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Duties of the employment equity manager
Statutory Duties

Whereas the Act does not specifically assign duties and tasks to the employment equity manager, and whereas it is the employer who remains responsible for the implementation of the provisions of the Act, the employment equity manager will be entrusted with the following tasks:-

1
Consult with employees on 

· the conduct of the workforce analysis referred to in section 19;

·  the preparation and implementation of the employment equity plan referred to in section 20: and

· a report referred to in section 21 .

2
Analysis (Section 19)

· collect information and conduct an analysis, as prescribed, of its employment policies, practices, procedures and the working environment, in order to identify employment barriers which adversely affect people from designated groups, and profile the workforce within each occupational category and level in order to determine the degree of under representation of people from designated groups in various occupational categories and levels.

3
Employment equity plan (section 20)

· prepare and implement an employment equity plan which will achieve reasonable progress towards employment equity in that employer's workforce.

· determine the numerical goals to achieve the equitable representation of suitably qualified people from designated groups within each occupational category and level in the workforce, the timetable within which this is to be achieved, and the strategies intended to achieve those goals; 

· monitor and evaluate the implementation of the plan and whether reasonable progress is being made towards implementing employment equity;

· the internal procedures to resolve any dispute about the interpretation or implementation of the plan; 

· collaborate with and co-ordinate the activities of all persons in the workforce, including senior managers, responsible for all monitoring and implementing the plan; 

· assist in the appointment of employees from designated groups 

4
Report (section 21)

· Note: The first report will refer to the initial development of and consultation around an employment equity plan. The subsequent reports will detail the progress made in implementing the employment equity plan.

· Compile reports which must be submitted to the Director-General containing the prescribed information 
5
Publication of report (section 22)

· publish a summary of the report required by section 21 in that employer's annual financial report. 

6
Successive employment equity plans (Section 23)

· before the end of the term of its current employment equity plan, prepare a subsequent employment equity plan.

7
Duty to inform (section 25)

· display in every workplace any Regulation, containing a standard notice, in all official languages, summarising the provisions of this Act.

· in each of its workplaces, place in prominent places that are accessible to all employees-

· the most recent report submitted by that employer to the Director-General;

· any compliance order, arbitration award or order of the Labour Court

· concerning the provisions of this Act in relation to that employer; and 

· any other document concerning this Act as may be prescribed.

· make a copy of the plan available to its employees for copying and consultation.

8
Duty to keep records (section 26)

· establish and, for the prescribed period, maintain records in respect of its workforce, its employment equity plan and any other records relevant to its compliance with this Act.

9
Income differentials (section 27)

· submit a statement, as prescribed, to the Employment Conditions Commission, on the remuneration and benefits received in each occupational category and level of that employer's workforce.

· take measures to progressively reduce disproportionate income differentials subject to such guidance as may be given by the Minister 

General Duties

· evaluate employment policies or practices to determine whether they unfairly discriminate (see the chapter on Employment Systems Review).

· address internal grievances or complaints concerning unfair discrimination. Most companies grievance procedures may address the majority of unfair discrimination complaints, however the usual chairpersons of these proceedings may not be adequately skilled or qualified to evaluate complaints concerning unfair discrimination on the grounds of race, gender, sex, pregnancy, marital status, family responsibility, ethnic or social origin, colour, sexual orientation, age, disability, religion, HIV status, conscience, belief. political opinion. culture, language and birth, and union membership; prohibited medical or psychological testing or harassment claims. The employment equity manager, (or the employment equity committee if such a forum is established) being well versed in matters pertaining to direct and indirect discrimination (see the chapter on unfair discrimination), may be more qualified to review or address such complaints. 

· Address internal grievances concerning the non-compliance by the employer with the provisions of Act or the employment equity plan.

· Develop statistical information necessary to assess employment trends and to evaluate progress of designated employees within occupational categories. 

· Participate actively in the development and implementation of employment equity actions. 

· Establish and maintain contacts with organisations representing special interests of designate employees to gain and share information regarding recruitment sources, training and self-development opportunities available, and local community problems which affect employment of these groups. 

· Investigate employment practices and alleged violations of equality and non-discriminatory laws, in order to document and correct discriminatory factors. 

