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EEA2 and EEA4 Reporting Guide 

Prepared by RK Corporate Consulting (RKCC) | July 2025 

 

Introduction 

Accurate and timely submission of EEA2 and EEA4 reports is essential for designated 

employers under South Africa’s Employment Equity Act (EEA). These reports demonstrate 

your organisation’s commitment to transformation, legal compliance, and help protect your 

B-BBEE status. Failure to submit or submitting incorrect reports can lead to penalties and 

reputational harm. 

This guide simplifies the reporting requirements, explains your legal obligations, includes 

practical checklists, and highlights relevant case law to help you navigate the process with 

confidence. 

 

Understanding EEA2 and EEA4 Reports 

• EEA2 Report: Annual workforce demographic and progress report submitted to the 

Department of Employment and Labour (DEL). 

• EEA4 Report: Detailed report on affirmative action measures, their effectiveness, and 

challenges faced. 

Both reports are mandatory for designated employers as required by the Employment 

Equity Act, No. 55 of 1998 (as amended). 
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Legal Framework 

• Employment Equity Act, No. 55 of 1998 

o Section 21(1)(a) mandates submission of the EEA2 report within 30 days after 

your financial year-end. 

o Section 21(4) requires submission of the EEA4 report when requested by the 

Department of Employment and Labour. 

• Employment Equity Amendment Act, No. 4 of 2022 enhances reporting obligations, 

especially for the EEA4 report. 

• The detailed reporting formats and procedures are outlined in the Employment Equity 

Regulations, 2020. 

 

Who Must Submit? 

Designated employers under the Employment Equity Act — typically businesses with 50 or 

more employees, or smaller businesses meeting specific turnover and employee thresholds 

— must submit both EEA2 and EEA4 reports. 

 

EEA2 Reporting Requirements 

Your EEA2 report must include: 

• Workforce demographics disaggregated by race, gender, disability status, and 

occupational level. 
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• Details of appointments, promotions, terminations, and workforce movements during 

the reporting period. 

• Progress against numerical equity targets set in your Employment Equity Plan. 

• Identified barriers to employment equity and steps taken to address them. 

• Affirmative action measures implemented during the reporting year. 

 

EEA4 Reporting Requirements 

The EEA4 report requires a narrative and supporting evidence of: 

• Affirmative action programmes your organisation has put in place. 

• The effectiveness and impact of these programmes in removing barriers and 

improving representation. 

• Challenges encountered in implementation and plans to overcome them. 

• Evidence that these actions align with the Employment Equity Plan and contribute to 

transformation. 

 

Step-by-Step Reporting Process 

1. Prepare and Verify Workforce Data 

Gather accurate, up-to-date demographic data verified with HR and payroll systems, 

disaggregated by race, gender, disability, and occupational levels. 
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2. Review Your Employment Equity Plan (EEP) 

Ensure your EEP is current, reflecting the latest targets, barriers, and affirmative 

action initiatives. 

3. Complete the EEA2 Form 

Carefully enter demographic data and workforce movements, ensuring consistency 

with HR records. 

4. Draft the EEA4 Report 

Prepare a comprehensive narrative detailing your affirmative action measures, 

progress, and challenges, supported by evidence. 

5. Engage Your Employment Equity Consultative Forum 

Present draft reports for review and incorporate reasonable feedback. 

6. Submit Reports Timely 

Submit EEA2 within 30 days after your financial year-end and EEA4 promptly when 

requested. 

7. Maintain Records 

Retain all supporting documentation and be ready for possible audits or follow-up 

queries. 

 

Checklist: Preparing and Submitting EEA2 and EEA4 Reports 

☐ Confirm your organisation’s designation status under the Employment Equity Act. 

☐ Collect complete and accurate workforce demographic data, verified against payroll and 

HR records. 

☐ Update your Employment Equity Plan (EEP) to reflect current targets, barriers, and 

affirmative action measures. 
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☐ Complete the EEA2 report with comprehensive data and narrative sections. 

☐ Prepare the EEA4 report detailing affirmative action programmes and outcomes. 

☐ Submit the EEA2 report within 30 days of your financial year-end through the DEL 

Employment Equity Reporting Portal. 

☐ Submit the EEA4 report promptly upon request by the Department of Employment and 

Labour. 

☐ Retain copies of submitted reports and proof of submission for audit purposes. 

☐ Prepare for possible follow-up queries or inspections by DEL. 

 

Case Law Examples 

Johannesburg Metropolitan Municipality v National Union of Public Service and Allied 

Workers (2019): 

The court upheld the Department of Employment and Labour’s authority to enforce 

compliance when employers failed to submit mandatory reports on time, resulting in 

administrative penalties. 

Sasol Ltd v Commission for Employment Equity (2021): 

This case emphasised the necessity of not only submitting reports but ensuring substantive 

evidence of affirmative action progress, reinforcing that compliance is more than 

paperwork. 
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Consequences of Non-Compliance 

✖ Financial penalties imposed by the Department of Employment and Labour for late or 

inaccurate submissions. 

✖ Negative impact on your organisation’s B-BBEE scorecard, potentially affecting eligibility 

for government contracts. 

✖ Risk of legal challenges and labour disputes arising from poor compliance. 

✖ Reputational damage affecting employee morale and public perception. 

✖ Increased scrutiny and mandatory audits from regulatory authorities. 

 

Key Compliance Insights 

• Start collecting and verifying workforce data well ahead of deadlines to avoid last-

minute errors. 

• Engage HR, payroll, and compliance teams collaboratively to ensure accuracy and 

completeness. 

• Review your Employment Equity Plan regularly to ensure alignment with reported 

data. 

• Maintain detailed documentation of your affirmative action programmes and their 

impacts. 

• Use reporting deadlines as milestones to assess progress and recalibrate strategies. 
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How RKCC Supports You 

✔ Assist with data collection and validation processes. 

✔ Guide the accurate completion of both EEA2 and EEA4 reports. 

✔ Align reporting with your Employment Equity Plan and legal requirements. 

✔ Provide training to HR and compliance teams on reporting standards and obligations. 

✔ Offer ongoing support during audits, inspections, or follow-ups by the Department of 

Employment and Labour. 

 

Navigating EEA2 and EEA4 Reporting with Confidence 

With RKCC’s expert support, reporting becomes an opportunity to demonstrate your 

commitment to transformation and compliance, without the stress of navigating complex 

legislation alone. 

Book your free 30-minute consultation today to ensure your Employment Equity reporting 

is thorough, accurate, and on time. 

 

📧 rozanne@rkcc.co.za | 📧 will@rkcc.co.za 

📞 +27 60 134 8831 

🌐 rkcc.co.za 

📌 Follow us on Facebook 

➡️ Click here to contact us now 
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Navigating compliance with confidence, we handle the red tape so you can focus on growth. 
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