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Preface

The 11" National Economic and Social Development Plan has placed an emphasis on
the production and development of manpower as “human capital” and “a manpower
resource” for promoting the economic and social security of the country sustainably during
the time of rapid economic, social and technological changes under the current of
globalization. The National Education Act B.E. 2542 (1999) has focused on educational
reform in both areas of administration and instruction to facilitate learners to learn from real
work situations. The learning reform has also been carried out to meet the requirements of the
labor market and industrial sectors. The Office of the Vocational Education (OVEC) has then
offered Dual Vocational Education (DVE) as an occupational education management which
is based on agreements between vocational colleges or institutes and workplaces, state
enterprises or government agencies in managing curriculum, learning & teaching, and
assessment. With the DVE, learners spend time to study in vocational colleges or institutes,
and to practice in workplaces, state enterprises or government agencies for the benefit of
manpower production and development.

Regarding the development of educational standards and quality, the modes of
learning and teaching, especially for DVE management, should be diversified and with
involvement of workplaces. DVE management must utilize a process that provides learners
with an opportunity to learn from real work situations, and to develop their capacities for
competitiveness in both areas of production and service of the country. The Dual Vocational
Education Center (DVEC), OVEC, therefore produced “Guidelines for the Management of
Dual Vocational Education”, both in Thai and English versions, to facilitate the colleges and
workplaces with guidelines for the standard management of dual vocational education and for
the development of dual vocational education for excellence.

Dual Vocational Education Center

July 2013

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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[ Management of Dual Vocational Education ]

Office of the Vocational Education Commission (OVEC) has provided
vocational education according to the National Education Act B.E. 2542 (1999) and the
Vocational Education Act B.E. 2551 (2008) with details as follows.

National Education Act B.E. 2542

Section 20 Vocational Education and Training shall be provided in educational
institutions belonging to the government or the private sector, workplaces, or those organized
through co-operation of educational institutions and workplaces, in accordance with the
Vocational Education Act and relevant laws.

Vocational Education Act B.E. 2551

Section 8 Vocational education and training shall be provided in different forms of
study as follows.

(1) Formal Education refers to the vocational education which emphasizes the
education mainly provided in vocational institutions by determining objectives, methods of
study, curriculum, duration, and assessment with the conditions to complete the program.

(2) Informal Education refers to the vocational education which is flexible in
determining objectives, methods of study, curriculum, duration, and assessment with the
conditions to complete the program. The contents and curriculum must be appropriate and
relevant to the problems and needs of each group of people.

(3) Dual Vocational Education refers to the vocational education which is based on
agreements between vocational colleges or institutes and workplaces, state enterprises or
government agencies in managing curriculum, learning & teaching, and assessment. The
learners spend time to study in vocational colleges or institutes, and to practice in workplaces,
state enterprises or government agencies.

For the benefit of manpower production and development, vocational colleges or
institutes are able to offer education according to the first paragraph in combined forms of
study. However, vocational colleges or institutes must place an emphasis on the dual
vocational education.

Section 9 Vocational education and training under Section 6, Section 7 and Section 8
shall be provided according to the curriculum determined by the Vocational Education
Commission as follows.

(1) Certificate of Vocational Education

(2) Diploma of Vocational Education

(3) Bachelor Degree in Technology

The Vocational Education Commission may determine curriculum for providing
knowledge or skills for careers or further study. The curriculum might be organized as
projects or for specific target groups.

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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Section 51 Dual vocational education, which is built on the cooperation between
vocational colleges or institutes and workplaces, follows the agreements made between
vocational colleges or institutes and the workplaces.

Section 52 Workplaces, professional associations, or other organizations that
cooperate in vocational education and on-the-job training may gain the following incentives
and benefits.

(1) Academic and resource supports appropriate to particular cases; and

(2) Show appreciation to the workplaces, professional associations, or other
organizations that cooperate in vocational education and on-the-job training.

Definition of Terms

Workplaces refer to companies, partnerships, shops, state enterprises, and
government and private agencies, both within the country and overseas, which cooperate with
vocational colleges or institutes to organize dual vocational education.

Training Coordinators refer to those who are assigned to coordinate with colleges
about the dual vocational education and to be responsible for training of learners in the
workplaces

Trainers refer to those who teach and train learners in the workplaces.

Supervising Teachers refer to teachers of colleges/institutes who provide supervision
about on-the-job training of learners in the workplaces.

On-the-Job Training refers to learning, training and practice in the workplaces.

Memorandum of Understanding (MOU) refers to a document which one party
indicates an intention to do any practice/action and upon conditions appearing in the
document with another party. This document is not considered as a committed contract, but
shows the particular needs of persons who signed to follow the specified statements.

Guidelines for the Management of Dual Vocational Education



I Workplaces '
| MutuaIAgreementl

Dual Vocational Education (DVE)

Dual Vocational Education refers to the vocational education which is based on
agreements between vocational colleges or institutes and workplaces in the matters of:

Curriculum
Learning & teaching
On-the-job training
Assessment

The learners spend time:
to study in vocational colleges or
institutes, and
to practice in workplaces.

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 3
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[Development of DVE ]

Development Vocational education has been organized through the cooperation
between colleges and workplaces since 1984. Its development and changes have been made
upon contexts which are divided into 3 phases as follows:

1. Dual System Project from 1984-1994,

2. Dual Vocational System from 1995-2007,

3. Dual Vocational Education from 2008 up to present

e Phase 1 Dual System Project from 1984-1994

Objectives: To train skilled workers qualified to meet the requirements of workplaces;
and to save the Government’s budget

In 1984, The Department of Vocational Education (DOVE), Ministry of Education,
obtained academic assistance from the German Government to start a systemic dual system.
Siam Cement Group (SCG) Company Limited offered its own Siam Cement School to
DOVE to establish Thaluang Cementhaianusorn Technical College. The college was used as
a model college in order to try out the dual system. This operation gained academic support
from the German Government.

In 1989, the Ministry of Education provided an approval to try out a specialist
program in the area of Industrial Maintenance under the assistance of GTZ (Deutsche
Gesellschaft Fuer Teche Zusammenarbeit) in Germany concerning system management and
training model.

In 1981, the dual system was implemented in three more colleges. They were Minburi
Technical College, Samut Songkhram Technical College and Rayong Technical College.

In 1982, the title “Dual System” was changed to “Dual Vocational Training”
(DVT).

After the Certificates of Specialist were granted, graduates were able to work in
workplaces. Most of graduates received salaries higher than those with Certificate of
Vocational Education. If they furthered their studies in Diploma of Vocational Education,
they had to enroll in more courses to complete the program according to the structure of
Certificate of Vocational Education at that time.

e Phase 2 Dual Vocational System from 1995-2007

The German Government provided assistance emphasizing public relations as well as
making on understanding about the development of teachers, instructors, trainers in
workplaces, and experts.

In 1985, DOVE developed the curriculum for Certificate of Vocational Education
B.E. 2538. The curriculum was approved by the Ministry of Education to implement in
colleges from 1985 onward. Regarding the curriculum, it offered a variety of learning and
teaching modes such as normal system, dual vocational system, credit accumulation/transfer
(recognition of prior learning) and distance system.

Due to the implementation of the National Education Act B.E.2542 (1999) Section
20, vocational education and training has been organized in both public and private colleges
and schools, in workplaces, or through cooperation between colleges and workshops
following the law of vocational education and other relevant laws.

Guidelines for the Management of Dual Vocational Education



The Office of the Vocational Education then developed its curriculum for the
Certificate of Vocational Education B.E. 2545 (Revised in B.E. 2546) and the Diploma of
Vocational Education B.E. 2546 regarding the National Education Act B.E. 2542.

The management of education according to curriculum for the Certificate of
Vocational Education B.E. 2545 (Revised in B.E. 2546) and the Diploma of Vocational
Education B.E. 2546 has been operated through the cooperation with the workplaces
emphasizing actual practices by bringing vocational courses to be trained in workplaces not
less than 1 semester. This model has been implemented in order to promote the learners real
knowledge and skills from on-the-job training. The colleges can design learning plans by
bringing vocational courses or work with workplaces to integrate the vocational courses to be
trained in the workplaces into two models as follows.

1. Half program training: (in the curriculum, it is not called dual system, but it is
called half program training). The colleges bring courses in the vocational course group to be
trained in the workplaces continuously with the duration of training at least half time of the
whole program.

2. One semester training: The courses under the vocational course group are brought
to be trained in the workplaces for at least one semester.

e Phase 3 Dual Vocational Education from 2008 up to present

According to the Vocational Education Act B.E. 2551 (2008) Section 8, vocational
education and training can be organized in three modes of learning as follows.

1) Formal education,

2) Informal education

3) Dual Vocational Education refers to the vocational education which is based on
agreements between vocational colleges or institutes and workplaces, state enterprises or
government agencies in managing curriculum, learning & teaching, and assessment. The
learners spend time to study in vocational colleges or institutes, and to practice in workplaces,
state enterprises or government agencies.

For the best benefit to produce and develop the manpower, the vocational education
and training can be arranged together in the form of combined modes. However, it must
implement the dual education as its focus.

Major Components of DVE

Regarding the management of DVE, six major components are involved. They are:

1. MOU (Memorandum of Understanding) between OVEC, institutes, colleges, and
workplaces,

2. Vocational Training Contracts between workplaces and learners,

3. Vocational Training Plans in the workplaces during the period of training indicated in
the learning plans across the programs,

4. Assessment of vocational training standards according to the agreements and the

vocational training plans designed together between the workplaces and colleges or

institutes,

Certificates of work experience at the end of training issued by the workplaces, and

6. Certificate of completion of dual vocational education co-signed by two parties
namely the workplaces and colleges/institutes.

X

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 5



To Start DVE

The Dual Vocational Education is the vocational education which is based on
cooperation and readiness of two parties: workplaces and colleges.

DVE can be initiated by any party, and will start by contacting those involved
agencies of each party and the presentation of their background information.

Starting Point

~

J

mm—————— T Y= T
v v
Workplaces Colleges/Institute
Contact colleges to inform
- Requirements/Needs
- Cert. Voc. Ed./Dip. Voc.
(0 Business owners Ed./Bachelor Level - Directors
o Managers - ipemahzfatlonk | - Deputy I')lrecto?s for
e Personnel Department | ~ ature of workplaces Academic Affairs
e Training Department - Heads of Department
e Resource Development - Head of Dual Vocational
Department Propose the Workplaces Education Section
- Guidelines for the management of _ : :
\ DVE Deputy DlrecFors for Planning
- Anticipated outcomes for all and Cooperation
parties ) - Persons assigned by the
- Cert. Voc. Ed./Dip. Voc. ot
Ed/Bachelor Lovel colleges/institutes
- Specialization
- Readiness of Colleges

Interested to provide the dual vocational education together /‘
At present, the management of DVE of the Office of the Vocational Education

Commission covers the cooperative agreements both within the country and overseas through
five models as follows.

e The Management of DVE with workplaces within the country
Model A The model refers to the full management of DVE (100%) within the area with
workplaces in the location of colleges. Every learner of all programs of study has on-the-job
training in workplaces.
Model B The model refers to the full management of DVE (100%) outside the area with no
workplaces in the location of colleges. Every learner of all programs of study has on-the-job
training in workplaces. However, the accommodations must be organized for learners and be
close to the workplaces under the monitoring of teachers.
Model C The model refers to the management of DVE in some programs.
Model D The model refers to the management of DVE for staff of the workplaces.

e The Management of DVE with workplaces overseas
Model E The model refers to the management of DVE with workshops overseas.

6 Guidelines for the Management of Dual Vocational Education



Management of DVE with Workplaces within the Country

Model A, B, C and D

Model A
The model refers to the full management of DVE (100%) within the area. This
means the management of DVE with workplaces in the location of colleges. Every learner of
all programs of study has on-the-job training in workplaces.

Model B
The model refers to the full management of DVE (100%) outside the area.
This means the management of DVE with no workplaces in the location of colleges. Every
learner of all programs of study has on-the-job training in workplaces. However, the
accommodations must be organized for learners and be close to the workplaces under the
monitoring of teachers.

Model C
The model refers to the management of DVE in some programs.

Model D
The model refers to the management of DVE for staff of the workplaces.

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 7




Steps for Operations of DVE Management
between Colleges/Institutes and Workplaces within the Country

Model A, B, C and D

College/Institute —>

Readiness Surveys

MOU Signing

| Public Relations and Learner Guidance '

Learning Plans across the Program
Learning Plans/Training Plans

Learner Selection

Training Contact Signing

Ve

Learner Orientation/Parent Meeting

Instruction/Training Management

Instruction/Training Supervision

Course/Training Assessment

Completion of Education I

Ll

Follow up of Graduates

Operation Summary and Annual Report i

- Workplace




E Readiness Surveys ﬂ

College/Institute } - .[ Readiness for DVE Management ] e - - Workplace

/Survey the information of workplaces and colleges/institutes
e In the country
e Overseas
from different levels of government, ministry, Office of the
Vocational Education Commission, international
organizations, colleges, and persons

/e  Personnel \

- Supervising teachers of the colleges
- Trainers of the workplaces
- Learners

e  Budget for operations

e  Materials, equipment, machines, offices and operation rooms

e  Management such as learning plans, on-the-job training plans,
etc.

If the surveys find that the workplaces for cooperation lack
readiness in any areas, they have to prepare their readiness
before signing MOU.

LU RO UR U T U U ———
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l MOU Signing I
College/Institute I ---> Prepare the MOU o '

/ . .

1 The worl‘(mg group arranges meeting toggther
1 to consider the operational and cooperation

1 framework (duration/on-the-job training,

'\ expenditures, and personnel)

| The working group drafts MOU and proposes |
| those authorized persons of both sides to I
I\ consider in detail. |

Prepare a signing ceremony
- Schedule, venue, invitation letters, MOU

| i
: I
1 - The authorized persons to sign and witness of
: both sides |
' ,

- Honorable guests
N e e e e e e e e e e e e e _

A e == - ~

: Report of the results :

N oo o o e e o o o e e e e e e me Em Em Em Em o = - 7
p o mm mm Em Em Em ED ED ED ED ED EmD Em EE EE ED S BN SR ER Em Em Em Em Em Em S S e e -~ \
1 1
I Record data into website of cooperation database at http://boc.vec.go.th 1
: of Bureau of Cooperation and http://d-vec.com of DVEC 1
I
1 1
\ /




I Public Relations anw
' College/Institute } -- >[ Public relations and learner guidance for - Workplace
DVE

- Production of materials for public relations, for
example, brochures, posters, banners, radio/
television spots, CD, websites, etc.

