Personnel Work
Operation Manual




introduc tion

As the Human Resources Department, responsible for educational personnel

within the college, has created a work manual to ensure consistent and reliable operations.

This manual aims to facilitate efficient, rapid, and cost-effective work, thereby improving

the efficiency of the department’'s document management.

Personnel work

Ban Khai Technical College



Resource Management Department

-

Personnal Mame; Performance Evaluation of Civil Servants and Permanent Employees.

Duties and responsibilities

To provide guidelines for evaluating civil servants and permanent employeesin a manner that is consistent with regulations and effective.

As per the Cabinet's resolution approving measures to improve the efficiency and effectiveness of government
methods, and by establishing a performance evaluation system for civil servants based on the criteria and performance WO l'k,
evaluation form as outlined in the Civil Service Commission's letter No. NRO708.1/W5 dated August 2, 2001, and by

adopting the open system as per the Cabinet resolution of June 17, 1997, for considering salary increases for civil servants,

the Office of the Vocational Education Commission is tasked with implementing the salary increase process by evaluating the
performance and effectiveness of civil servants according to the following criteria:

The assessment is divided into 4 parts.

Part 1is divided into 2 sections: (1.1) Performance evaluation, full score 140 points; (1.2)

Performance characteristics evaluation, full score 60 points; total score 200 points.
Part 2 contains opinions regarding salary increases.

Part 3 clﬂntains the comments of a higher-level evaluator.

Part 4 presents the opinion nfdan even higher-level evaluator.

Those with normal to good performance (60-89%) were considered for a 0.5 stép promotion.
Those with outstanding performance (90-100%) will be considered for promotion one level.

Those with a performance level below 60% (level of improvement) will not be considered for a salary increase.



Human Resources: Performance Evaluation of Civil Servants and Permanent Employees.

step

start

:

1. Issue an order appointing a committee to evaluate

performance.

2. Subrmit the order to the Deputy Director of Human Resocwrces

for consideration.

3. Submit the order to the

diractor for signature.

4. Provide a copy of theorder along with the eveluation form

to all committes members.

b, Summarize the evaluation results and submit them

to the director.

6. Attach the performance evaluation summary

to the salary increase committee

as part of the salary increase process.

7. Organize all documentation from every step into a file.

(=0

Resource Management Department

responsible person

Personnel Supervisor

Deputy Director of Human Resowrces,

Head of Personnel

Director,
Head of Personnel

Personnel Supervisor

Head of Human

Resources, Evaluation Commities, ate.

Personnel Supervisor

Personnel Supervisor

evidence

Order to appoint the E\ralua’lﬂu n'committee

Order to appoint the evaluation committee

Order of the evaluation committee

1. Copy of the committee order

2. Evaluation form

|
Summary report of evaluation results

Copy of the summary report of the

waaluation rasults

1. Copy of the order apponticeg 1he commifies membars

2. Evaluation form

3. Summary of the assessment report

4 Emgloymant crders
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Process for evaluating civil servants and permanent employees

1. Issue an order a;'::pninting a committee to evaluate the performance of civil servants and permanent employees.

2. Sa_..ubmit the order to the Deputy Director of Human Resource Management for consideration.

3. Submit the order for the director's signature.

4. Copies of the order and evaluation forms shall be provided to all committee members. The Human Resources Department shall prepare performance
and effectiveness evaluation forms for civil servants and permanent employees under the Office of the Vocational Education Commission, appropriate to

the number of individuals being evaluated. These forms shall be distributed to all committee members along with the order and details of each individual

being evaluated, such as number of days off, number of days late, number of days absent, disciplinary action, or other relevant information.

The Human Resources Department shall also coordinate with

theindniduals heh‘ugle'-.rduatﬂd to prepare relevant documents such as portfolios, lesson plans, eto.

5, Summarize the Evaluation Report and Submit it to the Director. The Human Resources department will summarize the evaluation results from all committes

members and submit them through the Deputy Dirgcmr of Human Resources for the Director's acknowledgment. Tl':IE evaluation results will also be kept for the

management to use as information in considering salary increases and will be reported to the Office of the Vocational Education Commission in cases

where candidates show a performance level requiring improvement.