· Interpret employment laws and employment equity regulations for individuals and employers. 

· Study employment equity complaints in order to clarify issues. 

· Meet with persons involved in employment equity complaints in order to verify case information, and to mediate and settle disputes. 

· Coordinate, monitor, and revise complaint procedures to ensure timely processing and review of complaints. 

· Prepare reports of selection, survey, and other statistics, and recommendations for corrective action. 

· Conduct surveys and evaluate findings in order to determine if systematic discrimination exists. 

· Develop guidelines for non-discriminatory employment practices, and monitor their implementation and impact. 

· Review company contracts to determine actions required to meet legislated employment equity provisions. 

· Counsel newly hired members of disadvantaged groups, informing them about details of human rights laws.

· Provide information, technical assistance, and training to supervisors, managers, and employees on topics such as employee supervision, hiring, grievance procedures, and staff development.

· Verify that all job descriptions are submitted for review and approval, and that descriptions meet regulatory standards.

· Act as liaisons between placement agencies and employers, or between job search committees and other employment equity administrators.

· Meet with job search committees or coordinators to explain the role of the employment equity coordinator, to provide resources for advertising, and to explain expectations for future contacts.

· Participate in the recruitment of employees through job fairs, career days, and advertising plans.

Core abilities
· Must have a thorough knowledge of all discrimination, harassment, affirmative action and equal opportunity laws, regulations and concepts and the ability to interpret, communicate and apply same. 

· Ability to efficiently operate a personal computer and associated software, including but not limited to automated human resources system.

· Ability to prepare and interpret policies and statistical reports. 

· Ability to cooperate, work well, and get along with supervisors, co-workers, management, the  community, relevant agencies and the public. 

· Ability to communicate effectively. 

· Ability to effectively prepare and efficiently maintain accurate records and reports. 

· Ability to maintain confidentiality and objectivity even when dealing with controversial issues. 

· Ability to plan and coordinate meetings, programs, and activities.

Profile of an employment equity manager 

· be knowledgeable about the problems and concerns of designated groups; 

· have the status and ability needed to gain the cooperation of employees, collective bargaining representatives, and managers at all levels in the organisation; 

· have access to financial and human resources required to conduct planning and implementation functions; 

· have sufficient time to devote to Employment Equity issues; 

· monitor and be in a position to report to the Chief Executive Office on the results of Employment Equity measures; and 

· be prepared to serve as the Employment Equity contact person with government agencies;

· have a thorough working knowledge of the Act;

· should have a sound knowledge or organisational dynamics;

· investigate and resolve equal opportunity grievances, examine corporate practices for possible violations, and compile and submit employment equity statistical reports

The employment equity manager must be included in all strategic and human resource meetings to ensure that employment equity is addressed in these forums.

The employment equity manager must:

· possess a range of personal qualities and skills;

· speak and write effectively; 

· work with or supervise people having various cultural backgrounds, levels of education, and experience; 

· cope with conflicting points of view, and the unexpected and unusual; 

· function under pressure; 

· and demonstrate integrity, fair-mindedness, and a persuasive, congenial personality.
Assignment as Employment Equity Manager

Name

Job Title

Division

Company

Address

Dear ____________

Assignment as Employment Equity Manager

You are assigned the duties of Employment Equity Manager of ______________  in accordance with The Employment Equity Act (No. 55 of 1998) section 24 read with applicable Employment Equity Regulations.
The employment equity manager shall be a permanent employee of the company, and shall report directly to the Chief Executive Officer on employment equity outcomes.
The employment equity manager shall ensure that the employment equity outcomes specified in his/her performance contract are achieved.

Acceptance of the assignment as Employment Equity Manager

I the undersigned hereby accept the assignment as Employment Equity Manager.