I
|
|
1
|
|
\

1
1
I
|
|
1
I
|
|

e e - o o=

Guidance for DVE to target groups, for example,
- Networking schools
- Involved people such as learners,
guardians, people in community,
personnel, etc.

e o o o o - -




Learning Plan/Traini

Design learning plans across the program

’ College/Institute | —ee >

~
N

A

Design semester learning plans '

Joint operation of both sides
¢ Inform to make understanding about
- Curriculum structures and principles for curriculum
implementation
- Relevant regulations about, for example, assessment,
supervision, etc.
Determine the durations of learning/training
e Operate under the agreement framework of both sides

g
g

V4

Design the training '

I
|
1
|
|
|
1
|
|
|
1
|




| Learner Selectioi -
College/Institute |~ = ->| Learner selection " --- “ Workplace I

— e R R e e R R M e e e e e e e ey

. . . \
Joint operation of both sides

- Make a plan for student intake

- Arrange meetings together to determine steps,
method of application, method of selection such as
written exam, interview, practical exam, etc.

- Follow the operational plan

- Announce the selection results and the date of
registration

e o o o ey
e o o o o

o e e e e M e e M M e M Mmm M e e e M e

| Prepare on-the-job trainii“

Prepare on-the-job training contract

® On-the-job training contract between

- Workplaces with learners and guardians

- College/institute as coordinators and to sign as witness

® On-the-job training contract should include the following matters:

- Duration of on-the-job training
Rules and regulations for training
Weekly days off
Fringe benefits such as allowances, accommodation, clothes,
etc.

- Conditions to terminate the training contract

\
1
1
|
|
|
1
|
|
|
1




Learner Orientation

Parent Meeting

Inform those concerned with information such as: \
College/institute and workplace regulations
Guidelines for learning & teaching in college and training in
the workplace
Responsible persons who look after the learners
Learner handbook
Code of conduct for DVE learners

o - o o - -




[ Instruction/Training Management }

Instruction/Training

Management L ____ Workplace

College/Institute } —— el

s

® Arrange meeting to inform and to make understanding with
teachers and personnel of the college about
- Regulations and principles for curriculum implementation
and guidelines for DVE management

- Instruction and on-the-job training, and learning schedule

® Determine duties for teachers and personnel in DVE
- Supervising teachers
- Trainers
- Training Coordinators

e Organize trainings/seminars for teachers, supervising teachers
and trainers

e Arrange learning & teaching according to the learning plan and

training according to the training plan

®  Organize trainings and seminars for DVE students such as
- Orientation about the workplaces
- Readiness preparation before training
- Meeting/Seminars during the period of training
- Presentation of on-the-job training results

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 15




| Instruction/ Trainini m

N e Instruction supervision '
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
|

\ - Report the supervision results

- Appoint a committee for instruction
supervision

- Supervise the instruction

- Report the supervision results

® Training supervision

- Determine criteria for supervision
and follow-up of the training

- Assign supervising teachers

- Design supervision plans

o o

- Check the training log books

~




[ Course/Training Assessment ]

College/Institute J~ -> Course/Training Assessment “-- Workplace

J
- [ )

Training Assessment
Course Assessment

[ Skill Standard Assessment ]

7 ~ -, ~

* Ministry of Education Regulation for § /" ® Ministry of Education Regulation for

Assessment according to the curriculum of

. ) . Assessment according to the curriculum of
Certificate of Vocational Education,

. ‘ ) Certificate of Vocational Education,
Diploma of Vocational Education, and

Diploma of Vocational Education, and
Bachelor Degree

Bachelor Degree
e Course assessment according to the
criteria and steps for operations of
college/institute
1. Assessors

® Assessment of training courses

- Assessors are trainers/heads/those
who are assigned

- Course teachers - Summarize the scores and follow the

operational steps of the college/
institute

2. Summarize the results and follow the
operational steps of the college/
institute

e Vocational standard assessment

Assess after enrolling all courses
according to the curriculum structure

I

I

I

I

I

I

I

I

I

I

I

I

I

I

I

I e Skill standard assessment

: Two times of skill standard assessment
I - Interim assessment

1 - Final assessment

I Assessors are the committee of skill
: standard assessment together not less
I than 7 persons comprising

I - Co-committee of workplaces

I - Co-committee of college

! Assessment tools

: - Training log book

I - Assessment form of the workplace
I - Assessment form of the college

I Bring the assessment results to issue
: DVE certificates

I

I

I

|

o o e e e e e e e e M e R M e e e R e e e -
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Completion of Education j

College/Institut | __, |  Completion of Education __ Workplace
- Documents

Certificate/Diploma of Work Experience
Certificate

Vocational Education ]
Bachelor Degree DVE Certificates

Qualified Vocational
Standard Certificate

/ 1. Certificate of Vocational Education, Diploma of Vocational \
I Education, and Bachelor Degree

I refers to the documents issued by the college according to the

: assessment regulations when completing the education

I 2. Work Experience Certificate

: refers to the documents issued by the workshop to indicate that
I the learners participated in training and passed the DVE

I training according to the program of study

: 3. Certificate to certify DVE
I

I

I

I

I

I

I

\

-

refers to the documents co-signed by the college and the
workshop to certify that the learners passed the learning and
vocational training, and completed the education according to
the DVE

4. Qualified Vocational Standard Certificate

[ J U SUC R U USSR U U U U ——

/ The arrangement of activities to promote the motivation for achievement
under cooperation
Management of DVE
- Ceremony of certificate/plaque presentation to the workplaces

- Ceremony of certificate to certify on-the-job training in the
workplaces/work experience certificate

for the Ma




[ Follow up of Graduates ]

’ College/Institute I- --»> Follow up of Graduates --5 Workplace

e Satisfaction surveys of stakeholders
- Section heads in the workplace
- Graduates and guardians
- Teachers of college of reception

| Operation Summari ani M
’ College/Institute I -- -»l Operation Summary and Annual Report 'o - { Workplace 3

/

L S ——

® Summarize the results of the operation

evaluate the operation
® Bring the results to improve, develop and manage the operations

|
I
I
1 ® Report the results to administrators and involved people to
I
I
|

[




Management of DVE with Workplaces Overseas

Model E Management of dual vocational education overseas




Steps for Operations of DVE Management
between Colleges/Institutes and Workplaces Overseas

Model E

l College/Institute |—>
External Relations Operation ':

g ot

Readiness Surveys
g

MOU Signing
L 1
Public Relations and Guidance
| |

Learning Plans across the Program
Learning Plans/Training Plans

S L
Learner Selection
| |

Training Contract
||
Learner Orientation/Guardian Meeting
|

Mentor Selection '

Instruction Assessment '

Instruction Supervision '
Course Assessment .

Teacher and learner preparation to go overseas

Overseas training

Overseas training supervision

Overseas training assessment

Completion of Education

| |
Follow up with the Graduates

Summary of operations and annual report

--.  Workplace J

College/Institute |~~~




External Relation Operation

College/Institute

/
/

A committee is appointed with the following duties:

External Relations Operation

—_—— - - - -

Steering Committee provides consultation on overseas DVE.

Curriculum Committee prepares on-the-job training plan,
consider the skills the students will obtain, organize training of
language used for communication at work or in everyday life.

Overseas coordination committee prepares MOU, arranges
meetings between agencies, sends students and looks after
students while they are overseas.

Student selection committee considers the qualifications and

selects students according to the conditions agreed upon

together.

Teacher selection committee selects teachers who are training

coordinators/translate language/translate lessons

Financial Committee proposes budgets for the whole process for

on-the-job training.

Project Evaluation Committee assesses skill training of students
and evaluates the cooperation of the parties. The operations of
colleges/ institutes on document production need to coordinate
with the external relations unit.

—— -

22  Guidelines for the Management of Dual Vocational Education
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College/Institute

Mentor Selection I
_____ .,‘ Mentor Selection ' e p—— ‘ Workplace I

o —

/A committee is appointed with the following duties:

Determine the qualifications of the mentors

Determine the process and method of selection

Proceed with the selection of mentors

Conclude the results and announce the results of mentor
selection

Complete other items concerned with the process




Preparation of Teachers and Learners to Go Overseas

Preparation of Teachers and Learners to Go
Overseas

l College/Institute |~ --o ---

/ Preparation of Teachers and Learners

1
1
I
1
1
1
I
1
1
1
I
I
\

® Prepare physical and mental readiness
e Communicate via the language and information about the country for
training

e Study on-the-job training overseas

® Procure traveling documents, passport, visa and follow the requirements of
the country for training (medical examination for prohibited diseases
according to the regulations of the country for training, criminal file
examination, military service exemptions)

[ YR U U ————
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Form for the DVE Readiness Surveys of Colleges

COLLEEE.........ooeeeeee ettt et e e e e st e ettt e ettt e e st e e entteeeatteeenbeeeenbeeeeanteeennreas
Address No................. Street.....ceeveeniennenne Sub-District........cccceerieennennne District.....oeeveeiieiiiieenns
Province........ccceveveeevienieenieeieeen, Postal Code........ccccouennenn. Telephone..........ccoeveeiienieiciienns
FaX. oo, E-Mail..ooi e
TYPE OF COMIREE............eoieeeeieeee et ettt e et e ettt e et e e ebteeeabteesnbeeesnseeas

Type of Management Pleasev'in the right box. (can check more than one model)
[IModel A  Dual Vocational Education Management: full options in college’s area
[OModel B Dual Vocational Education Management: full options out of college’s arca
[IModel C  Dual Vocational Education Management in some programs
[OModel D  Dual Vocational Education Management for workplace’s staff
[IModel E = Dual Vocational Education Management outside Thailand
The details of College Readiness: Pleasev'in the box which matches your college.
L11. The administrator has a DVE policy which is promoted and supported.
02. The teachers understand Dual Vocational Education Management.
013. The college has a head of Dual Vocational Education to take care of Dual Vocational
Education management
[14.The college has sufficient and appropriate personnel of Dual Vocational Education.
005.The college is able to sign a contract for DVE with a workplace.
06.The program is able to operate with the workplace to survey the information needed to
make a learning and training plan.
017. The college can train supervisors and trainers in workplaces about training assessments.
018. The college can organize teachers to follow up and control the project in the workplace.
[19.The college can facilitate and co-operate in giving the information about learning and
activities with the workplace.
[110.The college organizes the graduation ceremony and training certificate for students and
an award presentation ceremony for the workplace.
[111.There are workplaces ready to join the project.
L112.There is a network of Dual Vocational Education Management.

The Programs ready for Dual Vocational Education

Level /Number
No. Program | Certificate | Number | Diploma | Number | Degree | Number | Remarks

Total
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Calendar for DVE Operations

Semester 1/.......

Date Details Place Responsible Person
Oct.-Mar. | - Consult with the workplace about the Dual - College - Head. of Program
Vocational Education System - Workplace - Head. of DVE
(In case of new workplaces/new programs) - Other agencies
Jan.-Mar. | - Consult with the workplace about the number of | - College - Head. of Program
students in academic year........................ - Head. of DVE
Feb. - Provide guidance to the target students - College - Head. Program
- target schools - Head. of DVE
- local media - Head. of Guidance
- Workplace
Mar. - Open for students to apply for Dual Vocational - College - College
Education - Workplace - Workplace
Mar. - Meet with students and parents and discuss the - College - Head. of Program
workplace’s information in order to make a - Head. of DVE
decision about the students’ training -Workplace
(in case of more than one workplace)
Apr. - Written test - College -Head. of Program
-Interview DVE students - Head. of DVE
- Workplace
May - Students enroll in DVE Programs - College -Head. of Registrar
May - Consult with the workplace about all of the - College - Head. of Program
students’ expenses - Head. of DVE
(in case that the workplace provides scholarships) - Workplace
May - Sign the training contract - College - Head. of Program
- Collect students’ background - Head. of DVE
- Workplace
- Parents
May - Consult with workplaces to confirm the number | -College - Head. of Program
of students in each program - Head. of DVE
May - Appoint staff to arrange an orientation - College - Head. of Program
- Arrange students orientation with workplaces - Workplace - Head. of DVE
- Send students to the workplaces
Jun. - Appoint staff for supervision - College - Head. of DVE
Jun—Jul. | - Conclude information of DVE students in - College - Head. of DVE
academic year.......................
Jul.-Aug. | - Continue co-operation with the workplace - College - Head. of DVE
Jul.-Aug. | - Manage mobile supervision for students’ training | - Workplace - Head. of DVE
(by administrative team) - College Administrators
Aug. - Follow up and assess the training - College - Head. of Program
- Supervising Teacher
Remarks 1.College is able to add or delete any steps upon the situations.

2. For Interim and Final Assessments
- Certificate Level — They are arranged in semesters 3 and 6.
- Diploma Level — They are arranged in semesters 2 and 4.
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Subject: Appointment Committee of Dual Vocational Education
(Program.......cccceeveevcieeeniieeiee e, )
Academic Year................