6. Attach the performance evaluation summary to the salary increase committee for consideration. The Human
Resources department will provide a copy of the performance evaluation summary to the salary increase committee
for consideration.

7. Organize all documents from each step into separate files, and ensure all related documents are properly filed as follows:

7.1 Performance evaluation forms for all civil servants and permanant employees, both times (collected annually).

1.2 Orders appointing the evaluation committees on both occasions.

7.3 Statistics on days of leave, sick leave, absence from duty, or other absences during the year.

7.4 Record a summary of the results of both evaluations.

Resource Management Department

Personnel Name: Teacher and Educational Personnel Competency Evaluation

Duties and responsibilities

The Human Resources department prepares evaluation fcrrnls for various groups: the administrative group, civil servant teachers and

permanent employees, government employees, temporary employees, special education teachers, and staff. An evaluation committee is

appointed twice a vear, the first time in March and the second time in September.



Resource Managemeant Department

Human Resources; Teacher and Educational Personnel Competency Assessment

responsible person evidence
step
( start >
¢ Personnel Supervisor Order of the evaluation committee
1. Draft document appainting a ¢n:|rr|xmrrtee to evaluate performance.
+ Deputy Director of Human Resources, Order of the evaluation committee

Head of Personnel

)
2. 5ubmit to the Deputy Directer of Human Resources Managemanl

+ | Di e Ctﬂ |"‘r Order of the evaluation committee
3. Submit the order for the director's signature. Head of Personnel
+ Personnel Supervisor 1. Copy of the order fram the Evaluation
4. Provide a copy |:I|f the arder along with the evaluation form to the committee., Evaluation Committee Committee.

2. Evaluation form

+ H Eﬂd Df H Uuiman Summary report of evaluation results

Resources, Evaluation Committes, etc.

5. Evaluate the results and submit them to the director.

; ;

Personnel Supervisor

51 Ciyi
5.1 Civil sarvants  Permanent 5.2 Temporary employess

employees / |

Government employees * + Personnel Supervisor
¢ Passed assessment Failed 3 times
The performance evaluaton +
Personnel Supervisor Contracts and orders

results will ke used to corsider -
[ Make a termination order

salary increases.

v v

Personnel Supervisor 1. Order of the Committee.
6. Prepare the contract and employment order.

2. Evaluation form

3. Summary report

‘ 4. Comtract / Employment Order

SR — T. Filg the documents.

:
(_end )




Procedures for evaluating the competencies of teachers and educational personnel.

1. Issue an order appointing a committee to evaluate the performance of temporary employees in the positions of

special education teachers and staff members between March 1-10 IEII'Id September 1-10 of each year, under the Human Resources Department.

2. Submit the order through the Deputy Director of Human Resource Management for verification.

3. Submit the order for the director's signature.

4. Copies of the order, along with the evaluation forms, should be provided to E“F ommittee members. The evaluation forms should

include details of the person being evaluated, such as number of days off, number of days late, or other relevant information. Committee members
should also be contacted to prepare any other relevant documents as specified by the committee.
5. The Human Resources department will summarize the evaluation results apd Euhmillthem to the Director through the Deputy Director for Human

Resources Management, and then to the Director for signéture. A summary of the evaluations of those who failed will also be compiled, including a detailed record

of those who did not pass. '

| |
6. Contracts and employment orders will be prepared for temp n!:nmry employess who have passed the evaluation. Upon completion of their

| i
contract, the Human Resourcas dﬂplarlrnent will renew the contract and issue an employment order for them to continue working. For those who do not pass the evaluation, the

Human Resources department will issue a circular infnrminé them of the reasons for the failure and will conduct a new evaluation in three months, If they fail the evaluation
three times, the college will consider terminating their amplaymant. Contracts and employment orders will be prepared for those who pass the ﬂaluatim. '
7. Organize all documents from each stepinto a file as follows:
7.1 Orders appointing committee members to evaluate the performance of civil servants, permanent employees, government esmployeas,

and temporary employees on both occasions.
7.2. Evaluation forms for all individuals, both times.

7.3 Statistics on the number of days of leave, tardiness, absences, and other related matters. |
7.4 Copies of the summary results of both evaluations.