Thus done and signed by respective parties as follows:

_______________________

_________________________

For:








Witness

Date:

Place:

_______________________

_________________________

As: Employment Equity Manager




Witness

Date:

Place:
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Performance Contract
This Performance Contract /  Agreement (the “Agreement”) is entered into between the _______________ (“_____”), represented by _____________ and [insert name of other
 party] (the “employee”) of [insert address] on [insert date] and shall regulate the duties and performance standards required of the Employment Equity Manager in the fulfilment of his/her duties.
This Agreement will enter into force upon signature by both Parties. Amendments to this Agreement may be made by mutual agreement in writing between the Parties.
	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	1
Consult with employees on 
	
	
	
	

	
	
	
	
	

	· the conduct of the workforce analysis referred to in section 19;

·  the preparation and implementation of the employment equity plan referred to in section 20: and

· a report referred to in section 21 .
	Establish workplace employment equity committee comprised of employer representatives and employee representatives nominated by workforce.


	1 October 2008
	Nomination forms for EE representatives

Invitation to recognized trade union officials to nominate EE representatives


	Empowered employment equity committee comprised of trained / skilled employer and employee representatives meeting at least quarterly to consult on and review implementation of employment equity plan

	· 
	Motivate for separation or consolidation of EE and WSP committees
	15 September 2008
	Establish constitution for EE committee
	EE committee established and accepted TOR of EE Constitution

	· 
	Ensure EE representatives are representative of workforce
	1 October 2008
	Selection panel for EE representatives


	EE committee representative of all sectors of workforce and workplaces

	
	Convene quarterly EE committee meetings
	October, February & June
	Committee Agenda

Committee Minutes

Committee Report back schedule

Travelling and meeting budgets

Key EE indicators for review by EE committee (e.g. LTO, appointments by race / gender / level / category, dismissals, training by categories, etc)

Committee Recommendations elevated to CEO
	Informed EE committee members able to make qualitative and quantitative recommendations to organisation concerning EE measures necessary to expedite achievement of EE objectives / plan.

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	2
Analysis (Section 19)
	
	
	
	

	
	
	
	
	

	· collect information and conduct an analysis, as prescribed, of its employment policies, practices, procedures and the working environment, in order to identify employment barriers which adversely affect people from designated groups, and profile the workforce within each occupational category and level in order to determine the degree of under representation of people from designated groups in various occupational categories and levels.
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	3
Employment equity plan (section 20)
	
	
	
	

	
	
	
	
	

	· prepare and implement an employment equity plan which will achieve reasonable progress towards employment equity in that employer's workforce.
	
	
	
	

	· determine the numerical goals to achieve the equitable representation of suitably qualified people from designated groups within each occupational category and level in the workforce, the timetable within which this is to be achieved, and the strategies intended to achieve those goals; 
	
	
	
	

	· monitor and evaluate the implementation of the plan and whether reasonable progress is being made towards implementing employment equity;
	
	
	
	

	· the internal procedures to resolve any dispute about the interpretation or implementation of the plan; 
	
	
	
	

	· collaborate with and co-ordinate the activities of all persons in the workforce, including senior managers, responsible for all monitoring and implementing the plan; 
	
	
	
	

	· assist in the appointment of employees from designated groups 
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	4
Report (section 21)
	
	
	
	

	
	
	
	
	

	· Note: The first report will refer to the initial development of and consultation around an employment equity plan. The subsequent reports will detail the progress made in implementing the employment equity plan.
	
	
	
	

	· Compile reports which must be submitted to the Director-General containing the prescribed information 
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	5
Publication of report (section 22)
	
	
	
	

	
	
	
	
	

	· publish a summary of the report required by section 21 in that employer's annual financial report. 
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	6
Successive employment equity plans (Section 23)
	
	
	
	

	
	
	
	
	

	· before the end of the term of its current employment equity plan, prepare a subsequent employment equity plan.
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	7
Duty to inform (section 25)
	
	
	
	

	
	
	
	
	

	· display in every workplace any Regulation, containing a standard notice, in all official languages, summarising the provisions of this Act.
	
	
	
	

	· in each of its workplaces, place in prominent places that are accessible to all employees-
	
	
	
	

	· the most recent report submitted by that employer to the Director-General;
	
	
	
	

	· any compliance order, arbitration award or order of the Labour Court
	
	
	
	

	· concerning the provisions of this Act in relation to that employer; and 
	
	
	
	

	· any other document concerning this Act as may be prescribed.
	
