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Capacity Building Programme titled “Professional Conduct and Ethical Standards in the Workplace for
Non-Teaching Staff” in KLEF Vaddeswaram campus - Communication — Reg.

From Registrar Office <officeofregistrar@kluniversity.in>
Date Tue 2026-04-28 11:58

To  Cherukuri. Venkata Ramana <ramana.klulibr@kluniversity.in>; V.Vijaya Lakshmi <vvlakshmi@kluniversity.in>;
D.Siva Ramakrihsna <dsr@kluniversity.in>; HANUMAN SINGH <hanumansingh@kluniversity.in>; Yuga
<yugamannem@kluniversity.in>; J.Bhanu Sri <jbhanu@kluniversity.in>; KRajani <krajani@kluniversity.in>; M
Srinivasa Rao <srinivasaraom@kluniversity.in>; vadapalli.gopal@kluniversity.in <vadapalli.gopal@kluniversity.in>;
V. Anitha <vanitha@kluniversity.in>; K Srinivasa Rao <srinivaskakani3@kluniversity.in>; Kunta. Srirama Chandra
Murthy <kscm@kluniversity.in>; M Maheswari <mmaheswari@kluniversity.in>; koteswararao.ch
<chkoti_css@kluniversity.in>; Siva sankaram <sivasankaram@kluniversity.in>; dany
<dany_christy@kluniversity.in>; Jithendra Babu <jjjithendra@kluniversity.in>; L Swapna
<Iswapna@kluniversity.in>; Syeda Tahera <syedtahera@kluniversity.in>; Mrs. V. Sujatha
<vsujatha@kluniversity.in>

Cc  Principal-ASC <principal.asc@kluniversity.in>

1 attachment (37 KB)

Non-Teaching Staff List_Professional Conduct.xlsx;

Ref: KLEF/RO/ASC/Capacity Building Program/2025-26 Date: 28-04-2026

Orders of the Hon’ble Vice-Chancellor dt. 28-04-2026
CIRCULAR

Sub: Capacity Building Programme titled “Professional Conduct and Ethical Standards in the
Workplace for Non-Teaching Staff” in KLEF Vaddeswaram campus - Communication — Reg.

Ref: Letter received from Dr. Radhika Rani Chintala, Principal, Academic Staff College.
%k %k 3k

This is to inform that the Academic Staff College in collaboration with the Value Education Cell, KLEF
Vaddeswaram campus is organizing a Capacity Building Programme titled “Professional Conduct and Ethical
Standards in the Workplace for Non-Teaching Staff. “

Dates: 01.05.2026 to 02.05.2026
Venue: Sunflower Hall

Session Timings (Daily):

e Slot 1 (FN): 10.00 AM — 01.00 PM
e Slot 2 (AN): 02.00 PM — 05.00 PM

Resource Persons:




1. Dr. B. Pavan Kumar, Assistant Professor, VEC, KLEF

2. Mr. A. Vijay Ratnam, Psychology Counsellor, VEC, KLEF
3. Mrrs. S. Sankari, Psychology Counsellor, VEC, KLEF

4. Mr. G. Srinath, Psychology Counsellor, VEC, KLEF

5. Mrs. B. Sumani, Psychology Counsellor, VEC, KLEF

As per the instructions of higher authorities, attendance is mandatory for all non-teaching staff of KLEF,
Vaddeswaram Campus (list attached). Every staff member shall attend the programme by participating in
any one slot of their choice during the scheduled dates without fail.

Important Instructions:

e Asthe programme focuses on Professional Conduct, maintaining punctuality is of utmost
importance. Staff members are requested to be punctual and report to the venue at least 10 minutes
before the session commencement.

e Participants are advised not to wait until the last slot, as seating availability may be limited.

All Deans, Directors, Principals, HoDs and Functionaries concerned are directed to disseminate this
information to all listed Non-teaching Staff members of their respective departments and ensure 100%
participation.