1.5 Copy of the employment contract.

7.6 Copy of the employment order.

Fesource Management Department

Personnel Name: Performance Evaluation of Government Employees in the Position of Teacher.

Duties and responsibilities

Tﬂ'provide guidelines and pmcédures,fnr the systematic and efficient evaluation of government

! L) ok . “ - - L)
employees in teacher positions in educational institutions.



Human Resources: Performance Evaluation of Government Employees in the Teacher Position.

step

start

1. lssue an order appointing the evaluation committee.

v

2. sutemithed for consideratbon by §he Deputy Director of Human Resources Managamant.

.

3. Submit the order to the director for signature.

.

£, F'llmndu a copy of the ordar along with the evaluation farm (Fdrm P.PM.RT)

to all committee members.

v

£, Suymimar ize the evaluation results (Evaluation Report Form 2-3) and submit

it to the Director.

.

&. Prepare and send tha ketber, Form PRPHR.2-3, to the Dffton of Yooatienal

Education Commission within the specified time,

v

7. Letters proposing salary increases and annual compensation

increases for government empleyees, and requests for temmination of govemment

employees (in cases of failing performance evaluations).

;

8. Organize the documents neatly in folders.

finish

Resource Management Department

responsible person

Personnel Supervisor

Deputy Director of Human Resources,

Head of Personnel

Director,

Head of Personnel

Personnel Supervisor

Evaluation Committee

Director,

Head of Personnel

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

evidence

Draft appointment order

Draft order

Order of the evaluation committee

1. Copy of the order from the Evaluation

Committee.

2. Evaluation form

Surerary of Performance Aporasal Form: 2-3

1. book issued

2 Surerrsny S el ber S oud srk Performossca Babuasan (S0 3-3

1. book issued

I Eummary of the Parsannel Managorent Act (1)

1. book issued

2. Summary Form P.P.N.R. 2-3

3. Form L.K.P.N.R. (1)



Process for evaluating government employees in the teaching position

According to the Prime Minister's Office Regulations on Government Employees B.E. 2547 (2004) and the Announcement of the Government Er‘npln:.ree_
Management Committee on Guidelines for Performance Evaluation of Government Employees dated February 5, 2004, government agencies

are required to conduct performance evaluations of government employees according to the criteria and methods determined by the agency. The

following procedures have been implement'ed regarding the evaluation of government employees:

1. Prepare a draft order appointing a committee to evaluate the performance of government employees working in
ed ucaﬂﬂnall institutions, submitting it through the Deputy Director, based on the Dfﬁce of the Vocational Education Commission Order No.
1654!2549'regarding the appointment of a committee to screen and evaluate the performance of government employees working in
educational institutions.
1.1 The school director is the chairman of the committee.
1.2 The Deputy Director of the Educational Institution is a committes member.

1.3 The head of the personnel department serves as a committee member and secretary.

1.4 Civil servants working in personnel management serve as committee members and assistant secretaries.

2. Bubmit the draft order to the Deputy Director of Human Resource Management for consideration.

3. Submit the order for the director's signature.

4. Copies of the order and evaluation forms should be provided to all committee members. The Human Resources department should prepare the
evaluation forms sent from the central office (Form PP.PNR.1) along with copies of the order, attaching details of the person being evaluated, such as number of

i ! |
days off, number nf late arrivals, number of days absent, disciplinary action taken, or other relevant information. This should be provided to all committee members,

and the personnel being evaluated should be contacted to prepare other relevant documents, such as portfolios, lesson plans, etc.

5. The Human Resources DépartmEHt summarizes the performance evaluation results (Form PF.PN.R. 2-3) and submits them to the
Director. All committee members complete the performance evaluation summary sheet (Form PF.PN.R. 2 and 3), submit it through the I:|'I1ta;::+ul'3,r Director
for Administration and Resources, and then to the Director for signature.

6. Prepare and send the evaluation form (Form 2-3) to the Office of Vocational Education Commission within the spe-::iﬁ:ed time. The

Human Resowrces Department will send the official evaluation form to the Office of Vocational Education Commission as scheduled and inform the employee of the evaluation results. The

employee must sign the evaluation form to acknowledge receipt. If an employee refuses to accept the evaluation results, the Human Resources Department will report it to the school

director. Employees who achieve a score below 1.5 are considered to have failed the evaluation. If this is the first time, it is at the disnre'tipn '
of the school director whether to allow them to continue working. However, if they are allowed to continue working and their

evaluation score is below 1.5 for two consecutive times, they must follow the regulations.

1. Prepare a letter to request an increase in the f:llnl‘ll..IEII salary of government employees and request the termination of government employees
' I |

{in case of failure to pass the evaluation) according to form No. LP.PNR.{1).

8. Organize documaents nr-:al.ly.in files. The Human Resources department shall organize all documents from every step of the process in flles as follows:

8.1 Orders appointing the committee to evaluate government employees, both times (kept aﬁnuaﬂy}.

8.2 Performance Evaluation Form (PE.PN.R.1) for all government employees.

8.3 Copies of the official letters issuing the summary of evaluation results (Form P.N.R. 2-3} for both occasions.

8.4 Copy of the official letter requesting an annual salary increase for government employees.

(L.K.P.N.R.T)



Resource Management Department

Personnel Name; Salary Increment for Government Officials / Permanent Employees

Duties and responsibilities

To provide guidelines for the syste,mat'ic, correct, and efficient process of salary

increments for civil servants and permanent emp'luyees of Phetchaburi Polytechnic College.

step

( start > responsible person evidence

1. Issue an order appointing the promotion committee.

v

2. Verify the eligibility of candidates

for salary increase consideration.

Personnel Supewis-::-r Order to appoint the evaluation committes

* Deputy Diractor of Human Resources, Evaluation sum mary sheat
1. Caleulste the amount of money needed for & promotion. HE El:d ﬂf F"E[‘Eﬂ[}”&l
4. Fill out the promotion form Personnel Supervisor SReoneiononme
completely and accurately. 2. Enter the salary rate.

v

5. Verify the accuracy of the promotion
information with the committee again. Personnel Supervisor

v

6. Buteret the hetter along with tho promation docomnenis 1o the Ofice of Vocational
i

promotion form

Education Comm ission within the speeified time, Head Df H u man P'll'arnu!inn summary sheet

+ Resources, Evaluation Committes, etc.

7. Receive the promation order fram the Office of Vocational Education

Commission, issue a circular to mform relevant parties, keep a copy D | rectﬂr, 1. book issued

in the persanned file, and fll aut the promotion hstary in the Civil Berviee Codrmisasn H'E'ﬂd ﬂf FEI‘SGI‘IHE| 2 Promotion summary form and related

Form T. documents.

v

8. Organize the documents neatly in folders.

C finish )
1. Letter regarding salary increase.

Personnel Supervisor

Personnel Supervisor 1. {}rlder for salary increase.

I Ciwl Serwic e Dommizeizn Famn T

2. Promotion order.

1 Crd Serves oo fom T



Procedures for salary advancement for civil servants/permanent employees.

.. Prepare an order appointing a r,:-:rn"nrnittee of three members to consider and provide opinions

consist of at least (if applicable) 0N salary and wage increases for civil servants/permanent e'mplnyees. The committee shall

members and shall evaluate the performance and effectiveness of teachers, educational personnel, and permanent

employees according to the established criteria, methods, and performance evaluation forms.
2. Verify the eligibility of candidates for salary and wage increases, primarily based
on their performance evaluation summary for the past five months.
3. Calculate the amount for promotion: Add up the current salaries of civil servants listed in the salary

payment schedule (Form J.18) to calculate the 6% promotion fee. Then, deduct the following amounts.

cregy amount used for the first salary increase (the amount according to the annual salary increase order

dated April 1st of each year), excluding any special compensation.
3.2 The amount of money used for salary increments for civil servants who retire on September 30th
of that year (if applicable).

3.3 The amount of money used for salary increments for civil servants who resign under the early

retirement program on September 30th of that year (if applicable).
3.4 Amount used for promotion exceeding 0.5 steps (second half step) in the case of a one-step salary increase for those
temporarily seconded to the office on April 1st of that year. .

