1 March 2026

Assignment as Senior Manager for Employment Equity

Dear

It is with pleasure to inform you that you have been assigned as a Senior Manager responsible for facilitating the implementation of Employment Equity as required by section 24 of the Employment Equity Act, as amended. You will fulfill this role in addition to your current responsibilities.

Section 24 of the Employment Equity Act, as amended, states:

“Every designated employer must:
a) Assign one or more senior managers to take responsibility for monitoring and implementing an employment equity plan;
b) Provide the managers with the authority and means to perform their functions; and
c) Take reasonable steps to ensure that the managers perform their functions.”

Specifically, your duties will include:
· Develop/Review and implement an Employment Equity Policy for the organisation
· Setting up and maintaining consultation structures in the organisation
· Preparation and implementation of the Employment Equity Plan
· Monitoring progress with the implementation of the Employment Equity Plan
· Preparation and submission of the annual reports to the Department of Labour (EEA 2 and EEA 4)
· Maintaining all employment equity records for a period of at least five years
· Supporting the CEO in all statutory and compliance matters with the Department of Labour

Yours sincerely,
[Add name and surname]
Chief Executive Officer