Office of Vocational Educational Commission has cooperated with private sectors in
learning management to make students have knowledge and ability to suit labor market, and students

will get income during studying. ........ccccccovviiiriiieenns College organized the DVE system
with............. Company to promote learning in DVE system in certificate in...........cccceevueenenne. in
Academic Year......cc.cceecueeuennne

To make the cooperate the DVE and ........................ Company smooth, good response for
local labor market and to be reached the objectives, Office of Vocational Educational Commission
appointed the following committees to perform on the duty in...............coc...... program :

1. Workplace Advisors (Department which has DVE)

| SRS Manager of.................... Chairman

L2 s e e Committee

L3 s e Committee

L s et Committee and secretary
LS e Commiittee and assistance secretary

2.1 Director of.........cccevenneee. Chairman

2.2 Deputy Director of............ Committee

2.3 e Deputy Director of............ Committee

2.4 Deputy Director of............ Committee

2.5 Academic Deputy Director of....Committee and secretary
2.6 e Head of DTV..... Committee and assistance secretary

Responsibility: Support, guide, advice, mange the planning between the academic institute
and workplace and facilitate the learning management committee until to be successful.
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3. Learning Management Committee

3l A — Academic Affairs Deputy Director of....Chairman
B R Head of Curriculum..................... Committee
e ST OO i Head of Evaluation...................... Committee
34 Head of Finance..........cccccueene. Committee
3.5 Head of Registration .................. Committee
3.6 Head of Information.............. Committee
3.7 e Head of Guidance.................. Committee
3.8 Head of Department.................. Committee
3.9 Head of DVE.........cccceee. Committee and secretary
300 i Assistance of Head of DVE Committee and assistance secretary

Responsibility: Follow the plan in lesson plans, project, student timetable, action plan,
student record, learning record, transcript and others and then report to Office of Vocational
Education Commission under Ministry of education

We hope every committee will effectively perform with each ability and to be successful in
Dual Vocational Education.

Director of .cceeeeeeeeeeeieeiean.
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Form for DVE Readiness Survey of Workplaces

Name of the Workplace................coooiiiiiiiniiiie

Address: No................ ROAA....cc e e e
Sub-DiStrict......ccccevvverienieeiennenne. DISEIICT. ettt
Province.........coceeeeveeeeieeeeiee e Postal Code................ Telephone........ccccovveeenveenenn.
FaX. .o E-Mail......oiiiiie e
TYPE OF BUSIIESS.......coniiiiiiiiiiieeee et et e e et e e e e e e e e et aeeeesnsaeeeeennaeeas
INATUEE OF WOTK. ..ottt et
Business Size O Small U Medium U Large

Details of past co-operation with DVE U Never U Yes (identify)......... year

Level of students Q Certificate U Diploma O Bachelor Degree
Pro@ram..............ccoooiiiiiiiiii e No. of students.......................

Please tick v* in the box O which matches the workplace’s features

1. Ready to sign MOU with the college for learning management

. Has a business which matches and is appropriate for the cooperative program

. Has materials, tools and machines that are suitable for on-the-job training

. Has personnel to be the trainers and mentors

. Is able to cooperate with the college in making plans until the students graduate
. Is able to cooperate with standard tests with the college

. Is able to send personnel to attend meetings, training and seminars with the college
. Is able to issue the company’s certificate of DVE completion

. Will allow the college to visit the workplace to survey the nature of work

10. Can communicate conveniently

o000 000o
O 0 UL AW

Students’ welfares

30

U Transportation W Accommodation

U Uniform

Q Allowance....................... Baht /day and................ Baht/month
U Tuition Fee (per semester)...................... Baht

0 Others (Identify)........ccovevvieieiiieiiiicieeeeeee e,
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Survey Form for the Nature of Work of Workplaces

This is for the training of Dual Vocational Education students in

Program...........cccoevvvvenciiieniienen, Specialization..........cccceeevevieenciieecieeenneen. Level......oovenneenee.
Academic Year.......coocoevveviienireenenne. Duration of Training/ No. of weeks........c.cccceevveenenee.
Workplace’s NamMe.......c.oeeviiiiiiiieciie e Address: No.......cccoeeeneee.
Road/Street........cccoevveviieiienennne Sub-District.......c.ccoceevuennnnne. DIStriCt. oo
Province........cccevvuveevennenns Postal Code .................. Telephone..........ccuu....... FaX...oooooovveenenn.
EMATl AQATESS. . .eeneiiiiieiieeieee ettt ettt ettt

Directions Please tick v'the Quantity which matches the nature of work of the workplace.

No Nature of Work/Competency Quantity of Work
) (Use VQ for consideration) High Medium Low None
1
2
3
4
5
6
7
8
9
10
SUGGESTIOMS. ........eiiiieiiiiiie ettt e e ettt e e et e e e eb e e e e e abteeeesstaeeeeanssaeeeasssaeeeanssneeeannsseeesennsseeeeennsees
SINALUTE....ooviiiiieiieeiee e
(eemeeemre ettt e )
POSTHON. ....eeeiiiieiiiieee e
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List of Workplaces and Training Courses

Instruction The department collects and summarizes the information from the nature of work
surveys of the workplaces.

L. WOTKPIacCe s NMAME .....vtiti ittt et et e e e
Address NO................ Road/Street......ccovveveevenienciienne, Sub-district ............ccoennen.
District .......cooiiiiiiiin. Province............cooooeennn. Postal...........cooooiiiiiiii
Code....coovvvvnvinninnnn. Telephone................ Fax ... E-mail...............
Coordinator’s Name..........co.eoeveineennnnn.. PoSItion........cooevviiiiiiii

To be able to be trained in the following courses:
1.1 Course Code............couvennne. Course Title..................... Credit................ (.....)
1.2 Course Code...........cceennenne. Course Title....................... Credit................ (.....)
1.3 Course Code.........ccoennnnne. Course Title....................... Credit................ (.....)
1.4 Course Code.........cceceennenne. Course Title..................c.. Credit................ (.....)
1.5 Course Code.........ccevnvnnnnn. Course Title....................... Credit................ (.....)

2. WOTKPIaCe S NMAMIE ....eett ittt e et et e e
Address NO................ Road/Street......ccoeveveeerieieienne, Sub-district ............coeene.n.
District .....ooiiiiiiiint. Province.................ol Postal
Code......ooeennenn. Telephone................... Fax ................ E-mail...........................
Coordinator’s Name............ocoevviiiiiiinienninnn... Position...........cooiiiiiiii

To be able to be trained in the following courses:
2.1 Course Code..........ccceennenne. Course Title....................... Credit................ (.....)
2.2 Course Code.........ccvvvnvennnnn Course Title....................... Credit................ (.....)
2.3 Course Code.........ccevvnvnnnnn Course Title....................... Credit................ (.....)
2.4 Course Code.........ccevvnvennnn. Course Title...................... Credit................ (.....)
2.5 Course Code.........ccevvuvnnnnn Course Title..................... Credit................ (.....)

R T 00 0 14 0] B e S 4 o
Address No................ Road/Street........coovvveevieeeciieeieeee, Sub-district ....................l.
District .......cooeiiininn.. Province........................ Postal
Code...oovvvvvviiiiiiiininn, Telephone................ Fax ... E-mail.....................
Coordinator’s Name............coooviiiiiiiiniannien... Position............cooiiiiiiii

To be able to be trained in the following courses:
3.1 Course Code..........covvvvennne. Course Title....................... Credit................ (.....)
3.2 Course Code.........cvvnvnnnns Course Title....................... Credit................ (.....)
3.3 Course Code.........ccovvvvennnnn Course Title....................... Credit................ (.....)
3.4 Course Code...........eeevvennnnn Course Title....................... Credit................ (.....)
3.5 Course Code............couvnnnnes Course Title....................... Credit................ (.....)
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Regional Vocational Education Institute

No.......... oveernans College......cccvevuveeveennnns

Attachment: Reply form to Join Dual Vocational Education System ......... Copy/Copies

.......................................... College arranges learning systems for both Certificate and
Diploma of Vocational Education levels in normal and dual vocational education systems and we get
good cooperation from a number of workplaces. In this academic year, we are open to offer the dual

vocational education system in ........................ Program for........................ll level.

The students will have to be trained in a workplace for..................... semesters starting in
semester................ academic year............ to semester............ academic  year...........c.......
(Month.........ccccueeeee. to month..........ccccceeeneee. ).

.......................................... College would like to invite your....................... to join our

Dual Vocational Education in order to develop student to have a high-quality in their career. We
would be grateful if you can join with us.
We look forward to hearing from you soon.

Yours Respectively,

Director of.......ccoooieviiiiieieeiie College

Academic Affairs /DVE Section
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Form for the Summary of Surveys

The List of Workplaces with Intention to Join Dual Vocational Education Programs

Department.....................
Academic Year...........

No.

Name of Workplace / Location

Level

Learning

Certificate Type*

(Number)

Diploma
(Number)

34

*Learning Type means

1) Study at college 1 semester and training 1 semester
2) Study at college in the first year and training in the second year

3) Others upon agreements
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Sample
Memorandum of Understanding in Academic Affairs
For the Management of Vocational Education

Workplace

Logo

Between
................................... College and .........ccceevvvviiniiinniiniennene... Company
This MOU is made between:
................. College by ................ce........ the director of .................. College
Sy L P 15T N | hereby
called college as one party and ............................ Company by ..............eene. position

...................................................................................................... situated  at
.................................................................................................... hereby in this
MOU called workplace as another party.

........................ College is under the jurisdiction of the Office of the Vocational
Education Commission, Ministry of Education, and has mutual intention to manage vocational
education and training to produce personnel at skilled, technician and technologist levels by
emphasizing the provision of knowledge, skills and real experience from the workplaces.

Both parties has agreed to do a memorandum of understanding in academic affairs by
organizing learning and teaching according to the curriculum of the Certificate of Vocational
Education and the Diploma of Vocational Education in ................. Program and
................. Program. Students will be provided with on-the-job training in the workplaces and
promoted to develop knowledge from real experience with details of agreement as follows.

1. Objective

To coordinate the cooperation on the management of vocational education by co-management
of learning and teaching to students in .................... program and ............ program to produce
manpower in relation to the National Education Act, government policy, and the needs of the
workplaces.

2. Venue of operation

The agency that looks after both parties
3. Responsibilities of each party

3.1 Responsibilities of the College

3.1.1 Assign teachers and students to attend the lecture on knowledge about new
techniques and send the students to have on-the-job training according to the program

3.1.2 Appoint teachers to coordinate with the workplaces to be in a working group
under the cooperative project and together to develop curriculum and update the learning and
teaching materials relevant to academic and technological changes, and present the progress of
operations to the administrators

3.1.3 Appoint supervising teachers to supervise DVE students according to the
program and rules & regulations of the workplaces and the colleges at least 1 time a month and
assess their on-the-job training
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3.1.4 Together propose and suggest the operations, attend the meetings, plans, and
organize systems, disciplines and other activities depending upon the mutual assistance and supports
of both parties for efficient manpower development, and to achieve the objectives of the MOU

3.2 Responsibilities of the Workplace

3.2.1 Provide academic support by assigning personnel/staff with knowledge and
ability together with the colleges to support and develop curriculum and learning & teaching
materials in ............... Program and ..................... Program up-to-date relevant to academic
and technological changes

3.2.2 Appoint the training coordinators and/or trainers to coach and provide advice to
students according to the program and periodically present the progress of operations to the
administrators

3.2.3 Assess on-the-job training of students according to the programs

3.2.4 Issue certificates of work experience to students who pass the criteria according
to the program

3.2.5 Provide an allowance and fringe benefits upon the agreement

3.2.6 Attend the meetings, make plans, and organize systems, disciplines and other
activities depending upon the mutual assistance and support of both parties for efficient manpower
development, and to achieve the objectives of the MOU

3.2.7 Invite experts to lecture to provide knowledge and understanding, and to
facilitate study visits about techniques and methods, support the venues for training and practices of
teachers and students in agencies under the colleges
4. Duration of the Cooperation

This MOU will become effective from the date of its signature from both parties

5. Changes and Termination of the MOU
If any party or both parties desire to amend the details in this MOU, that party has to inform

the other party. When both parties consider and agree with the amendment, the additional MOU will
be made in written form and become effective from the date of its signature by both parties

In case one party or both parties desire to terminate the MOU, that party has to inform the
other party in written form not less than 60 (sixty) days in advance

6. Desires and Intentions of Both Parties
To indicate the desires and intentions of both parties in operations according to this MOU,

both parties agree to co-signon ...... ... at o College
................................... College N ©11) 1111 7:) 134
P ) (e )
Directorof ..................... College Managerof .............coeiiiiin.n
................................. Witness eererenieiieneeee ... Witness
P ) (R o s e ek Lo T T )
Deputy Director Of .....oooeiiii i e
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List of Trainers in the Workplace

College

Instruction: Please fill all details in this form for the college to correctly compete the List of
Trainers in the Workplace.

Name — Surname
POSItIOM. ..o it
Company’s name
Address

O Maintenance O Electronics O Construction
O Production Technology [ Industrial Technology O Marine Machinery Technology

O Business Computer [ Hospitality and Tourism [ Others

Thank you very much for your cooperation
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.................................................... College

Plan for Diploma Level 2003

Begin
End

Semester
Semester 2/2014

1/2013

Program: Machinery

Specialization: Automative Technology

© General Course 2. Vocational Course
B
ol — : ~e
2 2 E E o e S
& 2| & RS g 2 © =
= 55| =g| & 8= < 2 = 0 &
s 2 133 < O O e . —
= g o & S - =
= @) S o > = = = - o 2 =
2} g = U S s |5 = —
-2 9 B < = Q © S g Kol - gﬁ = =
= 5| 28| 2y 83| 22| & | &% "
S mg|>38 | A5 |0&|xng ~ <X
— 3 N O — O N o o = 0 =
— M =) S Y) ol O o> ol o =
Curriculum 13 11 15 26 18 4 6 93
Program| 13 11 15 26 18 4 6 93

This is correct according to the learning plan and curriculum structure.

(cererneiniiiiiiiiiiiiiiiieieieeieen )
Head of Program
(cereeneniniiniiiiiieiiniiieiieeieeeececnnn )
Head of Curriculum Development
(cereeneiieiiniiiiiieiiiiiiietieieeiecan )
Ass.of Academics
(Cemiamiam e eense e smone aueEaa e )
(o Y. . . . . NG . o5
Director.......cccceeveennnne.

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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Training Plan Design College and Workplace
Procedures
There are steps as follows
e The company determine required competency
e The company and the college determine which subjects related to the competency
required together
e The company and the college determine the training semester
e The coordinator and the trainer perform as follows:
To study the competency of on-the-job training determine by the company
To make the on-the-job training plan
To train students according to the plan
To evaluate the students in training

Participants of the on-the-job training works
1. Coordinator/ Project students means the company’s personnel who can solve
problems understand the difference of human, guide good advice for students. Their
responsibilities are as the follows:
1.1 To facilitate students in grouping and working with the company’s
staff.
1.2 To coordinate with the college
1.3 To follow and enquire students work regularly
1.4 To collect the evaluation of the students’ work and report the
assessment to the college
2. Trainer means company’s personal or the experienced officers of the offices
who work with the students
2.1 to manage the training schedule for students
2.2 To pass on knowledge and teach the students
2.3 To evaluate the students according to the objectives
3. Teacher means the teacher in the college who are responsible for supervising
students
4. Supervising students’ means to take care, advice follow the operation, solve
problems for students during the training

On the job Training Plan

There are 2 types to on-the-job training plan:

All semester training plan has the following details about on-the-job-training:
Name of Institute and number of students

Duration (From date - date)

Complete in desirable competency

Training Plan per Unit has the following details about on-the-job training
Content

Preparation in the following: daily schedule, materials, tools, equipment, media on
job training and on-the-job-training

e Mention assessment criteria

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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Guideline for Training Plan
1. Study the determined competency
Select the work involved the determined competency
Analyze work (analyze the man and small work, and learning duration)
Determine the objectives of small work
Make the criteria of the assessments recording to the objectives

O Bl

The Guideline for the training Plan

-
Study the determined by the company ]
S | |
P
Select the work which concerns the competency ]
(.
( T 7

Analyze work Main work

JL

(" N \ 4

\ Training Objectives ) Sn@

A 4

Make the criteria of the assessment )
\ J Duration

Details you should know in Writing a Training Plan
1. Academic levels (Certificate and Diploma) and programs
Number of students in each program
Training duration (numbers of semesters, weeks, days per week)
Desirable competency
Assessment
5.1 There are 3 aspects:
5.1.1 Knowledge
5.1.2 Skill
5.1.3 Behavior
5.2 The proportion each aspect
- Knowledge 30 points  Skill 50 points Behavior 20 points
- Knowledge 30 points  Skill 60 points Behavior 10 points
- Knowledge 20 points  Skill 60 points Behavior 20 points
- Knowledge 10 points  Skill 70 points Behavior 20 points

Al ol

Sample of evaluation proportionof training
1. Participators
Workplace
College

46 Guidelines for the Management of Dual Vocational Education



2. The proportion of evaluation
e Company 70 points

Trainer evaluates Competency = 50 points

Trainer evaluates Behavior = 10 points

Trainer evaluates Small Report = 10 points

e (ollege 20 points

Teacher evaluates:

1. Summary Report = 20 points
(There is a small Report in each unit as appendix)

2. Presentation = 10 points

How to write a Small Report
e As students have summarized their works in each unit, students have to
write a Small Report to present their teachers.
e These are samples of Small Report (can be adjusted by teacher committee
of teachers and trainees)

1. The name of the workplace

2. The knowledge from training (complete contents)
3. The benefits from training

4. Suggestions

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 47
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Sample of required Competency

Background
1. Diploma of Vocational Education Program: Electricity
2. Diploma of Vocational Education Program: Mechanics
3. Number of Students 12 students
4. Training Duration 1 semester @ 18 weeks @ 4 days

Competency: These are sample of the competency required by the company:

Switchgear
C1 Maintenance the electrical instruments of MV Switchgear

C2 Maintenance the electrical instruments of ACB (LV Switchgear)

Motor
C3 Maintenance the electrical instruments of MV Motor
C4 Maintenance the electrical instruments of LV Motor

Control System
C9 Knowledge in maintenancing the electrical instrument of DCS
C10 Knowledge in maintenancing the electrical instrument of PLC

Instrument
C11 Knowledge in maintenancing the electrical instrument
C12 Be skillful in electrical instruments of measurement and testing

Guidelines for the Management of Dual Vocational Education



Analyzing Form CompPany........ccoceeeccccccsserecsssssssecssssssssscsssssssssscse se

Dual Vocational Education Student at

College Academic Year...................

Level..iieieeieeeeeieeee, Program..........ccccoevieiiiiiiieeiiciece e

No | Competency Department Main work Duration
Total (training time) (.................. week)

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 49



Analyzing Form Company
Dual Vocational Education Student at

College Academic Year...

| DENTE s M crerersverersversasver. . RPN Program............oooooiioeeee
No | Competency | Department | Main work Sub work Teacher Duration
Total (training time) (.................. week)

50
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Analyzed Form Company

Dual Vocational Education Student at........................ College Academic Year...
I L s e Bt s Program..........ooccoeooeeeoeeees s .
Main work..................... Sub work............... Teacher........... Duration................
No | Objective | Competency | Topic Teaching Media | Duration | Assessment
Methodology
B |P |A
Total (training time) (.................. week)

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 51
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Sample

Interview Questions to Select Students for Dual Vocational Education
Program: Business Retailer

Characteristics
1. cheerful 4. responds promptly
2. tidy 5. active
3. speaks with a clear accent
Family Background
1. What is your goal in life?
2. Who do you love most and who has the most influence on you?
3. How many brothers and sisters do you have? What do they do?
4. When you have problems, who do you talk with?

A N R

(If it is not a family member, ask who is the first one in the family)
What is your hobby?

Do you exercise and what is your favorite sport?

What was the most impressive period of your life?

Do you have any responsibility in helping with your family expenses?
Who will be responsible for you while you are in the program?

Education and Activities

1.

[98)

What activities did you do in your college? What was your responsibility in the
activity?

Would you change your program if you were allowed to?

Were you ever punished during your study?

Did you get a scholarship? If yes, where was it from?

Attitude and Emotion Control

1.

A i

What do you think you are like and what do your friends think about you?
How many close friends do you have?

When was your last quarrel?

What do you do when you get angry?

If your friend had a different opinion from you, what would you do?

Do you think you have the ability to be a salesman?

Appropriate Job / Salesman Abilities

1.

© N LA LN

What extra activities did you do in the college?

What kind of job do you like and dislike and why

What kind of job are you good at/not good at?

Do you like service work or meeting people?

In a team, are you a leader or a follower?

What do you think about being a salesman representative?
What are the characteristics of a salesman?

What kind of work do you want to do?
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Sample
Interview Schedule

Content Time (estimate)
1. Introduce herself/himself 1 minute
2. Interview 7 minutes
3. Answer questions 2 minutes
Total 10 minutes




Sample

Consideration of the Candidate’s Characteristics

Title Contents for Consideration
Characteristics Walks smartly, active, cheerful, tidy, clear voice, responds
promptly and answers clearly
Family Background Family relationship with other family members, family’s

warmth, financial status, candidate’s expenses (privacy and
food), no inferiority complex, the ability to solve problems
and who is responsible while the student is studying?

Educational and
College Activity

Shows willingness to learn, accepts responsibility, learns
from their mistake, takes a chance to learn, can evaluate
situations and develop themselves

Attitude and Emotion

patience, self-control, positive thinking, can talk about their
feelings

Appropriateness for a
salesman position

Listens attentively, polite, easy going, adjusts with the
environment, understands feelings in all situations? /
experiences

Attitude toward Home
Mart

Views with salesman’s work, the shopping atmosphere and
the system

Readiness to join the
project

Has a customer-service mind, focuses on working after

graduation, wants to work while studying, no further studying

immediately after graduation, whether has problems in
working in other areas, can earn his/her life on their own.

Communication /
Message
communication

Has strong communications and verbal interpersonal skills,
expresses ideas with excellent analytical skills, has
comprehensive listening skills and answers questions clearly

9. Resourcefulness

Is clever and resourceful, has good judgment and discretion.

10. Ethics

Responsible for his/her work, honest, kind, unselfish and
patient
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Sample

Form for Rating Interview Questions
Candidate’s NAIC............cocoiiiiiiiiiiiiii et

Rating Scale Remarks
Title

1 2 3 4 5

1. Characteristics

2. Family Background

3. Educational and College Activity

4. Attitude and Emotion

5. Appropriateness for the salesman position
6

7

8

9

. Attitude toward Home Mart
Readiness to join the project
Communication / Message communication
Resourcefulness (decision making/
problem analysis /problem-solving skills)
10. Ethics and teamwork

Total

Rating Scale
1. = much less than requirement
= less than requirement
= fit requirement
= higher than requirement

A

= much higher than requirement

Suggestions
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Memorandum

Subject: Requesting permission to propose rules and regulations for the consideration of
Students for training............cccceeevveeneneen.

Dear Director..........coooveviii. ..

The Dual Vocational Education section has been assigned by the college to
propose rules and regulations for the consideration of students for training. These rules and
regulations will start from semester of academic year as follows:

1. The qualifications required of students for training in workplaces.

2. The guidelines for considering the qualifications required of students for
training in workplaces.

3. The trainee rules and regulations for the students during training in

workplaces.

4. Selecting the appropriate punishment for the rule violations committed by the
students or deciding to allow students to change their workplace.

The Dual Vocational Education section attached the following 4 documents
which include 6 pages of detail.

Your respectively

Head of Dual Vocational Education section
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LOGO

The qualifications required of students for training in workplaces. .

The Vocational Certificate and Diploma students selected must have the following

qualifications:

1. The students must be registered as students.

2. The students must have accident insurance.

3. The students must have the G.P.A of 2.00 or higher.

4. The students must have passed the Fundamental subjects and Specialized Vocational
Courses.

5. The students must have passed the Activities Course.

6. The students must have good behavior, be responsible, and have good ethics and
punctuality.
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LOGO

The guidelines for considering the qualifications required of students for training in
workplaces.

The Vocational Certificate and Diploma students selected must have the following
qualifications:

1. Students must be registered in the required subjects otherwise they will not be
allowed to study in the workplaces.

2. Students must have accident insurance otherwise they will not be allowed to study in
the workplaces.

3. The students must have a G.P.A of 2.00 or higher.

3.1 If the students with a G.P.A lower than 2.00 but not be lower than 1.5 for
Certificate students, not lower than 1.75 for certificate 2 students and not lower than 2.00 for
certificate 3 students qualification no.5 must be considered.

3.2 If the students have a GPA lower than the average learning outcome, for
Diploma students that is not lower than 1.75 for Diploma 1 and not lower than 2.00 for
Diploma 2, then qualification no.5 must be considered.

3.3 If the students have a GPA lower than the average learning outcome for
both Certificate and Diploma students they will not be allowed to learn at the Workplaces.

4. The students must have passed the Fundamental Subjects and Specialized Vocational
Courses. If the students have not passed these courses then qualification no.5 must be
considered.

5. The students must have good behavior and not have dropped out due to punishment.
They must not be a disgrace but have good ethics and punctuality. The students must pass
through their advisor, Head of the department, Head of Dual Vocational Education section and
The Deputy Director. The marks given on the form for selecting the qualifications required of
the students for Training in Workplaces should not be lower than 5 marks otherwise the
students will not be allow to study at the workplaces.

6. The students must have passed the Activities Course otherwise the students will not
be allowed to learn at the workplaces.

7. The students must have passed the orientation before attending the training in the
workplace otherwise the students will not be allowed to study at the workplaces.

(ooveeeeeeseeeeseeeeeeses s seee e )
(e )
et ———E )
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The qualifications required of students for training in workplaces

The Vocational Certificate and Diploma students selected must have the following

qualifications:
1. The students must be registered as students.
2. The students must have accident insurance.
3. The students must have the G.P.A of 2.00 or higher.
4. The students must have passed the Fundamental subjects and Specialized

Vocational Courses.

9]

The students must have passed the Activities Course.
The students must have good behavior, be responsible, have good ethics and

o

punctuality
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Selecting the appropriate punishment for the rule violations committed by the students or
deciding to allow students to change their workplace.

1. In case of violations committed by the students and the students are not permitted to
continue the training in their workplace.

If there were violations committed by the students and they were sent back from their
workplace, the Dual vocational section has to set up a committee to determine the facts. The
committee should include the mentor, the advisor, the head of the department, the head of the
Dual Vocational Education section and the Deputy Director. The students should not be
permitted to continue training for 1 week. If the students are found to have violated rules
action will be taken as follows:

1.1 The students who do not follow the behavior as agreed upon in the contract with
the workplace will not be permitted to continue the training for 1 semester.

1.2 The students who do not follow the rules and regulations of the workplace, will
not be permitted to continue the training for 1 semester.

1.3 The students who commit a violation of adultery, theft , quarrelling or drugs,
both in the college or at the workplace, the students will not be permitted to continue the
training.

1.4 The students who are not willing to work with full capacity , not sacrifice
themselves or are not obedient and respectful of the trainer will not be permitted to continue
the training for 1 semester.

1.5 The students who do not show goodwill and maintain the good reputation of the
workplace will not be permitted to continue the training for 1 semester.

1.6 The students who do not have good rapport or willingness to work as a team or
with the college will not be permitted to continue the training for 1 semester.

1.7 The students who have health problems or serious accidents and have to take
leave for a long period of time will not be permitted to continue the training for 1 semester or
until they recover.

2. In case of rule violations committed by students and they need to change their workplace
during the semester.

If there are rule violations committed by students and they need to change their
workplace during the semester, they should use the following rules:
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2.1 The students must submit the form to change the workplace and then wait for the
results from the investigating committee. In the meantime the students should continue at the
existing workplace.

2.2 The Dual Vocational Education section will set up a committee to investigate
the facts from their advisor. The committee includes the mentor, the advisor, the head of the
department, the head of the Dual Vocational Education section and the deputy director of
academics.

2.3 The committee considered that amzassumsnogan Invudmun

2.3.1 If the students request to change their workplace and the Dual
Vocational Education section accepts the request they will continue the procedures
immediately.

2.3.2 If the students request to change their workplace is necessary but the
Dual Vocational Education section denies the request, they will postpone the request for 1
term but will let the students change their workplace in the next semester.

2.3.3 If the students request to change their workplace is unnecessary, the
Dual Vocational Education section will deny the request immediately and will not let the
students change their workplace as requested.
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List of Workplaces and Training Courses

Instruction The department collects and summarizes the information from the nature of
work surveys of the workplaces.

L. WOrKplace’ s NAME .....o.uiieie e et e
Address No............. Road/Street........cocevvenieneniineennne Sub-district ...........ccccoeenenn.
District .....oooviiiiiiinn. Province..................... Postal Code........................
Telephone................ Fax ....ooooovviiiiin, E-mail...........oooi
Coordinator’s Name...........c..cooeeieinennn.. Position.........cooooiiiiiiii

To be able to be trained in the following courses:
1.1 Course Code................... Course Title.................... Credit................ (....)
1.2 Course Code................... Course Title.................... Credit................ (....)
1.3 Course Code................... Course Title.................... Credit................ (.....)
1.4 Course Code................... Course Title.................... Credit................ (.....)
1.5 Course Code................... Course Title.................... Credit................ (.....)

2. WOrKPlace’ s MAIMIE . ....uintit ittt et e,
Address No............. Road/Street.........coovvvveeveeecieeennen. Sub-district ....................L.
District .......ooeiiiiinnnan. Province..................o.. Postal Code.....................
Telephone................ Fax ..o, E-mail..................

Coordinator’s Name...........c.cooeviveennnnn... Position.........cooiiiiiiii i
To be able to be trained in the following courses:

2.1 Course Code................... Course Title.................... Credit................ (.....)

2.2 Course Code................... Course Title.................... Credit................ (.....)

2.3 Course Code................... Course Title.................... Credit................ (.....)

2.4 Course Code................... Course Title.................... Credit................ (.....)

2.5 Course Code................... Course Title.................... Credit................ (...0)

3. WOrKpPIlace S NAMIE .....utiit it et e e
Address No............. Road/Street........cccovveeiiiiiiiniinns Sub-district ..........ocoeieiiil
District .......oooeinii Province..................... Postal Code.............coeeininnnn.
Telephone................... Fax ..........ooool. E-mail............ooo
Coordinator’s Name..............cooeeiueenennn.. Position.........cooiiiiiiiii

To be able to be trained in the following courses:
3.1 Course Code................ Course Title..................... Credit................ ()
3.2 Course Code................ Course Title.................... Credit................ (.....)
3.3 Course Code................ Course Title....................... Credit................ (.....)
3.4 Course Code................ Course Title.....................e. Credit................ (.....)
3.5 Course Code................ Course Title..................... Credit................ (.....)

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 73



Request form for Training in the Workplaces

AQAIESS.....eeneiierieee e
Date......... Month..........ccoc.ce.. Year...........
Subject: Request for Training in the Workplaces
Dear Director Of.......cccovuieiiiieiiiieneeeceecee e

I IMI/MISS.coniiiiieiieiieiesiet e student code no.........c..ccueenee.
level of study ( ) certificate ( ) diploma year.......group....... section........ department.............
Cumulative grade average............. would like to request training in the............... semester
until....... semester. From date......month......year until date......month.......year......

1. Name of the workplace the student contacted ................c.ocooeiiiiiiin.
name and position of the person contacted.............ccooeveviiiiienieninnn. address.......cccoeeeeunne
house no....... street................ district.......cccoveenneen. subdistrict..........cccue.e..... province...............
Postal code no........ccceeevveennennnee. telephone no........

2. Name of the workplace the college contacted .............cccuenee. name and position of
the person in contact..........ccceeeveerieeniienieeneeeneene, address.......ccccovennnnne house no............
SEIEEL..eeeieeiieiie e dIStICE .o SUbdiStrict.......ceevveeviienieiieenee,
PIrOVINCE.....ccvvveeerennnee. postal code no..........cceeevveeneen. telephone no........ yours respectfully,

Signature.......ooevviiii
(creereeree e et ) Student’s name
Parent’s OPINION. .....couviiiiiiiitiiit ettt ettt ettt b ettt e st et e e
SIGNATUTE....eeeiiieeeiiieciee e
(eemreee e e )
Advisor’s opinion <O agree O certified the workplace
SINALUTE....cvviiiiiieieeieieeee e
(eemreemeenre et )
Head of the department’s opinion < agree < certified the workplace
SIZNALUTE....cvviiiiiieiieice et
(eemeereeee et )

Head of the DVE section’s opinion O agree < certified the workplace
SINAUTE....cviiiiiiiiiieicececeeeee e
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DVE Student‘s curriculum vitae

Height ................ cm. weight ............... kg.
Nationality........c...c....... TaCEC..ccveeerennne religion...............
Health problems.............cccueeneee.
Drug allergies..........ccccceueeenee. blood group...................
Telephone N0........cceeecveerieeciieieeieee e,
2 5 (0] 14 S 101 4 FO SRS
3. Present address........ccveeeeieeeciiieeiieecee e
Name of bestfriend...........cccoceeniennen AAAIESS. ..o
4. Father‘s name...........cccceeuveennee. ALC.ererrrens year........oouue.n.
Occupation..........cceeeveerveeieenieenieennen.
Mother’s name.........c.ccecereeneennene AZC.evereereninens year.............
OCCUPALION. ...eeieiiieeiiieeiiee et et e e ee e e seeeeeaaeeeereeas
AdAress OF PATENLS. ....ccuviieiieeeiieeeiie et eeee ettt et e e eeesebe e e taeeeaaeeenaeeeseeeennes
5. Guardian’s NAME  ..oceeviiriiiieeeeeeeeeeee relation...............
AGATESS. ..t ettt
Telephone no..............cooveiiinil.
6. Cumulative grade average..........ccovveevveeieevieeereeesreeeeeree e
7. Special abilities  T.icociiiiiiieiiie e e s

Telephone no.........cccccevveeneennne
9. NAME OF AAVISOT..cceiiiiiiiiiiiei e,
NAME OF MNENLOT....eeeeiiiiiiiiieeeeeeeeeeeeeeeeeeeee e
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DRAW A MAP FROM THE COLLEGE TO THE WORKPLACE
Map with details of main road, soi and distance.

Name of the workplace........cc.cceeverceveicicscnnccnnnnees

House no................... MOO....cerueeneenn. SOLuuvieureriresirerieeee e 10Ad. o
DiStrict.....ccoveevereeiennens SUDAISEIICE...c.eeeiiiieieciciccc PIOVINCE....cveeueirieieeienieens
Telephone No........ccceeeeveeeceeeeneenne. nearby place..........oooviiiiiii

Name of students for training

L SECHIOM...eeeueieeeeiieeeiee e etee e eree e L2 SRR
2 SECLIOM. c.eeeeieeetieiee et e et eeve e e eaeeeeeeas Vel ....coueereenen.
3 SECLIOM. c.eeeeieeirieiie et eiee et eveeaeeeeaeeneeas Vel ...covererennen.
4. ]<To1 1) s TP (L:) SR
o T C]<To1 10 ) 1 WSS Yeal....cueeerrennne
6. SECHIOM. e eeueieeeeiiee e e eeeeetee e e eree s YeaAl...ueeeerennne
T SECLIOM. .eeeeieeiiieiie ettt ettt et Vel ..ccoueeerennen.
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PARENTAL PERMISSION FORM

Subject: Request permission for Training in the Workplaces
Dear Director Of.......ccccovieiiiiieiieieeeeteeeee e

I MI/MISS.ciiiiiiiieieeciieeieete ettt , identity = card
NO.....ovnenn CONLACT AAATESS. ....eeeeeeiieie ettt ettt ettt eneeas
Relationship........ccccoceeeviieniieiiieniieinen, With M /MiSS....oviiiiiiiiiic e
year............ section.. ..is under my responsibility, give permission
for the student to be tra1ned on the dates t1me and place the college mentioned.
In case Mr./Miss.. ..experiences an accident or any other

injury due to the tra1n1ng, although 1ntent1onally or un1ntent1onally, by the equipment or the
surroundings in the workplace, that is both inside or outside the workplace, I hereby state that I
will not file a complaint on the basis of the provisions of the law.
I agree to indemnify in case Mr./Miss.................. causes damage to property arbitrarily
during the training that is both of the workplace and the college

Incase Mr./Miss.. ...violates the rules and regulations
of the workplace or the college wh1ch is cons1dered a serious offense I hereby give permission
to the college to drop the name of Mr./Miss...........ccooiiiiiiiiniinn.... from the college
students list without any complaints.

Signature.........ccceeveeeeiieniieienieeeee parent/guardian
Signature........ooovviiii e, witness
SINAtUre. ....ovineiii i witness
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Dear Sir, the Personnel Manager......................ocoeiviin.
Attachment 1. Students’ name list ................. year............ copies

2. Letter of reply from the workplace................ copies

Asthe.....ooooiiiiii college has agreed to signed an MOU

with your company to arrange for the Dual Vocational Education for....................... level
............ section.................Department. ...........................
Inthe ............. semester of ...................... year, there are students who would like to join
the training with your company between date............... until date.....................
The number is ............. as in the attached name list. Please fill in the Letter of Reply from the
workplace form and return it to the college by...................

We hope that you would consider the matter and thank you for giving us the
opportunity.

Yours Sincerely

(ceerrreere e )
Director Of ......ooooiviiiiiieeee e
Name of the workplace................ooviiiiiinien,
AdAIeSS...cevvieieeee e
Date .o
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Dear Sir, the Personnel Manager.....................c.ocovieiini.
Attachment 1. Students’ name list ................. year............ copies

2. Letter of reply from the workplace................ copies

Asthe. ..o college has agreed to signed an MOU

with your company to arrange for the Dual Vocational Education for....................... level
............ section.................Department. .........................LL
Inthe ............. semester of ...................... year, there are students who would like to join
the training with your company between date............... until date.....................
The number is ............. as in the attached name list. Please fill in the Letter of Reply from the
workplace form and return it to the college by...................

We hope that you would consider the matter and thank you for giving us the
opportunity.

Yours Sincerely

(ceeerreere e )
Director Of ......oooeeiiiieiiee e
Name of the workplace.................ooiiiiiiniie,
AdAIeSS....evviecceeeeee e
Date ..o
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Subject: Letter of reply from the workplace.

Dear DIirector of........c.oooiiiiiiiiiiiie e
In the letter of request for support from the college............ dated.........
The college attached the details of the students
for......oo level......c.ooooeiiiiinnn. SECHIOM. .t veeie ettt
department and now ..................... (name of workplace) has considered the matter and
welcome the students into a vocational training educational program on the date set.
Number of students................... Name list as following
Lttt
ettt st
ettt
B
The students should report on date............... month............... year.........

We cannot have students for the vocational training educational program

Please be informed accordingly.

Yours respectfully,
(S1NALULE)...cvvieiieiieeiieeiie et
(ermeere et )
POSItION. ...
Name of COMPANY.....cc.eeriiriiiiiiieiierie e
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Summary form for Information about Acceptance of Students for

Training in Workplace Department.............cccceuuueee.
Semester......... o training from date............... until date..................

1. Name Of WOTKPIACE. .......ciiiiiiiiiieeiie et
address............. moo........... street.......... District............. subdistrict........ccceeveeennnnne
province............. postal code................... telephone no........... fax ...l
E-mail.....cocooiiiiiiiiiiice,

I.1 Name.......oooovevvveennennns class/year/group............... () Accept ( ) notaccept
1.2 Name......ccoeevvreennnenns class/year/group............... () Accept ( ) notaccept
[.3Name.......ccooevevrrennennne. class/year/group............... () Accept () notaccept
L4 Name.......ccoovevreennennne. class/year/group............... () Accept( ) notaccept

2. Name of WOTKPIaCE. .......vieeiiieciii et
Address............. moo........... StIEEL...eevieiiiieeiene District............. subdistrict..................
Province............. postal code................... telephone no........... fax ...l
E-mail.....ccocoooiiiiniiiie,

2.1 Name......ccoovvevevieenneens class/year/group............... () Accept () notaccept
2.2 Name......ccoovveeeuveenneens class/year/group............... () Accept ( ) notaccept
2.3 Name......ccveeveeeeveenneenne class/year/group............... () Accept( )notaccept
2.4 Name.......ccoeeeevveeeneens class/year/group............... () Accept( )notaccept
3. Name of workplace..........cccoevvveevveeeciieereeenee,
Address........... moo........... StIEet. oo district............. subdistrict............cceuee.n.
Province............. postal code................. Telephone no...........ccceeueeen. fax ..o
E-mail.....oocoooiiiiiiie
Information for Acceptance
3.1 Name....ooooveeeeieeeiens class/year/group............... () Accept ( )notaccept
3.2 Name....cooovveeereeenieens class/year/group............... () Accept ( )notaccept
33 Name.....coooeeveeieeennnee, class/year/group............... () Accept( )notaccept
34 Name......ccoooevveeieeennnnne class/year/group............... () Accept( )notaccept
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Contract for DVE Training (1)

At
Date.......... month........... year.......c......
This contract is made at company..........ccceeeevveeerveeeeiveeerveeenne which in this contract is
now called ‘company‘ with another party Mr./Miss ...........cooiviiiiiiiiiiiiiiinnnns.
age......... years old, address no........ moo...Street.........cceueene.e. district..........coooiiin
subdistrict...............province............... postal code...........ooviiiinnn.l
with another party Mr./Miss..........cooiviiiiiiiininin.n. which in the contract is called
student/DVE trainee. Both of the parties had agreed on the following agreements
1. The company agreed to have the students as a trainee in the............ section
..................... department
2. Start the training from date................. until date................ total time.......... days. That

is the student/DVE trainee who works as a sales person and in the office should have 8 working
hours per day with one hour lunch.

3. In case of allowance, the company will pay at the rate of......... baht/day/month. The
trainee will pay his own income tax by which the company will withhold from the allowance
then pass it on to the Revenue Department in accordance with the law.

4. The student must keep confidentiality about the workplace and not use the authority
that may result in the company defamation, and for personal benefit.

5. The Student must attentively learn in the workplace with full capacity. He must obey
the rules and regulations of the company strictly. If the student caused damages to the product
or by any action, defamed the company’s goodwill or the third party both intentionally or
unintentionally, the student must agree to indemnify the real damage for which the company
took responsibility.

This contract, both the parties have read and understood this Agreement in all respects
and then signed as evidence.

SIgnature.......cceeeeveeeecieeeiie e college  Signature...........cccceeevveeviieenneens (company)
(emremrerer et ) (oot )
Director Director

Signature..........cccevevveviienieeneennen. trainee Signature.........ccceeeeeeevienieeniieneen, consenter

(cemeemeeren e ) (vt )

Student father/mother/guardian
Signature.........ccceveeeeieeniieeeen. WItness  SINAatUre.........ccceeveeevieeneeniieeniieeieeneee. witness
(emeemrereee et ) (oot )
Supervisor Head of DVE
[ Mr./Mrs./MisS..........cceen.... father/mother/guardian of
Mr./MrS./MiSS......covuiiiiiiinnannn. The DVE trainee agreed to compensate for the damage
caused by the DVE trainee as mentioned in the agreement.
Signature.......c..ccoceevvereencnnens Father/mother/guardian....
@i .. TR .. )
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Logo of the
workplace

Contract for DVE Training (2)

At
Date.......... month........... year...............
This contract is made at COMPANY........cccveerrveevieriieeiieerieeereene which in this contract is
now called ‘company‘ with another party Mr/MiSS ........ccooiviiiiiiiiiiiiiiiiiiinin..
age......... years old, address no........ 100701 13 4] OO
district............ subdistrict.......... province............... postal code............ooeniinin
with another party Mr./Miss.........coovviiiiiiiiiiiiinnnn. which in the contract is called
student/DVE trainee. Both of the parties had agreed on the following agreements
1. The company agreed to have the students as a trainee in the............ section
..................... department
2. Start the training from date................. until date................ total time.......... days. That

is the student/DVE trainee who works as a sales person and in the office should have 8 working
hours per day with one hour lunch.

3. In case of allowance, the company will pay at the rate of......... baht/day/month. The
trainee will pay his own income tax by which the company will withhold from the allowance
then pass it on to the Revenue Department in accordance with the law.

4. The student must keep confidentiality about the workplace and not use the authority
that may result in the company defamation, and for personal benefit.

5. The Student must attentively learn in the workplace with full capacity. He must obey
the rules and regulations of the company strictly. If the student caused damages to the product
or by any action, defamed the company’s goodwill or the third party both intentionally or
unintentionally, the student must agree to indemnify the real damage for which the company
took responsibility.

This contract, both the parties have read and understood this Agreement in all respects
and then signed as evidence.

SIgnature.......cceeeeveeeecieeeieeeee e, college  Signature...........cccceeevveeviveenneenns (company)
(erreere et ) (eemreen et )
Director Director
Signature.......ccceeeeveeeeiieeeieeeeneenns trainee S1ZNAtUTIC.........eevvveerveeerieeeereeeireeeeenee s consenter
(ermeere e e ) (eeere et )
Student father/mother/guardian
Signature.........cocceeveeriienieeieeeen, Witness S1gNature..........ccoevveerveeniienveeneennnenn witness
(erreere et ) (ereemre et )
Supervisor head of DVE
IMr./Mrs./MisS......covvien ceneannnnn. father/mother/guardian of
IMIE/MIS./VIISS . . et ettt e e e e et e e et

The DVE trainee agreed to compensate for the damage caused by the DVE trainee as
mentioned in the agreement.
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College OTder.........ueieuiieeiiecie e

NO. o [T
Subject: To arrange the DVE Students Orientation Member for certificate and diploma level
for academic year........ [ociiiiiiian.
According to the practical rules of .........cccoevvveiiiinieennnnen. which arranges for the

orientation of DVE students before they start their training in the workplace to prepare them
for real situations, the college will arrange the orientation for the certificate and diploma
students on .......... date........... month........ year........ time............. )

To reach the target efficiently and successfully the member is arranged as follows:

1. Board of member consists of

| PR Director Chairman
L2, Deputy Director of planning member
L3, Deputy Director of development member

R S Deputy Director of academics member and secretary
LS Head of the DVE section member and assistant

secretary Duty - To advise, to consider and to give orders to make the process
completely successful.

2. The Operating members consists of : _ _ _
2.1 The board of Students Orientation Member to prepare orientation documents consists of:

2.1 1, Deputy Director of Academics chairman
2012, Teacher member

213 Teacher member

2014 i, Head of the DVE section member and secretary
215 i, Teacher member and assistant secretary

Duty — Prepare DVE students name list for orientation
- prepare internship documents
- prepare the students for the workplace
- coordinate with the member
2.2 The board of maintenance department — sound arrangement consists of:

221 i Deputy Director of resource management  chairman

222 i Teacher member

223 Teacher member

224 Head of the maintenance department member and secretary
2.2.5 e Teacher member and assistant secretary
Duty — Prepare the meeting room....... sound arrangement, set the visual projector,

decorate the stage, arrange for registration documents, arrange the meeting room and to
cooperate with other parties for the best result.
2.3 The board of registration — documents

20 20 U Deputy Director of academic chairman

2.3.2 e Teacher member

233 e Teacher member

234 e, Head of the DVE section member and secretary
o T T - Teacher member and assistant secretary

Duty —Register by each separate department.
- Prepare the parental permission forms for DVE students
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2.4 DVE Advisor

2L oo00000000a000000000 advisor ........... member
242 . advisor ........... member
2ALE o 0000000000000000 advisor ........... member
244 o advisor ............ member

Duty - Supervise the students during the orientation. Hand out the letter of supervision

and supervise the monitoring plan.
2.5 The board of evaluation consists of

251 e, Deputy Director of planning chairman

252 e, Teacher member

253 e, Teacher member

254 e, Head of research member and secretary
255 e, Teacher member and assistant secretary

Duty — Design the questionnaire, cooperate with the head of the DVE section to
distribute and collect the questionnaire.
-to evaluate and prepare a summery in the form of chapter 5: research.
_The Orientation Member has to give guidance to the DVE students for the successful
operation.

Order at date month year....... .

Director Of.....eeeeeeeeeeeeeeeeeeeenen
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Subject Sending DVE students for training in the workplace

Dear sir,
Attn.: personal manager of ...
Attachment 1. Training timetable......

2. Evaluation forms ......

As your company has been very cooperative and allowed the students to work as
trainees in the DVE project, the college would like to send ................ students for training
this semester, starting from date............... until date.............. according to the timetable
attached.

1. Certificate 2 (starting date.......... May until ...... February ...... ) studying in the
college.............. days and training at the workplace........... days until......

2. Certificate 3 (starting date.......... May until...... February ............... ) studying
in the college.............. days and training at the workplace........... days until .....

Please be informed accordingly and we appreciate your cooperation with the
college.

Yours respectfully,
SECtION...cuvieiieiiieiieiie e
teL it )
1720 S Director of.........................
E-mail: oo
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College....uuuiirnreiesrercssnrcssanscssanssssanssssasssssassssssssssssnnsss

DVE STUDENTS ATTENDENCE FORM IN THE WORKPLACE

NAME OF WORKPLACE...........oooooviiiiiiieeeeeeeeeee,
AQAIESS ... e et eraaaas
Telephone No........ccceeeveeecvieeeciieeeneens faX...oooeeeieenne
Duration of training from date..............c..c......... until date.........ccceeveenieniieeeen.
Name of the Student..........cooovvviiiiiiiiiiiieeeeeeeeeeeeee
Level / department.................. SLOUP NO..vvreiiieniieeereeieeeereann,
date / Start Student Departure Student Supervisor | remarks
month / time signature time signature signature
year
Total days for training in the workplace...........
Day’s sick leave ..... times /................ days
Official leave........ times/........ days

Remarks: DVE students must write down the real starting and departing time.
In case of 3 days of sick leave there should be a medical certificate.
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Subject Staring and Ending Semesters and submission of Learning Results
To The manager of the Personnel Department of..............cccocveevciiieiieieeneenne,

The..oooviii College would like to express our appreciation for
accepting our students into our dual vocational program,
level........coooiiiiil. department........................ Program..........coeeeeveennnnnn.

The college will notify your company regarding
1. The starting and finishing dates for our students........................... semester is

Please try to respond by the date given.

Your Sincerely

DIreCtor OF ..o,

Academic Affairs, Dual Vocational Section
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By order of the College
NO o e —
Subject: Official Assignment for Supervisory Teachers with training in a workplace

To assist student’s practicing in the work place to be efficient and follow the
curriculum of our college, the college appoints the staff members as follows:
1. Directory

Ll Directorof.................. president
L2 Deputy Director of Planning member

0 T Deputy Director of Developing Activity ~ member
14 Deputy Director of Academic member and secretary
LS .. Head of Dual Vocational Section member and assistant secretary

Duties: Give advice and monitor the performance of the program.

2.Committee
2.1 The committee which plans how to advice

210 Deputy Director of Academic Affairspresident
20120 teacher member
213 teacher member and secretary

2.1.4 ...Head of Dual Vocational Section member and assistance secretary
Duties: - organize and arrange meetings and inform the advisors
- address any concern addressed in the meeting
- prepare an orientation to explain the rules of the workplace to the students
- coordinate with the workplace and the student’s program of study
- provide any necessary documents for the students

2.2 Advisory Committee
221 Head of each Department president
222 The teacher concerned committee (attachment)

Duties: - examine the suitability of the workplace with the teachers in each department.

- Co-ordinate with the workplace to ensure proper working techniques.

- discuss the theory and practice with the students before they start to work to ensure the
responsibility of the students

- prepare the advisor’s plan to evaluate the students’ work for each department

- advise and evaluate the students’ work in the workplace

- Report to the director

- arrange the date for the students’ evaluation and notify the dual vocational section.

- arrange more time for the students if needed.

- prepare the test to evaluate students in each department.

- at the end of the program, every advisor has to evaluate their students by using the

evaluation form of the college.
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2.3 Evaluating Committee:

BRI B cocoooniacaooecs Deputy Director of Planning president

N e teacher member

233 teacher member

234 Head of Research Section member and secretary
e L . teacher member and assistant secretary

Duties: - prepare a questionnaire
- give the questionnaire to the advisors to hand out to the students and collect them
when completed
- analyze, summarize and bind the documents together along with 5 research books

The staff in charge of the order of the college maintains the efficiency in all aspect of
their duties and will be reimbursed any cost incurred

Director of......coovvveveveeeeeeenann..
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Calendar for Supervision of Training Semester.........c.ccccevveeeeeeYearooiooieanane.

NAME Of the AAVISO .cu..crreeneierreeeeceereeeeceereseeseesssesscsssssssesssssssesssssessssssssssssesee

Level....................Program

Number
No. No. No. No.
1 2 3 4

Name of the
Workplace

Location /
Tel.

No. of
students

Travelling

Note

College’s
car

Own car

other

Note: Reservations should be made in advance at the supply room.
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Form for the Supervision and Evaluation of Training of Vocational Students

With co-operation between..........cccceevvinnnenn. AL N e e
JA 7 1) 111 1 Y
Name.......ccooevereeeennnen. Last Statistics in training
Duration of evaluation from Date........... Month.....Year
NAMC. .cvvenieinnineinieininieinicinnen To Date............... Month.................. Year.............
Department...........cc.ccu.e.e. level.....ccoco...... class........... () late............. time ( ) absent........... day
Semester........cceeeeeveennnns oveeeeeieeaereanenn ()sick...day () personnel leave.........day
Training from Date........... Month. ... Year..... ... Date of evaluation..........cccceeieerieieienieenieieereeeeeeeene
To Date......... Month.......occvveviiiiienne Year................
Part 1 Instruction Please mark v" in the blank that is true.
No. marks
Title Work Assessment Very Good Fair Needs Failure
good (4) 3 (2) To I'(‘;F)’”’V‘* 0)
1 Quantity of work
2 Quality of work
3 | Knowledge of work assignments
4 | Works responsibly
5 Work completed on time
6 | Maintaining the company’s machines and
assets
7 Following directions and controlling
emotions
8 | Ability to study and develop oneself
9 General health
10 | Practice, co-ordinate and listen to the
opinions of others
marks
Total
Part 2 Morals and Ethics
1 | Dresses properly and follows the rules
2 | Punctuality
3 | Keeping the work environment clean
4 | Preparedness and tolerance
5 Honesty
marks
Total
REQUESE AN A GVICE ..o oo e e eeesse e e e a e e e e e aeaa
NAME...eviiiieiiieeeeiiee e

The advisor

Note Please stamp on the top right corner of this page
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College.......ccceennee...
Supervision Report Form

Date............ Month.......cccveeviieenenn. Year....ooooooeeneennnn.
Name of the advisSor.........cooevveeriiiiiiieenennn Department..........cccceeeveeveenciieeniieeieeenne,
Name of the Workplace............ooooiiiiiii e
Teloiie,
From......ccoovvvvinnnennn 170 JORUURURRR COUTSC.nvenreiienreeneenieenieeeesieenieeneens hours
° Number of the students .............ccccceeiee
School systemC regular CO dual

level ¢ vocational ¢ diploma
Suggestions from the Workplace...........coovuvieviieeiiieiiieceeeeeeeeee e
PrODICMIS. ..ot e
Problem SOIULIONS. ......cccviiieiiieeiie et
T (MI. / MISS).ceeeiiieeeiieeeieeeee e will follow the guidelines.............cceeeuneeen.
Name...coooveiiiiiiiiciicce Name...ooovviiiiiiiiieiccccec
(eemreereere e ) (eemrere e )

Student

NaAME...ooiiiiiiiiiiccccee
(erreereeee et )

Advisor Workplace Company Stamp

The next student advisory time:

L e <]
2 e e et e e eaaea e Tl
Name.....ccooovviveeeiiieeeeeeee e Name.....ccoovvviveeeiiieeeeeeeee,
(cerereeree e ) (e )
Head of........ccceeenee. Department Head of Dual Vocational Division
NamMe.....ooveiiiiiiiiiee e NaAME.....oviiiiiiiii e
(e ) (e )

Deputy Director of Academics Affairs

Director of....oooeveiiiiiiiiiiii..
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DVEC
Memorandum
IN[®) s0006600000000066000065600060009006600600 0000
NOeitieeee Date.....cooveveruennnnns Month.......cccceviiniiiinnne. Year......cccoenene.
Subject: Letter for Supervision Report
To: Director of.......coooveeiiiiiiiiieee,
Tam Mr. / MiSS.....ccooviiiiiiiiiiiieiean POSILION. ...t
With. .. total students............ went to advise .......
students on (date)......... semester................. (Year)............. as follows:
I.Code.....covvvvviniiininn.n. The number of the subject..............coooiiiiiiiiiiiiiii,
2.Code....coviiiiiii The number of the subject..............coooviiiiiiiiiiin ...
The number of students.................. The number of workplaces......... They are
signature of the workplace.............................
2 signature of the workplace.............................
O signature of the workplace.............................
® Travel by [ own car (no cost) L[] own car (have cost) O other.......................
® General atmosphere of students in the workplace ...
® Problems 1N tralNing ........oueinitit e e
® Suggestions or requests from the workplace ...
Attached is the advisor’s form of the students for....................c.o. papers.
NAME...ooiiiiiiiiie e Advisor
(errrereeree ettt e )
NaAME...oooviiiiiiiiiieiccc Name...ooviiiiiiiic
(eemeeereeee ettt ) (enreemre e ettt )
Head of Department Head of Dual Vocational Division
Name . Name...ooovveiviiiiiiiiiiccecec,
(eemeeereeee e ) (eemreemee et )
Deputy Director of Academy Directorof.........coooviiiiiiiiin,
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College

Request form for Reimbursement of Petrol of DVE Student Advisors

To the Director of..........cccevieviiiiniiniiecieen
[am Mr./ MiSS....ooniiii i I certify that I want to advise
the students in the subject
of o code....ooiiiiiiii level..................
Program..........ooiiiiii .by the route that is marked
on the attached map Date..................... Month
................................ Year.....oooooieiiiiiiiin,
The reason that I had to use my own car was because the college’s car was used for other affairs
and I would like to have........................ baht for petrol.
Date from to kilometer note
Total

(The reimbursement rate for the car is 4 baht per kilometer and 1.50 baht for a motorcycle, it is
the mean of the Administrative Committee of the College)

NamMe. ...

...... I S
Name... ..o Name
(ererereere e e ) (oot )
Head of Dual Vocational Division Deputy Director of.........ccceeevvveennnnnne.
......... [oviviiiid i, Y Y SO
Ol Allowed
Name..
(eemee et )
Director Of.......coovevienieieiieeeeeee
......... Y A
Petrol credit No..........ooeiiiiiiiiii i, I have a petrol credit card.......

............... U ST Y Y S
Name.....o.viiiiiiiiiece Name.......ooiiiiiiiic
i O a0 s 1) I et o o o T )
Deputy Director of.........ccccooveeeiieniieiiiennnns
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Form for Evaluation of Student Training

With co-operation between .........c.ccceeenneenn. ANunnniiiiiineeciisneecssneecssneecssneecsssssesssnsanes
Name......ooovvvvveiniennnnn.. Surname.................... Statistics in training Duration of Evaluation
Department............... Level............... Class.......... from Date...... Month......... Year...to
Semester........ccocveernieennnen. Lo, Date......... Month.............. Year.........
Training from Date............. Month............ Year () late....... time () absent........... day
To Date............. Month..................... Year.......... () sick.......day ( ) personal leave......... day
Date of Evaluation............................

Instruction Please mark \ in the blank that is true

marks

No. | Title Very | Good | Fair | Needsto | Failure
good Improve
& @ G 1@ (1)

Part 1 Knowledge Evaluation (20 marks)

1 Knowledge and understanding of the assigned work

2 Ability to learn and develop oneself

3 Tries to do the assigned work correctly

4 Has knowledge and ability in each subject

marks

Total

Part 2 Skill and evaluation results (30 marks)

5 Quality of work and finished on time

6 Quality of work done carefully and safely

7 Ability to analyze and solve problems

8 Has skill in communication

9 Maintaining the company’s machines and assets

marks

Total

Part 3 Moral Evaluation (20 marks)

10 | Dresses properly and follows the rules

11 | Punctuality and Honesty

12 | Diligence, Patience and Sacrifice

13 | Saving the environment and not involved with drugs

14 | Participates in the organization and listens to others

marks

Total

SUGEESTION . .. vneesusensseensnseossoaloiabes snten s Oaasuaetanthte oo oo asnessnteassassssssassnneSHauNatttu NS (URSSTE Note
please stamp your company’s seal
Name. .. 5. SSEININ, .. .. ... 0.0 e workplace (Evaluator)
(sl ... S )
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Subject:  Sending Final Exam Test of DVE students
To: The manager of..........ccccoeeveeviieiienieeienne,

Attachments: ... answer sheets

The..oovii college will hold the final examination for DVE students
level........ program.................. semester........... year.........
0] | DU time......oovvvennnnnn as we have already informed you.

So the college would like you to send the exams and the answer sheets of the
DVE students to the Dual Vocational Section by..................cooooiiiinn.
We hope to receive your help in this matter.

Thank you for your help.

Yours Sincerely

DiIrector Of .o e
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Vocational Education Commission.

Subject:  Sending Final Exam papers of DVE students
To: The manager of..........ccceveviieeiiieeiee,

Attachments: answer sheets

The.oooviii college will hold the final examination for DVE students
level........ program.................. semester........... year.........
0] | D time......o.ovvvvennnnn as we have already informed you.

So the college would like you to send the exams and the answer sheets of the
DVE students to the Dual Vocational Section by.................ooiiiiiiiiann..
We hope to receive your help in this matter.

Thank you for your help.

Yours Sincerely

DIrector Of ...,
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-Example of the Project -

[ O1] | 17

Name of the project:  Training Potential Development of DVE Students
Responsible Party: The director, the deputy director of Academics, the head of the Retail Department
Duration: Fiscal year.......................

Principle and Reason

For DVT students to be able to exchange their knowledge and experiences in practicing
in the workplace, each program must find a representative of each group in the workplace and
have them bring their experiences to discuss with each group. This means giving an
opportunity for the workplace to discuss with the students how to work and how to behave in
the workplace so that they can develop their thinking, problem solving and decision making
abilities and how to work in an efficient way.

Objectives
1. To learn about the problems which occurred in the workplace and the solutions to
them?
2. To find ways to develop the personal section.
3. To increase the quality of their work.
4. To be able to solve problems immediately.
Goal
1. Quantity - 10 representatives from the workplace
- 31 parents
- 31 DVT students
2. Quality - study the development of the students
- integrate ways of studying and participating
- teach how to behave and manage time
- give advice and urge them to be patient in working
Strategies
This is in response to government strategy no.10 to improve the curriculum taught to
our students, to improve discipline and to produce high quality workers.
This is in response to the office of the Vocational Education Commission strategy no.1
developing vocational education management and improving the quality of practice and
training about careers to reach standard no.2 to develop efficiency rapidly.

Important Matter

To allow DVE students to exchange their experiences while in training at each
workplace and give them a chance to see and to try to solve the workplace problems of the
students and to give ideas to the students on how to develop their potential in working in the
real place in order to make them efficient technicians.
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Plan

20..... 20....

procedure Oct. | Nov. | Dec. | Jan. | Feb. | Mar. | Apr. | May. | Jun. | July. | Aug.. | Sept.

1. prepare the
project

2. find and
suggest the
cost
3.appoint  the
committee

4. do the
project

5. follow up
and evaluation

v

A
N

A
N

A
v

Budget and Plan

Paying list
list No. Budget | income | supported | other Note

compensation
material supplies average
educational durable objects 10,000
Land and building 5,000

Total 15,000

Expectations

1. to having good quality students who can work efficiently.

2. to have guidelines for taking care of students

3. to have an understanding between the workplace, college and parents

4. to exchange student experiences by visiting with them in their work areas and to give
them some ideas to use in developing our students.

5. to integrate the teaching between college and workplace

Aims

Quantity The attendances (DVE students + parents) 50 persons
Quality The evaluation of the meeting

SUGGESTIONS........eeiiiiiiiiiie et e et e e e e e e et ee e e snbeeeeesnbaeeeennnees
Deputy Director of Academic

O allowed O not allowed

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission 101




-Example of Project-

College
Name of the Project: Seminar on Learning and Teaching Management of DVE Students
in fiscal year 2013
Responsibility: Dual Vocational Education Section
Duration: 1101) 1| T L) T

Principle and Reason

In order to build economic strength and to make progress in economic development in
the terms of competition in the present and in the future, we need to have quality people.
Vocational Education plays an important part in producing career manpower to meet the needs
of productivity and services. To accomplish this, the curriculum should be flexible and easy to
adapt to the needs of the private industrial sector. Educational management must emphasize
integrating education with work practice and evaluations in real working conditions as a part of
the curriculum of vocational and diploma students.

The Dual Vocational Education Management of the college, in order to meet the goals
of student efficiency and the curriculum of Dual Vocational Training, sets a seminar on
Learning and Teaching the management of DVE Projects. It will give those responsible for the
projects familiarity and understanding in the form, procedures and management of how to
educate by exchanging experiences and skills. They should also learn how to apply their
knowledge to both prevent and solve problems in the students’ careers and lives. It is dependent
on the ability, interests and differences of people, including the morality and quality of students
which is in accordance with the 1999 Statue of National Education which was adapted in 2002
to meet the needs of the labor market, by utilizing the theory and the national knowledge to
develop student’s potential abilities to work and to work efficiently.

Objective
1. To create knowledge and understanding of the Dual Vocational Training
2. To create knowledge and understanding of the role of the teacher concerned with

DVT
3. To create co-operation between colleges and workplaces in order to develop DVT
students
4. To give co-operation to the workplaces
Goal Quality
1. Samutprakan Technical College with the concerned workplaces

Quantity
1. The concerned teachers and the relevant departments
2. The 50 concerned teachers in DVT Sections.
Area
Meeting 3 Samutprakan Technical College. Respond to the policies, strategies and
standards
1. Strategy of the Office of Vocational Education
Strategy 1 reevaluates the instruction to meet the requirements of the labor market
and to link it to lifelong learning.
Strategy 2 Giving and being impartial to Vocational Education
2. Inner Insurance
Standard 3 No. 312 gathering the level of resources needed for Vocational studies.
3. Outer Insurance Managing and giving continuous opportunities
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Procedure and calendar

procedure

2011

2012

Oct.

Nov.

Dec.

Jan. | Feb.

Mar.

June

July

Aug.

Sep.

1. prepare the
project

2. suggestion for
allowance

3. set the meeting
and delegate
work

4. work

A

v

5. follow up and
evaluation

6. report the results

Budget

expense
is

amount

money

From
the
government

From
the
college

Other
sources

note

Compensation and material

/  Stage poster

/  Poster of the co-operation with

workplaces
/  pencil
/  paper
/  snack and lunch

50 sheets

50
4pack
70 sets

1,000
25,000

250

500
9,000

Total

35,750

Average
cost

Evaluation

1. By using a questionnaire
2. By observing the interest and co-operation of participants

Members

All of the DVT teachers and the heads the each department (20 persons)

The teachers of the DVT program in the workplaces (80 persons)

The expected results
1. The trainers of the workplaces will have knowledge and understanding of the
procedures of DVT.
2. The trainers of the workplace can plan how to train the students involving the

content and the standards
3. Workplaces will receive more students in training.
4. The college will know the problems which can occur during training and make
plan to manage our students to meet the needs of the workplaces

Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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Output with productivity index
The college will sign MOUs with 20 workplaces

Outcome with productivity index
1. There are MOUs for receiving the students to train in the workplaces
2. The students can train in the college program

(creeeeree e )
The head of Dual Vocational Education Section
Considered by Deputy
DITECIOT et et e e e e e e e e e e e e e e e e e e e e e e aeaaaaeeas
(crrerreeree e )
Deputy Director of Academic
O allowed O not allowed
(ceerreeereeree e )
DITCCIOT e
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Example

Logo of the
college

Instructions for Interim Evaluation
Vocational Education Certificate Curriculum 2002

(Adapted 2003)

Industrial Education
Mechanical Department
(Auto-mechanics)

Office of the Vocational Education Commission
Ministry of Education
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1.
2.
3.
4.
5.
6.

=9 y A N y

Examination Committee

Moo College......coovvvviiiiiiiiiiiiii president

M College.......cvvvvvivinniannnnn. committee member
Mo College......ccvvvviiiiiiinnn.. committee member
M College.......ovvvveiiiniannnnn. committee member
Mo College......covvvviiiiiinnnnnn. committee member

M College............ committee member and secretary




Instruction Form for Interim Evaluation

Vocational Education Certificate Curriculum 2002 (Adapted 2003)
Industrial Education Mechanical Department (Auto-mechanics)
Qualifications of the students who are to be evaluated

The ones who are to be evaluated about their career’s standards should be vocational
students who registered for all of the subjects as required in the curriculum for the Mechanical
Department (Auto-mechanics) or experienced students who are being evaluated on their
experience.

Areas to be evaluated

1. Knowledge
1.1 To know the parts, functions and how to an engine works
1.2 To know the parts, functions and how the suspension and transmission work
1.3 To know the parts and functions of electrical systems of cars and motor
bikes
1.4 To know how to maintain cars and motor bikes.

2. Practice
2.1 remove, assemble and check auto parts.
2.2 remove, assemble and check a suspension system and transmission
2.3 check the parts of an electrical system of cars and motor bikes.
2.4 demonstrate the maintenance of cars and motor bikes.

3. Behavior
3.1 responsibility and punctuality
3.2 honesty and discipline
3.3 interest and creativity
3.4 tolerance and diligence
3.5 ability to work with others
3.6 concern for the environment
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Objective of the assessment

This assessment consists of

1. Theory assessment (1.30 hours)
It is a 100 question choice examination for 100 total marks

2. Practical assessment (4 hours)
The practical assessment has 5 sets worth 40 marks each for a total of 200 marks
Set 1 set the valves for a 4 stroke engine.
Set 2 change the timing belt
Set 3 change a brake drum
Set 4 change a disc brake.
Set 5 remove and assemble a starter motor
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.College

Assessment Form for the Approval of a Vocational Project (Proposal)

Name of the Project. ... ..o.viuiii e

Name of the Head of the

L5010 S
Name of the member

L Department..........cccceevveenneennne Program...........
e Department........ccccceevvvveeennnnenn. Program...........

Direction: Put the symbol v in the blank according to your opinion.
Remark: The score level: 5 means agree strongly 4 means agree 3 means acceptable
2 means need more work 1 means unacceptable

Lists of Assessment 5 4 3 2 1 Suggestions

1. The name of the project is clearly and meaningful
about the objectives.

2 . The Principles and the reasons of the project are
relevant to the objectives and goals.

3. The objectives are clearly and appropriately.

4. The goals showed the achievement in both quantity
and quality sides.

5. The operation activities are relevant to the
objectives and limited time.

6. The venue is appropriately.

7. The possibility of fundraising.

8. The operation of the follow up and assessment are
clearly.

The benefit is worthy to the project operation.

10. It is assured that the project presentor can succeed
in operating the project.
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Assessment Form of a DVE Student

Name of the Project........cccveeiiiieiiiiiieeeceeeeeeee e

Names of the Students
Ao S e, O

Directions: Putv'in the blank according to your opinion.

Project

Titles of the assessment

Levels of opinion

51413121 Remarks

1.Title of the Project ( 10 marks)

1.1 The title of the Project is possible under the retailing subject.

1.2The presentation was made in a limited time.

2. The operation of the student. ( 20 marks)

2.1The focus of the operation of the project.

2.2 Team Working

2.3 Regular consultation with the trainer.

2.4 The project was completed on time.

3. Making a book about the project( 20 marks)

3.1 The book was completed and interesting.

3.2 The project details are completed according to each required section.

3.3 The project details are relevant to the objectives and goals.

3.4 The project has reliable reference books.

4. The Presentation (30 marks )

4.1The quality of the presentation.(dressing / interesting / readiness)

4.2 The presentation preparation and set up of equipment

4.3 To be able to answer questions about the project

4.4The presentation is in order, easy to understand and on topic

4.5 To be able to solve unexpected problems in answering questions

4.6 Keeping on time in the presentation

5. The results of the project (20marks )

5.1The results of the project are relevant to the objective and goals

5.2The benefits of the project

5.3 Giving useful suggestions

5.4 Publicizing the project in the workplaces and community

Total marks

Committee of the College...................coooenenn. Committee of the Workplace ...........................
Position........coovvvviiiiiiii Position............oooooiiiiiiii.
Dual Vocational Education Center (DVEC) Office of the Vocational Education Commission
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SAMPLE

College
Logo

Sample Instruments for Final Assessment
Certificate of Vocational Education Curriculum B.E. 2545
(Revised B.E. 2546)

Industrial Trades
Mechanical Technology Program (Automotive)

The Office of the Vocational Education Commission
The Ministry of Education
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The Committee for writing the exams:

| NI oo T PRI o S T College Chairperson
e 00 goomoncncoe AOIIBIIEN . 6 ¢ e 60 585 05 0 QRRRERE 20 9 150 College Committee
T I s3I 5 005 0 0 o BT Company Committee
G Company Committee
e College Committee

T PP P College Committee and Secretary




Instructions
The Use of the Instruments for Final Assessment
The Certificate of Vocational Education Curriculum B.E. 2545 (Revised B.E. 2546)
Industrial Trades, Mechanical Technology Program (Automotive)

The qualifications of the student to be assessed under the Vocational Standards

The student to be assessed has to have studied in the Certificate of Vocational
Education level and been completely enrolled according to the curriculum structure of the
college in Industrial Trades, Mechanical Technology (Automobile) and according to the period
of time specified to complete the program when the Committee of Vocational Standards
assessment is approved and has the required experience in related courses.

The items of the assessment.

1. The knowledge part
1.1 To know about the parts, functions and operation of the engine.
1.2 To know about the parts, functions and operation of the suspension system
and the transmission.
1.3 To know about the parts, functions and operation of the motor vehicle
electrical system.
1.4 To know about motor vehicle maintenance.
2. The practice part
2.1 To remove, assembly and check the parts of the engine.
2.2 To take off, assembly and check the parts of the suspension system and the
transmission.
2.3 To check the parts of the motor vehicle electrical system.
2.4 To properly maintain motor vehicles.
3. Behaviors and Characters.
3.1 Be responsible and punctual
3.2 Be honest and disciplined
3.3 Be curious to know and show creative thinking ability
3.4 Be patient and intelligent
3.5 Be able to work on team
3.6 Practices environmental conservation
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The Types of Instrument Used in the Vocational Standard Assessment.
It includes of 2 types of assessments.

1. The Instrument for the Theory Part of the Vocational Standard Assessment.

(1:30 hours)

It is a multiple choice examination.
There are 100 questions for a total of 100 points.

2. The Instrument for the Training Part of the Vocational Standard Assessment

(4 hours)

It is a practical examination.
There is 5 Modules, 40 points each for a total of 200 points.

Module 1
Module 2
Module 3
Module 4
Module 5

To set the Valve of a 4 stroke engine.

To change the timing belt.

To change a drum brake.

To change a disc brake.

To remove and assemble the starter motor.
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First Work Piece Practice
Mechanical Technology Program (Automobile)

Student’s code.........ccuu....... class level..../...
Name of the workplace..............cooooiiiiiiiiiin..

Task: Replace the brake drum liner

Directions: Follow the instructions

1.

AR

Replace the brake drum liner of a wheel

Use the proper equipment and tools

Perform the work based on the repair manual

Check the condition and then record it on the form

Report to the supervisor after finishing the work for examination
The test takes 50 minutes

supervisor

Table of the Values Record from a Condition Check

Type of Machine..........ccoevvevineinnnnnn. Model......ccccvennennn.

Standard of Valve

No. Notation

Proficient Not Proficient

AW —

The results of the condition check:
O Proficient because...........ccoevvveeeevveeeeecieeeeeennen.
O Non Proficient beCaUSE. .......oviiiiiii e
Method Of SOIVING ...c.veiiiiiiiiicii e
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If you cannot continue working because of any problem or obstacle report it to the




Second Work Piece Practice
Mechanical Technology Program (Automobile)

Name of College......ccuvvevviieiiieeiieeieeee e
Date............ Month.........cccoeeeeennnn... Year...........
Student’s NAME..........coovvviiiiiiiieeeeeeeeeeeee e
Student’s code.........cc.......... class level..../...

Task: Replace the brake drum liner

Directions:  Follow the instructions
1. Replace the brake drum liner of a wheel
Use the proper equipment and tools
Perform the work based on the repair manual
Check the condition and then record it on the form
Report to the supervisor after finishing the work for examination
The test takes 50 minutes
If you cannot continue working because of any problem or obstacle report it to the
supervisor

Nk wD
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Third Work Piece Practice
Mechanical Technology Program (Automobile)

Name of College......ccuvveviiieiiieeieeeieeee e
Date............ Month..........cccvvveennnne. Year...........
Student’s NAME.........eeeviiiiiiiiiiiiieeeeeeeeeee e
Student’s code..................... class level..../...

Task: Replace the brake drum liner

Directions:  Follow the instructions
1. Replace the brake drum liner of a wheel
Use the proper equipment and tools
Perform the work based on the repair manual
Check the condition and then record it on the form
Report to the supervisor after finishing the work for examination
The test takes 50 minutes
If you cannot continue working because of any problem or obstacle report it to the
supervisor

Nk WD

Table of the Values Record from a Condition Check

. Measured Consideration )
Checked Points Values Proficient Not Proficient Notation
Brake Drum
Bore
Brake Liner1™
Brake Lining2™

The results of the condition check:
O Proficient because.......coovuvvevieiiiiiiiiiiiiieeeeeeeas
O Non Proficient because. .........oviriiiiii e,
Method Of SOIVING .....ooeieiiiiiiiee e

118 Guidelines for the Management of Dual Vocational Education



Forth Work Piece Practice

Mechanical Technology Program (Automobile)

Name of College.......covrviiriiniiiiniiiiiieieeeeeee
Date............ Month...........ccoevvvvnnen.. Year...........
Student’s NAME..........oeeeeiviiiieeiiiee e
Student’s code........cccuuu....... class level..../...

Task: Replace the brake drum liner

Directions:  Follow the instructions
1. Replace the brake drum liner of a wheel
Use the proper equipment and tools
Perform the work based on the repair manual
Check the condition and then record it on the form
Report to the supervisor after finishing the work for examination
The test takes 50 minutes
If you cannot continue working because of any problem or obstacle report it to the
supervisor

Nk wd

Table of the Values Record from a Condition Check

. Consideration
Checked Points | Measured Values Proficient Not Proficient
Brake Drum
Bore
Brake Liner 1™
Brake Liner 2"

The results of the condition check:
O Proficient beCauSe.........cccovvieiiiiiiee e
O Non Proficient beCause. .......ooviiii e
Method Of SOIVING ..ceviiiiiiiieie e
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Fifth Work Piece Practice

Mechanical Technology Program (Automobile)

Task: Replace the brake drum liner

Directions: Follow the instructions

1. Replace the brake drum liner of a wheel
2. Use the proper equipment and tools
3. Perform the work based on the repair manual
4. Record the values measured in the table in sequence
5. Record the standard values in the table
6. Check and analyze the condition and then record it on the form
7. Inform the supervisor when the work is finished for examination
8. The test takes 50 minutes
9. If you cannot continue working because of any problem or obstacle report it to the
supervisor
Table of the Values Record from a Condition Check
. Consideration
Checked Points | Measured Values Proficient Not Proficient
Brake Drum
Bore

Brake Lining 1%

Brake Lining 2™

The results of the condition check:
O Proficient DECAUSE. .........vveviiiiiiiiiiiiie e
O Non Proficient because. ..........ooiviiiiiiiiii i,
Method of SOIVING .....oovviiieie e
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Example Evaluation Form

Skill Standards Test (Final) for DVT Students
Retail Business

................................................ Name...........ooo
.................................... Program ...............
Workplace..........ooooiiiiiiiiii Date...........cooeeeeis
Evaluation Resume
Good Passed Fail
Written
Interview
Practical
Results/Conclusion
No Items Interview test evaluation Evaluation notes

passed | failed

1 | Dress politely and pleasant personality

2 | Obedient to superiors

3 | Has a good relationship and speaks politely with
customers

4 | Listens to other opinions and is helpful

Items Evaluation Note

Performance skills evaluation Passed | Failed
Has knowledge of the policy of customer service
Serves customers politely, quickly and correctly
Understands and uses documents correctly
Has good communicative skills
Has the ability to respond to customers’ questions
Has a good attitude toward service work
Looks after equipment and tools
Understands healthfulness
Understands how to take care of customers’
belongings
10 | Has knowledge of solving problems and is able to
solve daily problems
11 | is creative
12 | is attentive in learning and gains experience from the
trainers and others
13 | Gives suggestions to customers and answers their
questions politely
14 | Participates in work demonstrations
15 | Pays attention to the training in order to become
skillful and to reach the required standards

Z
)

OO0 |Q N N[ W —

Evaluator’s Signature ...........c.ooeiieiiiiiiiiiiiiiiiie e,
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Consideration Results '
No. Name Good Passed Failed Notice

The Committee of Skill Standards Evaluation (FINAL)

Signed... .ot
( )

Signed ...
( )

Signed ...
( )

Signed ..o
( )

Signed ..o
( )

Signed ..o
( )
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College......coovvvviviiiiiiiiinnn.
Workplace Questionnaire on Satisfaction with Learners

General Instructions:  Please mark  for the answer which is the best representative

Part 1 General Information

1. Sex 1) Male 2) Female
2. Age 1) below 20 years 2)21 -40 years 3)41—60years 4)above 60 years
3. Highest level of education
1) Primary 2) Secondary/High School/ Equivalent
3) Bachelor’s Degree 4) above Bachelor’s Degree
4. Name of the WOrKplace.........cceieiveriiisuriiisniiissnicssnicnssnncssnecssnecssssecssseessssnesssssesssssessnes
AQAIESS. ...ttt sttt et st
TEINO..ceiiicieeeceee e

Part 2 The Satisfaction level of the workplace with the learners

Satisfaction Levels

Satisfaction aspects Highest | High | Fair Low

Lowest

5 4 3 2

1

1. Required characteristics
1.1 Morality

1.2 Ethics

1.3 Professional Ethics

1.4 Behavior

1.5 Intelligence

2. Main and General Capability
2.1 Communicative Knowledge and Skills

2.2 Information Technology use

2.3 work development

2.4 work learning and performance

2.5 working with others

2.6 Use of the scientific process

2.7 Figure applications

2.8 Work arrangement and development

3. Professional capability
3.1 Their ability to apply their knowledge and skills
To perform the workplace

3.2 The application of vocational subjects to his/her job

Part3 Problems / Suggestion

) 0] o) 1530 1 TSRO
2 0000000000000000000000SI00BEAE0EIEEOEOO00EEEEH0000000000000000000CO0OEE000NEEOEOOO O COOEOOOOaEe e

Suggestion L5 6000000000000000000000000EEBABAAEOONNABEONNB0NGAEEE00AEEEEEA0NEE0BE0ONBEEENBNNNONCCOAIEEEIIBBAROAEEEEOoNBO00000000000S
2> 5000000000000000000000000000000000000 e oo 0 0000000000000000000000000000H TETTTTTRTETRR S oo000000C

Thank you for your cooperation
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Sample

Student Questionnaire on Their Satisfaction with the workplace

Semester .......... Academic Year..............
Level O Cert. 0 Dip. O Bachelor’s Degree
General Instructions: Please indicate your agreement or disagreement with the following

statements by marking v~ on the numbers 5,4,3,2 orl
5 = Strongly agree

4 = Agree
3 = Undecided
2 = Disagree
1 = Strongly Disagree
No. Topics levels

1 | The general condition of the workplace was
proper for vocational training

2 | There was proper discipline and regulation for
the students

3 | There was a working calendar for the students.

4 | The workplace provided the students with
vocational training related to the training plan

5 | The workplace assigned safe tasks to the
students

6 | The trainers gave the students suggestions and
took good care for him

7 | The workplace supervised and checked the
quality of the work assigned to the students

8 | There was support for the proper development of
morals, ethics and attitude

9 | The workplace took care of the students and
helped them to solve problems

10 | The trainers checked the students’ recording
books and gave them suggestions

Total in levels

Total

Suggestions
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