3.5 Use the remaining amount from point 2 for the second salary increase (October 1st of that year).

In the following case:
|

3.6 Salary increase of 0.5 steps, 1step, and 1.5 steps. However, if the college considers granting a 1.5 step increase, it must take into account
the quotas for both increase periods: the first period (April 1st of that year) combined with the second period (October 1st of that year). The

total number of civil servants receiving a 2-step increase must not exceed 15% of the total number of civil servants holding positions as of March

1st of that year.

3_ 7 A special remuneration shall be paid to civil servants who have reached the highest salary level of their position

B

at the rate of 2% (in the case of 0.5 steps), 4% (in the case of 1step), and 6% (in the case of 1.5 steps) of their salary rate.

3.8 If a special one-step promotion request is submitted for a person seconded to official duties, the additional 0.5 step

(half a step) of the educational institution's promotion fund should be used, within the 5% promotion fund of the civil servant's salary rate as

of April 1st of that year. For permanent employees, the same procedure as for civil servants as in points 1-4 should be followed.

4. Complete all information on the salary increase form for civil servants and permanent employees in

the following order:

4.1 Summary page of submitted forms and information for salary increase requests.
4.2 Government Official Report Form

4.3 Application Form 1, Civil Servant Level

4.4 Application form 1.5, step level, for civil servants {if applicable).

4.5. Form for Special Compensation for Government Officials.



4.6 Civil Servant Quota System

4.7 Permanent Employee Report Form

4.8 Application Form 1: Permanent Employee

4.9 Application Form 1.5, Step 1, Permanent Employee.

4.10 Special Compensation Form for Permanent Employees

4.11. Permanent Employee Quota System

5. Re-verify the accuracy of the salary increase information for civil servants and permanent employees with the Salary

Increase Committee.
6. Prepare a letter along with the promotion documents and submit it to the Dffice of Vocational Education Commission within the specified time. The Human
Resources Department will prepare the official letter and send it to tf;e Office of the Vocational E::lu cation Cammlissinn within the specified time, ihruugh the Deputy Director for
Resource Management, and submit it to the Director for signature on the official letber and the decuments mentioned in point 5. .

7. Receive promotion orders from the Office of Vocational Education Commission (OVEC). Issue a circular to inform relevant parties,

keep a copy in the personnel file, and fill in the promotion history in the Civil Service Commission (CSC) Fﬂrlm 7 file. When the Human Resources

department receives a salary increase order for civil servants and permanent employees, it should issue a circular to inform the civil servants, permanent Empln}rées,
and the Finance department to ensure that salaries are up-to-date. The Human Resources department should make a copy of the salary
increase order with details, attach it to the personnel file, and fill in the salary increase history in the CSC Form 7 file for each individual civil

servant and permanent amplogon.

B. Organize documents neatly in files. The Human Resources department should keep copies of documents regarding salary increases for civil servants
and permanent employees in a properly organized Human Resources salary increase file, which should include:

8.1Incoming letters regarding salary increases for civil servants and permanent employees, rounds 1and 2.

8.2 Copies of official letters regarding salary increases, both the first and second inc reases.

8.3 Copies of the salary increase orders, first and second.

0
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Resource Managemant Department
Personnel Personnel recruitment

Responsibilities

The human resources department is responsible for preparing documents such as job postings, application forms, job advertisements for various

positions, recruitment, document verification, and announcement of results.

ste p responsible person evidence

=>

1. Print the job advertizement for the

Recrutrnent announcament

Personnel Supervisor

desired position.

Daputy Director of Human Resournces Management 1. Maarandum proporng sgnaturs far the announcemant

1. Recrutment announcamaeant

1. Bubmit the anncuncement through the Deputy Director of Adminis trathon and

Human RiEs ouroes.

d i re Ctﬂr I Meemeorandum proposing signature for thie annauncemernd.

I The application process has besn announsed and shgred

3. Submit the announcement for

the dmeciors slgnatus.

Recrultment annowncement has been signed

Personnel Supervisor

4, Post a copy of the announcement in a public place.

1. Government letter issued

Personnel Supervisor

Z The spplication process has been announced and signed.

5. Write letters to government agencies within the province

1. Government documents isswed

Personnel Supervisor

requesting their assitance in publicizing the information.

2 The application pracess has been announosd and ssgned

6. Keep one copy of the announcement neatly

in a file.

finish




ale

Personnel recruitment process

1. Print the job advertisement'lfnr the desired position. The advertisement includes the following:

6.6 Whatis the required qualifications for the position, and how many positions are needed?

1.2. The applicant's qualifications must comply with clause 1.1and possess other required qualifications.

Entering government service in accordance with the Civil Service Act B.E. 2535 (1992) by analogy.

1.3 ltems to bring on the application day: a recent passport-sized photograph showing your face, without a hat or glasses.

Required documents include the application fee, a copy of the house registratilnn certificate, copies of educational certificates, a copy of the national ID card,

@] ey COCuMaATS a5 ApEropriabe o e Type of employmant.

1.4. Wage rates should be clearly stated.
1.5 Application and Selection Schedule: The application period is set at 15 days, excluding public

holidays. The application location and convenient contact telephone number of the college must be clearly specified.

Along with clearly defining the selection date and time.

1.6 Clearly specify the date, time, and location for announcing the selection results.

PRSUbmittheliobladvestise menthoughithelpe putylbite ctonoiiinman]Resoucesiianage men mwhopmlierniylthels Ceura Gy

of the advertised pﬂslitinrt.

3. Submit the job advertisement to the Director for signature.

4. Post a copy of the announcement in a public place.

5. Write a letter to government agencies within the province requesting their assistance in posting the j{':nh application announcement.

Human resources coordinating with public relations to prepare letters.

6. Keep one copy of the announcement neatly in a file and make photocopies to give to the selection committee.



Human Resources Department, Personnel Management, Personnel Selection, Duties and Responsibilities.

To serve as a guideline for personnel selection practices in the recruitment of educational institutions.

responsible person E‘u"idEl‘IEE
step
C start )
Personnel Supervisor Application with evidence
1. Prepare the application and take responsibility for the application process
; Personnel Supervisor Draft appointment order
2. Issue an order appointing the committee to
select individuals,
+ Personnel Su pe rvisor Evidence Inf application
3. Review the application documents.
* Deputy Director of Human Resources Management, Order appointing the committee.
4_Zubmit the arder thraugh the Deputy Dhrector of Human Resources Management.
5. Submit the order for the director's signature. Personnel SUpEl’WSUr Select a pE raon
+ director Order to appoint a committee
|
b. Cogny o nhal of Gar INEETDEbng Thi Samimi s S 10 Sodrdinate Th (e @ o of
examuna tion questons and the arrangemant of examinaton Yanuas. '
Personnel Supervisor Select a person
T. The selection reswits will be anmounced on the date PEfEﬂﬁﬁEl Supﬂr‘fiﬁﬂr A“ directﬂrs
and time announced.
+ Personnel Supervisor Bactaraon O a3
8. Receive registration reports from selected candidates,
Personnel Supervisor report card
9, Prepare the empleyment contract and employment -
Personnel Supervisor 1. Employmant contract
order for the advertised position.
2. Employment Order

«»




Personnel selection process

1. Prepare the application and take responsibility for the application process, ensuring it & appropriate for the advertised position.
2. Issue an order appointing a selection committee to select individuals for the annc:ur"zce& pnaitin::m.
3. Verify Application Documents: The personnel depart ment will venfy the application documents as follows:
- A frontal photograph, without a hat or sunglasses, taken within the last 6 months, 1-2 inches in size, 1 copy.
- One certified copy of the house registration certificate.
- One certified copy of the national identification card.

- One certified copy of educational qualifications.
- One certified copy of the military service exemption certificate (for males only).

= A medical certificate stating that the applicant is free from prohibited diseases according to the Civil Service Commission Ragulation No. 12 (B.E. 2526]), issuad

e imird 1han 15 days bofone e appication date.

- Copy of name change certificate (if current name does not match the above documents)

-Assign finance staff to issue application receipts, and HR staff to keep records of applications.

- The application period for persannell positions has ended. The college has published fhe list of eligible candidates for the selection exam .

in a public place for everyone to see.