	
	
	

	· make a copy of the plan available to its employees for copying and consultation.
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	8
Duty to keep records (section 26)
	
	
	
	

	
	
	
	
	

	· establish and, for the prescribed period, maintain records in respect of its workforce, its employment equity plan and any other records relevant to its compliance with this Act.
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	9
Income differentials (section 27)
	
	
	
	

	
	
	
	
	

	· submit a statement, as prescribed, to the Employment Conditions Commission, on the remuneration and benefits received in each occupational category and level of that employer's workforce.
	
	
	
	

	· take measures to progressively reduce disproportionate income differentials subject to such guidance as may be given by the Minister 
	
	
	
	

	
	
	
	
	

	Activities
	Performance Standard
	Milestone Date
	Resources Required
	Measure of Success

	
	
	
	
	

	General Duties
	
	
	
	

	
	
	
	
	

	· evaluate employment policies or practices to determine whether they unfairly discriminate (see the chapter on Employment Systems Review).
	
	
	
	

	· address internal grievances or complaints concerning unfair discrimination. Most companies grievance procedures may address the majority of unfair discrimination complaints, however the usual chairpersons of these proceedings may not be adequately skilled or qualified to evaluate complaints concerning unfair discrimination on the grounds of race, gender, sex, pregnancy, marital status, family responsibility, ethnic or social origin, colour, sexual orientation, age, disability, religion, HIV status, conscience, belief. political opinion. culture, language and birth, and union membership; prohibited medical or psychological testing or harassment claims. The employment equity manager, (or the employment equity committee if such a forum is established) being well versed in matters pertaining to direct and indirect discrimination (see the chapter on unfair discrimination), may be more qualified to review or address such complaints. 
	
	
	
	

	
	
	
	
	

	· Address internal grievances concerning the non-compliance by the employer with the provisions of Act or the employment equity plan.
	
	
	
	

	· Develop statistical information necessary to assess employment trends and to evaluate progress of designated employees within occupational categories. 
	
	
	
	

	· Participate actively in the development and implementation of employment equity actions. 
	
	
	
	

	· Establish and maintain contacts with organisations representing special interests of designate employees to gain and share information regarding recruitment sources, training and self-development opportunities available, and local community problems which affect employment of these groups. 
	
	
	
	

	· Investigate employment practices and alleged violations of equality and non-discriminatory laws, in order to document and correct discriminatory factors. 
	
	
	
	

	· Interpret employment laws and employment equity regulations for individuals and employers. 
	
	
	
	

	· Study employment equity complaints in order to clarify issues. 
	
	
	
	

	· Meet with persons involved in employment equity complaints in order to verify case information, and to mediate and settle disputes. 
	
	
	
	

	· Coordinate, monitor, and revise complaint procedures to ensure timely processing and review of complaints. 
	
	
	
	

	· Prepare reports of selection, survey, and other statistics, and recommendations for corrective action. 
	
	
	
	

	· Conduct surveys and evaluate findings in order to determine if systematic discrimination exists. 
	
	
	
	

	· Develop guidelines for non-discriminatory employment practices, and monitor their implementation and impact. 
	
	
	
	

	· Review company contracts to determine actions required to meet legislated employment equity provisions. 
	
	
	
	

	· Counsel newly hired members of disadvantaged groups, informing them about details of human rights laws.
	
	
	
	

	· Provide information, technical assistance, and training to supervisors, managers, and employees on topics such as employee supervision, hiring, grievance procedures, and staff development.
	
	
	
	

	· Verify that all job descriptions are submitted for review and approval, and that descriptions meet regulatory standards.
	
	
	
	

	· Act as liaisons between placement agencies and employers, or between job search committees and other employment equity administrators.
	
	
	
	

	· Meet with job search committees or coordinators to explain the role of the employment equity coordinator, to provide resources for advertising, and to explain expectations for future contacts.
	
	
	
	

	· Participate in the recruitment of employees through job fairs, career days, and advertising plans.
	
	
	
	


Incentives for achievement of Performance Contract 
[Specify incentives for employee]

Thus done and signed by respective parties as follows:

_______________________

_________________________

For:








Witness

Date:

Place:

_______________________

_________________________

As: Employment Equity Manager




Witness

Date:

Place:
