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Tykar Cleaning Services cc is a well established and reputable company. We have been in operation since June 1998. 

We have a stable track record with the companies that we have dealt with in the past and have an excellent relationship with all our existing clients.

Tykar Cleaning Services is a company which offers specialised, professional cleaning and gardening services to meet the individual needs of a wide cross-section of clients.

Associated with every contract managed is a full range of services that become available to each and every client. Some of theses services include Cleaning and Gardening management, training of all staff, skilled and qualified personnel, maintenance of accounts, public relations, relief management.
Our head-office is situated on the north coast of Durban – KwaZulu Natal. In order to ensure that we are available to all clients, we have offices situated in two major provinces namely Gauteng and Cape Town.





Tykar Cleaning Services cc was rated by NERA – KZN and has been designated a Contributor Level 3 BEE status.
Our organisational structure consists of personnel from various ethnic backgrounds to ensure that we allow equal opportunity employment for everyone.







The TYKAR philosophy is to concentrate the company’s efforts in those areas in which the
skills lie and for which it was originally employed, namely cleaning and gardening. TYKAR

makes use of various consultants to perform specialized peripheral functions associated

with the services leaving it to concentrate on the core business of cleaning and gardening.

TYKAR motivates employees by making their working environment equivalent to running

their own business which results in the following:

·   Enhancement of entrepreneurial skills; 

·   Structured employee empowerment; 

·   Constructive brainstorming;
·   Improvement of individual competence.

Our Christian values, dedicated staff and efficient caring services is to your advantage.


Our Mission is to ensure dynamic growth and relation of business through providing efficient personalised, cost effective service to our clients.
We supply values of trust, caring, integrity, honesty and transparency when dealing with our clients, staff and suppliers.

We are “Committed to Service Excellence”.

We contribute to the South African reality by:
·   acknowledging dedication
·   enabling and developing staff
·   creating a supportive and nurturing work environment 

·   implementing competitive reward systems 


Our business is associated with exceptional service and client satisfaction. One of the reasons for our success is that our service is tailored exactly to the needs and wishes of the client. We constantly encourage feedback from our clients to improve our efficiency and performance. In preparation for all our tenders, we diligently research the needs of our potential clients and ensure that these needs are met timeously.
Some of our services that we render are:
	CLEANING SERVICES

	

	FLOOR MAINTENANCE

	Vinyl / Linoleum / Wood Parquet
	Marble / Terrazzo / Ceramic / Quarry Tile

	Clean and seal
	Sweep

	Sweep
	Damp Mop and Machine buff

	Burnish
	Scrub

	
	

	Concrete / Grano
	Carpets / Carpets Tiles


	Sweep
	Vacuum

	Damp Mop
	Brush Edges

	Scrub
	Stain Removal

	
	Dry Shampoo and Steam Clean

	Toilet Floors
	

	Sweep
	

	Disinfect
	

	Polish
	

	Burnish
	

	

	WASTE DISPOSAL

	Empty and clean ashtrays
	DUSTING

	Empty and clean waste paper baskets
	All accessible surface up to 2m

	Empty and disinfect receptacles
	Fanlights

	Remove all refuse
	Balustrades

	Disinfect refuse area
	Direction Boards

	
	Light fittings and light switches

	
	Cob webs

	
	Wipe down all areas

	

	OFFICE FURNITURE

	Polish all furniture
	Damp clean all vinyl covered furniture

	

	LIFT AND ESCALATORS

	Clean interior and exterior floors and walls
	

	

	FIRE ESCAPES

	Sweep
	Damp mop

	

	DOORS AND METALWORK

	Spot clean doors
	Wipe and polish all metal fittings

	PARKING AREA

	Paper and refuse
	Sweep

	Hose down
	Remove weeds

	WINDOWS AND WINDOW SILLS

	Clean interior and exterior
	

	

	TOILETS AND WASHROOMS

	Clean all accessible areas up to 2m
	Sanitize all bowls, basins and urinals

	Clean all mirrors
	Empty and clean all sanitary receptacles

	

	FOYERS AND ENTRANCE HALLS

	Sweep
	Clean doormats

	Damp mop
	

	

	EATING / REST ROOM

	Clean floor according to type
	Remove refuse to refuse area

	Wipe tables and chairs
	

	

	CANTEEN

	Clean dining room and kitchen floor accordingly
	Disinfect receiving area

	Wipe / clean wall tiles to a height of 2m
	Wipe table tops and chairs

	
	

	
	

	GARDENING SERVICES

	

	MAINTENANCE OF GROUNDS

	Mowing
	Removal of weeds

	Raking
	Maintenance of gardens

	Fertilizer
	Planting of shrubs and trees

	Maintenance of hedges
	Undeveloped areas

	
	

	OTHER SERVICES

	Air conditioning units – air filter
	Curtains – dry clean

	Swimming pool maintenance
	Vertical blinds

	Flower pots – watering
	Storerooms

	Tea making
	Messenger services

	High pressure cleaning
	

	

