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1 EE Forum Scope

Specify the scope of the EE Forum, in accordance with the mandate and accountability in the organisation’s Employment Equity Policy.

2 Membership and tenure of the EE Forum

Describe the composition and tenure of the EE Forum, as specified in the organisation’s Employment Equity Policy.

3 Roles & Responsibilities

i. The roles and responsibilities of the forum members shall be guided by section 17 of the Employment Equity Act that specifies matters for consultation:

· The conduct of an analysis

· The preparation and implementation of the Employment Equity Plan

· The report to the Department of Labour

ii. Specifically, the roles and responsibilities of the forum and its members include:

a) Analysis:
The responsibility to conduct an analysis rests with INSERT ORGANISATION NAME. The roles and responsibilities of the forum and its members with respect to the analysis include:

1) Read through the analysis report

2) Understand the methodology and approach used to conduct an analysis

3) Interpret and synthesize analysis results

4) Contribute ideas and suggestions for the attention of the assigned Senior Manager for employment equity

5) Where there are significant disputes about the interpretation of analysis results, follow INSERT ORGANISATION NAME’s dispute resolution process 

b) Employment Equity Plan:
The responsibility to develop an Employment Equity Plan rests with INSERT ORGANISATION NAME. The roles and responsibilities of the forum and its members with respect to the Employment Equity Plan include:

1) Read the Employment Equity Plan

2) Make sure the Employment Equity Plan complies with the requirements of the Employment Equity Act
3) Contribute ideas and suggestions for the attention of the assigned Senior Manager for employment equity

4) Monitor the implementation of the Employment Equity Plan:

· Interpret and analyse Recruitment Reports (by race, gender and people with disabilities)

· Interpret and analyse Promotion Reports (by race, gender and people with disabilities)

· Interpret and analyse Training and Development Reports (by race, gender and people with disabilities)

· Interpret and analyse Retention Reports (by race, gender and people with disabilities)

· Interpret and analyse employee profile (by race, gender and people with disabilities) progress against numerical goals

· Interpret and analyse progress against non-numerical affirmative action measures contained in the Employment Equity Plan

· Escalate concerns about the lack of progress to management via the assigned Senior Manager for employment equity

5) Where there are significant disputes about the preparation and implementation of the Employment Equity Plan, follow INSERT ORGANISATION NAME’ dispute resolution process

c) Report to the Department of Labour:
The responsibility to prepare the Employment Equity Report (in the prescribed form EEA2 format) to be submitted to the Department of Labour rests with INSERT ORGANISATION NAME. The roles and responsibilities of the EE Forum and its members with respect to the EEA2 form include:

1) Make inputs into: INSERT ORGANISATION NAME’ EEA2 form

2) Read the completed EEA2 form

3) Ensure that the company’s information is correctly reported and consistent with the progress reports received during the year

4) Contribute ideas and suggestions for the attention of the assigned Senior Manager for employment equity

Where there are significant disputes about the contents of the EEA2 form, follow INSERT ORGANISATION NAME’ dispute resolution process

4  Meetings
4.1 Frequency

Specify frequency of meetings as mandated in the organisation’s Employment Equity Policy.
4.2 Quorum

Specify quorum requirements as mandated in the organisation’s Employment Equity Policy.
4.3 Fixed Agenda Items

a) The following items shall be included as fixed agenda items:

i. Opening and welcome

ii. Apologies

iii. Confirmation of previous minutes

iv. Confirmation of agenda

v. Matters arising

vi. Discussion on Analysis (Barriers) & EE Plan

vii. Discussion on Workplace Skills Plan (WSP)

viii. Feedback from constituents

ix. Progress Reports (Monitoring)

x. General

xi. Next meeting

4.4 Decisions

Describe the EE Forum decision making process as mandated by the organisation’s Employment Equity Policy.
4.5 Notice of meetings:
i. Annual calendar of meetings shall be maintained

ii. The secretary is responsible to send meeting notifications.

4.6 Minutes

The secretary shall send out minutes to members within 14 days of the meeting being held.
5 Communication

Describe the EE Forum’s communication process as mandated by the organisation’s Employment Equity Policy.
6 Sub-committees
i. Sub-committees shall be set up by the forum on a needs basis. 

ii. The forum must formulate the terms of reference for each sub-committee

iii. Sub-committees must provide ongoing feedback to the full forum
7 Interpretation

Where there is ambiguity and/or misunderstanding in the interpretation of any clause of this constitution, the spirit of the Employment Equity Act shall prevail.
8 Confidentiality

i. Certain pieces of information must be treated confidentially; however, the forum should operate in a transparent manner.

ii. It is the responsibility of each member to state confidential matters as such

iii. Members are to keep all confidential matters within the ambit of the forum
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