where applicable).
	

	4.
	The draft Qualitative and Quantitative Analysis (EEA12) was discussed. The EEA12 was used to inform our new 5 Year Employment Equity Plan.
	

	5.
	The draft EE Plan (EEA13) was discussed with the EE Committee and Union Representatives (where applicable) and the draft was amended into the final EE Plan. (as per Step 5)
	

	6.
	The final EE Plan (EEA13) was sent to the CEO for approval and sign off. (as per Step 5)

	





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.
	Agenda
	
	

	2
	Attendance Register
	
	

	3.
	Minutes of the Employment Equity meeting
	
	

	4.
	Final (approved and signed) EEA12
	
	

	5.
	Final EEA13 (approved and signed) EEA13
	
	




Actions to be taken

	No.
	New Actions
	Deadline
	By Whom (Initials)

	1
	
The amended Quantitative Analysis (EEA12) will be discussed and placed in the EE File.

	
	

	2
	
The EE Plan will be prepared in terms of the requirements set out in section 20 (1) of the Act in consultation with the relevant stakeholders.
 
The EE Plan will also be prepared in terms of the requirements as set out in The Code of Good Practice on the Preparation, Implementation and Monitoring the EE Plan.

The EE Plan will be informed by the EAP Analysis.

The EE Plan will adhere to the SMART principle:
· Specific
· Measurable
· Attainable
· Reasonable and
· Timeously
 
	
	

	3
	The EEC will monitor the EEP on a quarterly basis.
	
	

	4
	EE Plan to be signed off by the CEO. 
	
	




Next meeting

	No.
	Location
	Date
	Time

	TBA
	 BIZ NAME – Head Office
	TBA
	TBA