4. Submit the order through the Deputy Director of Human Resocurce Management.
5. Submit the order for the director's signature.
6. Distribute copies of the order to all committee members and coordinate with them regarding selection prﬂc-:edures, such as. s

The examination preparation, grading, theoretical examination, practical examination, and selection locations are as specified in the

announcemeant.
7. The selection results will be announced on the date and time specified in the announcement.
B. Receiving registration for selected candidates, The Human .H:e-snur: es department will prepare the necessary registration documents.

!
4. Prepare two copies of the employment contrect and the official hiring order for the position as announced, subrmit thelm to the director for signature, and keap thlel'n on file.

One copy of the employment contract is kept by the Human Resources department, while the other copy is returned to the employee: A copy of

the employment order is given to the Finance department for payroll processing, and all documents should be properly filed as follows:

9.1 Application forms from all applicants.

9.2 Order appointing the selection committee.
9.3 Copy of the college's announcement regarding the list of eligible candidates for selection.

9.4 Copy of the college's announcement regarding selected candidates.

5. Selected Candidate Registration Form

&. Copy of the em ployment contract.

T. Copy of the employment arder for the peation as stated in IIhE announcemert.

GG,



step

start

1. Issue official travel orders to administrators,

teachers, government employees, and staff,

2, Provide a copy of the order to the trainees for their

information and to facilitate the loan appEcation procass.

3. Trainees write a training report

to submit to the director.

4. Trainees write a travel
report.

5. The Human Resources department will print the

details of esch year's training sessions, submit

them to the director, and provide a copy to

the informetion Center.

6. Organize the documents neatly in folders.

finish

Resource Management Departmeant

Personnel job name Personnel development

responsible person

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

evidence

Government orders

Copy of gover nment service order

Training report record

travel report

1. Training report

2. Parsonnel Development Program

Personnel training statistics

for each year.



=1

Personnel development process

1. Prepare official travel orders from the official letter authorizing administrators, teachers, government employees, and
staff to go on official business.

2. A copy of the order must be provided to the trainees for their information, so that they can :-:uurdinatg with the finance department to
request a loan for official travel at least 3 days before the departure date {in the case of borrowing money from the college for official travel).

3. Trainees submit training reports to the director. After successfully completing the training, trainees must submit

training reports through their supervisors, department heads, the deputy director for academic affairs, and finally to the director

for their information.

4. Trainees may write travel reports to claim reimbursement for per diem, transportation, and accbmmndatliun

expenses according to their entitlements, while maintaining frugality. In claiming expenses for official travel, the Office of the
Vocational Education Commission uses the Ministry of Finance's regulations on reimbursement of official travel expenses, B.E. 2550 (2007),

published in the Royal Gazette, Announcement and General Affairs Section, Category D, Volume 124, Special Issue

91 D, dated August 2, 2007, which came into effect on August 3, 2007. This alsc includes guidelines for claiming reimbursement for hired

transportation across provincial boundaries, compensation, and other necessary expenses incurred during official travel, while considering frugality in
accordance with the Office of the Viocational Education Commission’s annual budget austerity policy for fiscal year 2007.

5. The Human Resources Department will print details of staff training attendance each year, submit them to the director, provide a copy to ﬂ're

Information Center, and compile statistics at the end of each year to align with the internal quality assurance of the educational institution, as follows:

6. Organize documents neatly in files. The Human Resources department should make copies of training statistics reports with details and place

them neatlyin files,
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Human Resources Management, Personnel, Application for Royal Decorations, Duties and Responsibilities.

|
The Human Resources department processes requests for royal decorations for those working in educational institutions, following the established procedures

for those eligible to request roval decorations.