	MINOR MAINTENANCE SERVICES

	Door locks and handles
	Taps and tap washers

	Pan connectors and beta valves
	






PURPOSE
An affirmative action plan has been put in place to achieve more equitable employment opportunities for all groups in the population.
It must be noted that affirmative action, by its very nature, is both an encouraging and threatening concept depending on where each individual stands in relation to it. It can give too much hope to the less advantaged and does not allow them to take stock of their capabilities in relation to advancement. At the same time it threatens those who have benefited in the past and therefore raises the unwanted specter of animosity amongst employees. It needs to be handled carefully for the good of both employees and management. 
MISSION STATEMENT
Our mission is to ensure dynamic growth and retention of business through providing efficient personalised and cost effective service to our clients. 
We apply values of trust, caring, integrity, honesty and morality in all our dealings with our clients, staff and suppliers.

We contribute to the South African reality by:

· acknowledging dedication

· enabling and developing staff

· creating a supportive and nurturing work environment

· implementing competitive reward systems 
ACTION PLAN

1. A task team will be established which will be made up of employees from all levels as well as management.
2. Task team members are to be consulted about the significance of this project so that they clearly understand their role.   
3. Workshops are to be held so that members of the task team can have a clear focus on their Goals and any obstacles which may be in the system that they are going to be involved with. They must be clear that at some stage of the process their views are going to clash and they must not be afraid of this but must be able to handle it and proceed with the process.
4. A survey form will be designed to obtain information from all the employees regarding the affirmative action plan.
5. On a quarterly basis, Management will review the affirmative action process by interviewing line supervisors / middle management and senior managers. 
6. On a quarterly basis, interviews will also be conducted with individuals from various departments at all levels to provide for a broader check on the process. This audit process will be the means through which the assigned task team analyses the quality of the company’s affirmative action policy to determine whether the process is achieving its purpose. 
7. A training and development plan must be drawn up to ensure that the necessary employees receive the relevant training required.  It is very important that management adheres to its training and development goals once they have been agreed to. Management must also not be afraid of making mistakes as this is a process which needs adjustment as it is implemented. Mistakes must be quickly identified and corrected as soon as possible. 
8. All policies, practices and facilities identified as infringing upon the basic human dignity of employees that could “act as barriers” to the appointment, promotion and retention of blacks and women are to be eliminated.
9. Surveys will be done to obtain the views of superiors, peers, and subordinates in regards to sensitive aspects such as attitudes, management style and interpersonal relationships. 
10. Evaluate the employees’ interpersonal skills, attitude to and opinions of current organisational realities for possible involvement as change agents or for future selection, as mentors and coaches. 
11. All data collected will be translated and necessary information passed on to the relevant division of the organization to be audited where it relates to non affirmative action or non equal employment opportunity. 

12. Change the value system within the company through communication and facilitation of the orientation process for all employees including management. 
13. Any resistance to change must be identified and eradicated through counseling to obtain full commitment from those sections of the organization. 
14. Identify certain individuals/agents who have been successful with affirmative action process to give some insight into the challenges that will face them and the strategies.
ENDORSMENT OF COMMITMENT FROM SENIOR MANAGEMENT
 The Senior Management of TYKAR CLEANING SERVICES are totally committed to the implementation of the affirmative action process within the company. Selected members of the senior management team are also part of the affirmative action task team.  This process will take place over time, as such a process, by its nature, makes the application of hard and fast time scales both difficult and dangerous to apply. Any time scale that is agreed to between employees and management must take all factors into consideration especially:
A. Employees background - both educational and social as this gives an indication of employees potential.

B. Employees performance levels.

C. Compatibility between mentor and protégé – that is employee is being monitored.

D. Any other factor that impacts on the route the individual is to take within the company.

STAFF DEVELOPMENT
· Performance appraisals will be held on a quarterly basis to monitor staff performance and identify any skills that need to be developed.  
· Assess individual potential for growth and also identify his/her training priorities.
· A personal development plan will be drawn for each employee.
· Address management succession needs.
REPORTING
· Reports should be done on a quarterly basis on the following:
· The ratio of the previously disadvantaged to whites.
· The ratio of the previously disadvantaged to white in management.
· The ratio of females to overall management.
· The proportion of vacancies filled by blacks – both internally and externally.
· Comparative analyses of job categories by race and gender.

SELECTION AND APPOINTMENT OF NEW EMPLOYEES
1. ADVERTISING JOB VACANCIES

· Advertisements must always list the competencies and experience level required and must exclude sex and race
· It is not advisable to attempt to recruit staff from other organizations as this merely sustains the already employed.
· It is best to identify those persons within the company who display the potential to grow into the job. 