REGISTRAR

Encl: as above

Mail & Hard copy to: Hon’ble President, KLEF
Mail to: Hon’ble Vice-Presidents, KLEF
Mail & Hard copy to: Hon’ble Pro Chancellor
Mail & Hard copy to: Hon’ble Vice-Chancellor
Mail & Hard copy to: Pro Vice-Chancellors
Mail to: Chief Coordinating Officer-Dr.A. Jagadeesh
Mail to: Special Officer -Dr.A. Vani
Mail to: All Advisors / All Deans / All Additional Deans / Controller of Examinations / All Sr.Directors / All
Directors / All Principals /
All Vice-Principals
Mail to: KL H - Principal Off Campus Centre, Aziz Nagar Campus / KL H - Principal Off Campus Centre,
Bowrampet
Mail to: All HoDs of Vaddeswaram campus
Mail to: All HoDs of Off-campus Centres-Aziz Nagar & Bowrampet , Hyderabad
Mail to: Principal, Academic Staff College, Vaddeswaram campus
Mail to: Participants concerned

Through ERP: All Associate Deans / Deputy Deans / PR Head

Through ERP: Joint Registrar / Deputy Registrar / Sr.Manager (Alumni Relations) & AR-Sri A.Krishna Rao /
AR-Dr.MVAL Narasimha Rao

Through ERP: All Alternate HoDs / All Dy. HoDs of Vadeswaram campus

Through ERP: KL H Associate Deans of Off-campus Centres-Aziz Nagar / Bowrampet / GBS

Through ERP: Librarian

Through ERP: GM (Purchases)-Mr.Nilanjan Guha/ Jt.Registrar-A.O.-Mr.C.S.Rao / Director-Adm-Dr.J.S.Rao /



Media I/c & PRO - Mr.HSR Murty
Through ERP: GM (Finance)-Mr.K.Srirama Krishna / Finance Officer-Mr.KRR / Manager (Accounts)-
Mr.B.Mallikharjuna Prasad
Through ERP: Sr.Manager (HR)-Campus..Dr. Kanimozhi / Sr.Manager (HR)-A.O...Mr.J. Sreekanth /Pay Bills
Section-A.O.
Through ERP: Webmaster-Mr.LV
Through ERP: Chief Technical Officer (CTO)-Mr.A.Satya Kalyan

Mr. Raja Sekhar, Emp. No. 2482, Jr. Network Administrator (E-mail:
rajasekhar_syte@kluniversity.in)
Through ERP: Professor In-charge, EduTech, Animation-Dr. M. Siva Kumar,Assoc. Professor,ECE
Through ERP: GM-Purchases / Manager—Campus Ambience & Beautification-Mr.T Shakthi Swaroop
Through ERP: Professor In-charge, Technical Maintenance / Liberal Arts Club-Dr.R Subhakara Raju
Through ERP: Physical Edn. /Library / Gen.Maintenance / Transport / Construction / Central Stores / Girls
Hostel/

7

Boys’ Hostel / Exam.Sec / Automation / SyTe / ET S&A Groyp / IQAC/ VEC / CAES / ASAS /
Intl Relations / Hobby Clubs / Help Desk / PIPS / Women’s Forum / Elecl.Wing / Security /
Canteen
Through ERP: All Faculty members

Thanks & Regards

O/o REGISTRAR
C-006, EXTN. NO. 1200
KONERU LAKSHMAIAH EDUCATION FOUNDATION
(Category -1, Deemed to be University estd. u/s. 3 of the UGC Act, 1956)
<« Approved by AICTE <+ ISO 21001:2018 Certified
Campus: Green Fields, Vaddeswaram - 522 302, Guntur District, Andhra Pradesh, INDIA.
Phone No. 08645 - 350200; www.klef.ac.in; www.klef.edu.in; www.kluniversity.in
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Capacity Building Programme

Professional Conduct & Ethical Standards
IN THE WORKPLAGE FOR NON-TEACHING STAFF

Dates: 01.05.2026 to 02.05.2026 | @Sunflower Hall

Resource Persons:

1. Dr. B. Pavan Kumar, HOD, VEC

2. Mr. A. Vijay Ratnam, Psychology Counsellor, VEC
3. Mrs. S. Sankari, Psychology Counsellor, VECF

4. Mr. G. Srinath, psychology Counsellor, VEC

5. Mrs. B. Sumani, Psychology Counsellor, VEC

Organized by the Academic Staff College & Value Education Cell
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Report on
Two-Day Capacity Building Programme on

“Professional Conduct and Ethical Standards
in the Workplace”

for Non-Teaching Staff

Organized by: Academic Staff College in association with Value Education Cell, KLEF
Date: 01-05-2026 to 02-05-2026
Participants: Around 190 Non-Teaching Staff
Resource Persons:
e Dr. B. Pavan Kumar, HOD, Value Education Cell, KLEF
e Mr. A. Vijay Ratnam, Psychology Counsellor, VEC, KLEF
e Mrs. S. Sankari, Psychology Counsellor, VEC, KLEF
e Mr. G. Srinath, Psychology Counsellor, VEC, KLEF
e Mrs. B. Sumani, Psychology Counsellor, VEC, KLEF

Introduction

The Academic Staff College (ASC), KLEF, Vaddeswaram Campus, in association with the
Value Education Cell (VEC), KLEF, organized a Two-Day Capacity Building Programme on
“Professional Conduct and Ethical Standards in the Workplace” for the Non-Teaching
Staft from 01-05-2026 to 02-05-2026. The programme was conducted with the objective of
strengthening workplace professionalism, ethical awareness, interpersonal behaviour,

communication skills, and positive behavioural practices among non-teaching staff members.

Non-teaching staff play a vital role in the effective functioning of an educational institution.

Their regular interaction with students, faculty, parents, visitors, and colleagues requires




professional conduct, effective communication, emotional maturity, accountability, and a
strong sense of institutional responsibility. Recognizing this important role, the programme was
designed to create greater awareness of workplace values and to equip participants with
practical skills that can contribute to a respectful, productive, and harmonious work

environment.

The sessions were handled by Dr. B. Pavan Kumar, HOD, VEC, KLEF, along with Mr. A. Vijay
Ratnam, Mrs. S. Sankari, Mr. G. Srinath, and Mrs. B. Sumani, Psychology Counsellors, VEC,
KLEF. Their combined expertise provided participants with valuable perspectives on
professional ethics, workplace behaviour, interpersonal relationships, emotional intelligence,
stress management, communication, teamwork, and conflict resolution.

Around 190 non-teaching staff members participated in the programme and actively engaged
in the sessions.

Programme Details and Sessions

The programme commenced with an overview of the importance of professional conduct and
ethical standards in the workplace. The resource persons emphasized that professionalism
extends beyond the completion of assigned duties and includes responsible behaviour, respect
for others, accountability, discipline, effective communication, and adherence to institutional

values.

Participants were sensitized to the importance of maintaining professionalism in day-to-day
interactions. The sessions highlighted the need for employees to demonstrate punctuality,
responsibility, courtesy, respect, and a positive attitude while carrying out their professional
responsibilities. Particular emphasis was placed on the importance of treating colleagues,

faculty members, students, and other stakeholders with dignity and mutual respect.

Professional Ethics and Workplace Discipline
One of the major components of the programme focused on professional ethics and workplace
discipline. Participants were encouraged to understand the relationship between individual

behaviour and the overall work culture of an institution.

The resource persons discussed the importance of:
e Responsibility and accountability in professional roles
e Punctuality and discipline
e Respectful workplace behaviour

e Maintaining confidentiality and professional boundaries




e Responsible discharge of assigned duties
e Following institutional procedures and expectations

e Developing a sense of ownership towards one's work

The sessions emphasized that ethical conduct is reflected not only in major professional

decisions but also in everyday actions, communication, and interactions within the workplace.

Effective Communication and Interpersonal Behaviour

Another important area covered during the programme was effective communication and
interpersonal behaviour. Participants were guided on how clear, respectful, and appropriate
communication can prevent misunderstandings and contribute to positive workplace

relationships.

