ID PLAN Data Entry Verification Procedures

Purpose of the Document

This document presents the procedures for verifying data entry and monitoring staff
development records in the ID PLAN system used by Ban Khai Technical College. The
system supports institutional monitoring of professional development activities and staff
competency improvement.
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1. College Homepage Overview
The left-hand sidebar provides access to detailed information. The homepage displays the

college's general information.
« The left sidebar menu allows users to view detailed information for each section.
« The homepage shows an overview of the college's data, including a QR code linking
to the IDPlan v.2023 contact page.
« Note: Only the school administrator or one authorized staff member per institution
needs to log in to the system.
+  The school code (5 digits) is required for the administrator to log in. Example: 62056.

The homepage dashboard displays:
+  Personnel information summary: showing the number of personnel (e.g., 107 persons,
with 70 completing the plan)
« Assessment data by personnel
«+ Training institution statistics (pie chart showing percentage distribution)
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2. Basic School Information
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This section displays the fundamental details of the educational institution, including:
« School Code: 1321056101
» School Type: Vocational College (Technical College)
+ School Name: Ban Khai Technical College
e Province: Rayong
« External Contact Number: 038017942
« Address: 11 Moo 11, Ban Khai Sub-district, Ban Khai District, Rayong 21120

School administrator information includes position, first name, last name, and number of

authorized signatories.
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3. School Director / Administrator Information
This section displays the list of school administrators with the following details:
« Personnel ID number
« Title, first name, and last name
« Position: Deputy Director of Academic Affairs
« Data status indicators (shown in color-coded icons): Editable status, Printable status,

and Action buttons

Example records show two administrators (ID: 2567 and 2568) in the Deputy Director of

Academic Affairs role.
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4. Personnel Data

»

Personnel data is sourced directly from the HRVEC system. The page shows:
+  Option to view personnel by examination group (ID PLAN group) or all personnel

« Search functionality for finding specific personnel

Each personnel record displays:
« Sequence number
« Personnel ID (13-digit national ID)
« Title, first name, and last name
«  Position (e.g., Teacher)
+ Subject area
«  Subject group
+  Sync status with HRVEC system (shown as a checkmark icon)

» Individual record status
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5. Transaction / Report Monitoring
The transaction monitoring section shows the status of Individual Development Plan (ID
PLAN) submissions for the current fiscal year (e.g., FY 2569).
Summary statistics displayed:
« Total number of personnel: 70
« Personnel currently editing plans: 3
« Personnel who have submitted plans: 66
« Personnel who have not yet started: 0

» Cancelled entries: 1

Each personnel entry shows:
» Fiscal year
« Personnel ID
 Full name
« Step 1: Plan submission status
« Step 2: Self-assessment plan status

» Step 3: Self-evaluation status
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6. Approving Individual Development Plans
The plan approval section allows administrators to review and approve plans submitted by
personnel.
Key features:
« Select the fiscal year (e.g., 2568)
« Toggle between 'Pending Approval' and 'Approved' views

« Option to approve individual plans for each staff member

The personnel list shows:
« Fiscal year
« Personnel ID
« Full name
« Average score for Plan 1 (development needs assessment)
« Average score for Plan 2 (self-assessment)
« Development level (shown as a colored indicator)

« Detail view link
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7. Individual Development Plan — Detailed View

Clicking on an individual from the approval list opens the full Individual Development Plan
(ID PLAN) for that person. Example: Ms. Suriya Sanit, Teacher, Ban Khai Technical College,
Rayong Vocational Education.
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7.1 Personal Information Section
« Full name, position, subject area, academic date, academic level
+ Academic qualification (e.g., Bachelor's degree)

« School name, province
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7.2 Training Activity History (Section 7, scored 1-10)
Lists training activities completed, including:
« Using digital tools to support student learning management
« Using Canva for classroom activities
« Active Learning and collaborative learning strategies
« Programs on curriculum, learning standards, and assessment
« Seminar on preparing teachers for 21st-century learning
+ Date ranges for each activity (e.g., 20 Jan 2567 — 21 Jan 2567)
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7.3 Self-Assessment Section (Part 2)

Self-evaluation of competency across five main areas:



Standard 1: Classroom Management Competency

« 1.1 Ability to use the Thai language, local dialect, or indigenous languages

+ 1.2 Ability to use digital technology for classroom instruction

« 1.3 Ability to create a learning atmosphere

« 1.4 Using IT and digital tools for learning management (10 sub-items)

« 1.5 Teaching methods
Standard 2: Learner Development Competency

« 2.1 Participation in learner development activities alongside subject teaching
Standard 3: Academic and Educational Innovation Competency

3.1 Ability to apply knowledge to improve learning management processes and methods
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7.4 Individual Development Plan Summary (Part 3)
Summarizes self-assessment scores across five main development areas:
« 3.1.1 Classroom management skills
« 3.1.2 Use of digital technology in education
« 3.1.3 Fostering a learning atmosphere
« 3.1.4 Learner development skills
« 3.1.5 Teaching methods
« 3.2 Ability to participate in learner development alongside career guidance
« 3.3 Ability to support student learning through academic supervision, guidance, and

consultation

A radar/spider chart is displayed showing the balance of scores across development

dimensions.
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7.5 Development Activity Plan (Part 4)

Section 4.1 - External development activities (sent by the institution):
+  Course title and training type (e.g., Online Training)
+ Funding source (government budget)

« Date of participation and certificate/QR code

Example courses:
« Course 1: Development of learning management skills using Active Learning and
collaborative strategies — Online Training, 1-9 May 2568
« Course 2: Promoting Active Learning strategies for classroom instruction — Online
Training, 3-13 May 2568
« Course 3: Administration of learning management using Active Learning — Online
Training, 24 Apr-13 Jun 2568

Section 4.2 - Self-initiated development activities:

« Course title



« Training type and date

«  Supporting documents

Self-evaluation notes include:
« 1. Strengths and weaknesses in classroom management
« 2. lssues in managing student behaviour
« 2.1 Strengths and weaknesses (student perspective)
« 2.2 Challenges and areas needing improvement

Procedure

8. ID PLAN Data Verification Process
To verify the data entry for ID PLAN, follow these steps:
1. Go to the Print Reports menu.
2. Click on 'Personnel Development Results for the Institution' — for example, fiscal
year 2568.
3. The second sub-menu shows: 'Summary of Self-Development Results at the
Institutional Level'.
The fourth menu shows: 'Individual Development Plan Data'.
The fifth menu shows: 'Summary of Development Needs at the Institutional Level'.

The sixth menu shows: 'Courses Requested for Institutional Support'.

N ok

The seventh menu shows: 'Summary Report of Problems, Obstacles, and

Recommendations at the Institutional Level'.
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The ID PLAN system enables the college to systematically monitor staff development

activities, approve individual development plans, and generate institutional reports. These
functions support institutional quality assurance and continuous professional development

of academic staff.

In addition, lecturers’ teaching workload, teaching plans, classroom research, and annual
performance reports are publicly available through individual lecturer websites. These
websites serve as supplementary platforms for reporting academic activities and teaching

responsibilities.