· It may then be decided to give preference to a person from a previously disadvantaged group for appointments to this position. However, this can never be an absolute imperative, since someone from the grouping with the necessary competence and experience may not be available to fill the position.
· As groups were disadvantaged in education and the fact that educational qualifications are not necessarily indicative of competence, these should not constitute the primary criteria. 
· The Personnel Department together with Line Management will need to identify the competent requirements of the job and to establish methods whereby such competencies can be assessed. Affirmative action candidates will always need to be considered.
2. THE INTEGRATING OF APPOINTEES INTO THE ORGANISATION 
· All new incumbents (not only affirmative action appointees) should be properly integrated into the company. 
· The most effective way to ensure an easy transition into the company is to conduct an induction programme. Necessary training must be given before new staff are placed in their work environment. 
· In the case of Affirmative Action appointees, their integration needs to be monitored. (If they are properly selected, they will more than likely accomplish their integration).

3. MONITORING AND PERFORMANCE APPRAISAL

· All candidates will be appointed on a probationary period and their performance will be monitored on an ongoing basis. 
· Employees will need to be informed of the standards required and given regular feedback in regards to their performance. 
· The necessary assistance, training and coaching must be given.


TYKAR’S TRAINING OBJECTIVES

The following are the training objectives TYKAR strives for:
1. Training of new employees and those who are promoted to new positions or are internally transferred. 
2. Training all staff to ensure that they are competent in their core work skills and individually assigned duties.
3. Ensuring that all staff are kept up to date with any new technical and specialised developments in their specific fields.
4. Providing the opportunity for all employees to seek and obtain vocational growth and development.
5. Developing people towards positions of greater responsibility.
6. Providing support for adult literacy and education programmes.
7. Becoming actively involved with institutions involved in the provision of applicable training courses e.g. Technikons etc.
8. Providing bursaries in the related field of study.
9. Providing study assistance to employees who want to better themselves in the field of work they are in.
TYKAR’S AIM OF TRAINING

1.)
Harmonious industrial relations.
2.)
Measurable increases in productivity.  
3.)
Better equipped staff to handle new responsibilities.
4.)
Improved decision making.
5.)
Improved management.
6.)
Enhancing the company’s ability to identify and utilize untapped talent.

TYKAR’S TRAINING PLAN
Tykar encourages staff development through an active training and development programme. This means that the service promised to you will be carried out by trained professionals. Tykar is registered with Service SETA Siyaya Skills Institute who carries out NQF commercial cleaning training courses on an ongoing basis.

Tykar Cleaning services is a financially sound company. Any information can be obtained from the banking institution. Our clients are free to conduct credit checks with our bankers.

ACCOUNT DETAILS:

BANKING INSTITUTION:
FIRST NATIONAL BANK

BRANCH:



VERULAM
ACCOUNT HOLDER:
TYKAR CLEANING SERVICES cc

ACCOUNT NUMBER:
62001670365

BRANCH CODE:

220229
CONTACT DETAILS:

CONTACT PERSON:

MR. NAZEEM
TELEPHONE NUMBER:
032  533 1032
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REGIONAL OFFICE – CAPE TOWN





PHYSICAL ADDRESS	POSTAL ADDRESS		TELEPHONE DETAILS





181 Athwood Rd		P.O. Box 2409			


Newfields			Cape Town			


Athlone			8000				Cell:	  073 070 7062


7764								E-mail:	  � HYPERLINK "mailto:Tykar@polka.co.za" ��Tykar@polka.co.za�


								Contact:  Mikaeel Naidoo








REGIONAL OFFICE - GAUTENG





PHYSICAL ADDRESS	POSTAL ADDRESS		TELEPHONE DETAILS





Protea Building			P.O. Box 1048			Tel:	  016 - 362 4807


Office No. 7			Meyerton			Fax:	  016 - 362 4807


18 Loch Street			1961				Cell:	  073 456 4133


Meyerton							E-mail:	  � HYPERLINK "mailto:Tykar@polka.co.za" ��Tykar@polka.co.za�


1961								Contact:  Andre Holl








HEAD OFFICE





PHYSICAL ADDRESS	POSTAL ADDRESS		TELEPHONE DETAILS





25 Oaklands Drive		P.O. Box 2252			Tel:	  032 - 533 6921


Oaklands			Verulam			Fax:	  032 - 533 8669


Verulam			4340				Cell:	  082 335 2526


								E-mail:	  � HYPERLINK "mailto:Tykar@polka.co.za" ��Tykar@polka.co.za�


								Contact:  Anthony Naidoo








PRINCIPLE MEMBER


MRS. R. NAIDOO





MANAGING MEMBER


MR. V.A. NAIDOO





HUMAN RESOURCES MANAGER





MR. K. NAIDOO








ADMINISTRATON MANAGER





MISS Y. NAIDOO





AREA MANAGER





MR. A. HOLL





AREA MANAGER





MR. M. NAIDOO





SITE MANAGER





MR.V.J. MTHEMBU





FIELD MANAGER





MR. S. MOODLEY








OPERATIONAL STAFF





GAUTENG





OPERATIONAL STAFF





CAPE TOWN








OPERATIONAL STAFF





KWA-ZULU NATAL