Emotional Intelligence and Self-Awareness
The programme also introduced participants to the significance of emotional intelligence in the
workplace. The sessions highlighted the importance of understanding one's own emotions and

responding appropriately to the emotions of others.

Participants were encouraged to develop greater awareness of their emotional responses,
particularly in situations involving pressure, disagreement, criticism, or challenging
interpersonal interactions. The resource persons explained how self-awareness, emotional
regulation, empathy, and appropriate responses can contribute to healthier professional

relationships.

The discussions also emphasized the value of empathy and mutual understanding while dealing

with colleagues and other stakeholders.

Stress Management and Positive Coping Practices

The resource persons addressed the challenges associated with workplace stress and
highlighted the importance of adopting healthy coping mechanisms. Participants were
sensitized to the effects that prolonged stress can have on professional performance,

interpersonal relationships, and overall well-being.

The session encouraged participants to:
e Recognize common sources of workplace stress
e Develop healthy coping mechanisms

e Maintain emotional balance during demanding situations




e Avoid negative reactions under pressure

e Develop a positive approach towards workplace challenges

e The importance of maintaining a healthy balance between professional responsibilities
and personal well-being was also emphasized.

e Teamwork and Collaborative Workplace Practices

The programme highlighted the importance of teamwork and collaboration in achieving
institutional goals. Participants were encouraged to recognize that effective institutional

functioning depends on cooperation and coordination among different individuals and teams.

Participants were encouraged to develop a collaborative mindset and contribute towards

creating a positive workplace culture.

Conflict Resolution and Managing Difficult Situations
Another significant area of discussion was conflict resolution. The resource persons explained
that disagreements and differences of opinion can occur in any workplace, but they need to be

handled constructively and professionally.

Through practical examples and interactive discussions, participants were encouraged to
approach workplace conflicts with patience, maturity, empathy, and a solution-oriented

mindset.

Positive Behavioural Practices in the Workplace
The programme further emphasized the importance of developing positive behavioural
practices in the workplace. The resource persons highlighted that every employee contributes

to the institutional environment through their daily behaviour and interactions.

The discussions reinforced the idea that a positive workplace culture is built through consistent

professional and ethical behaviour at the individual level.

Interactive Participation and Engagement

The programme was highly interactive, with participants actively engaging in discussions and
sharing their experiences related to workplace situations. The resource persons used practical
examples to connect the concepts of ethics, professionalism, communication, emotional

intelligence, and conflict management with everyday workplace experiences.

Participants were encouraged to reflect on their own professional practices and identify ways

in which communication, emotional awareness, teamwork, and ethical behaviour could be




strengthened. The interactive nature of the sessions enabled participants to clarify their doubts

and gain a better understanding of appropriate responses to challenging workplace situations.

The discussions also helped participants appreciate the importance of mutual respect,
accountability, empathy, and responsible behaviour while interacting with faculty, students,

colleagues, and other stakeholders.

Outcomes of the Programme
The Two-Day Capacity Building Programme contributed to enhancing the professional and
interpersonal competencies of the participating non-teaching staff. At the end of the

programme, participants gained greater awareness of:

The programme encouraged participants to apply these principles in their routine professional
responsibilities and contribute towards a respectful, ethical, collaborative, and positive

workplace environment.
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Conclusion

The Two-Day Capacity Building Programme on “Professional Conduct and Ethical

Standards in the Workplace” was successfully conducted by the Academic Staff College in
association with the Value Education Cell, KLEF, from 01-05-2026 to 02-05-2026. With the

participation of around 190 non-teaching staff members, the programme provided a valuable

platform for enhancing professional awareness, ethical understanding, interpersonal skills, and

positive behavioural practices.

Dr. Radhika Rani Chintala

Principal-Academic Staff College

PRINCIPAL ™
ACADEMIC STAFF COLLEGE
Koneru Lakshmaiah Education Foundation
(Deemed to be University)
Greern Fields, VADDESWARAM-522 307
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