According to the Prime Minister's Office Regulations on Requesting Rn';,rﬁl Decorations of the Most Exalted Order
of the White Elephant and the Most Honourable Order of the Crown of Thailand, B.E. 2536 (1993), government
agencies are required to submit supporting documents for requests for the Royal Decorations of the Most Exalted
Order of the White Elephant, the Most Honourable Order of the Crown of Thailand, and the Emperor's Medal to the Cabinet
Secretariat at least 90 days before the Royal Birthday Celebration. Furthermore, the Office of the Vocational Education Commission requires educational
institutions proposing royal decorations for their civil servants and permanent employees to proceed with meticulous
care in submitting applications to the qualifications and merit 'screening committee as stipulated in the regulations.
The criteria for requesting royal decorations are as follows:

Qualifications of applicants for royal decorations.
- Be of Thai nationality
- They are people of good conduct and perform their public service or work that benefits the public with
. |
diligence, honesty,;and utmost dedication to their duties.

= A person who has never had their royal decorations revoked or been sentenced to imprisonment by a final
judgment, except for offenses committed through negligence or minor offenses.

- Must be a permanent employee of a government agency according to the regulations of the Ministry of Finance concerning e o employees of government
agencies, and this includes permanent employees of local government agencies such as Pattaya City almd Bangkok Metropolitan Administration, but does N th
include employees under reuplving funds. Furthermore, the employee must be a permanent employee whose name and nature of work areldirectty categorized as slcilléd

employees or permanent employees whose name and nature are similar to civil servants.

The process for requesting royal decorations begins with requesting the Most Honourable Order of the Crown of Thailand and

the Most Exalted Order of the White Elephant, alternating between the two, progressing through the ranks from
the lowest (7th class) to the highest. Consideration should be given to the applicant's position, rank, class, and
merits, in accordance with the conditions and timeframes for the Most Exalted Order of the White Elephant and the

Most Honourable Order of the Crown of Thailand.

Floor below the sash Floor below the sash

Seventh class: Silver coin with white elephant design, {Fopal Thai Pafice) Seventh tier, Thai silver crown medal. (R.N.M.)
Sixth Class, Gold Medal of the White Elephant. (Lt. Col.) Sixth Class, Gold Medal of the Crown of Thailand (Lt_ Col.)
Fifth Eliass, Order of the White Elephant (B.C.) Eifth m;_;,.lm Qrsber of the Crown of Thailand (Benjamaparn Mangkua Thi) (B.M.)
Fuurtl'; Class Order of the White Elephant (JC} FﬂufthICEa 55, Order of the Crown of Thailand {SIHI‘(}
Third Elfass QOrder of the White EIIEﬂhant {T_C_] Thilrd Class, The Order of the Crown of Thailand (immigration]
Eeccmdlf:taaa of the Order of the White Elenhanf {TC } Second Ic:lass of the Order of the Crown of Thailand {TM ]
Sash layer Sash layer

First Class of the Order of t.heWhite Elephant {F’C} First Class of the Order of the Crown of Thailand {FIM)

The highest ci&el-i. the Grand Cross of the Order of the White Elephant (M.P.Ch.), The highest rank, the Great "-"IE'J'iFE""-':""E”‘"t- {M V.M ]



Personnel matters; Application for Royal Decorations.

step

oD

1. Inform government officials and permanent employees about the

criteria for requesting royal g'rants. ,

2. Verify the eligibility of those applying

for royal decorations.

3. Print the details of the applicant for the royal decoration.

4, Print official letters and document templates, and submit the

raguest through the Deputy Director of Humen Resources Management .

5. Submit the details of the request for royal

decoration to the director for his signature.

6. Submit the application for royal decorations to the Vocational Education

!
Commmission within the specified time.

7. Organize the copies of the documents neatly in a file.

(=0

Resource Managemeant Department

responsible person

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Daputy Director of Humslm Resources,

Head of Personnel

Director,
Head of Personnel

Personnel Supervisor

Personnel Supervisor

evidence

Criteria for requesting etc.

Work history

1. Application form 2.
Work history

1. Government documents

2. Details for the nomination

for a royal decoration.

Details of the nomination

for a royal decoration.

1. book issued

2. Promotion summary form and related

documents,

Copy of the letter proposing
a royal decoration.
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The process of requesting a royal decoration.

1 . Inform civil servants and permanent employees of educational institutions about the criteria, conditions, and procedures

for requesting royal decorations annually, as per the letter received from the Office of Vocational Education Commission.
2. Verify the qualifications of applicants for royal decorations and screen the qualifications
of nominees according to the criteria and conditions for requesting royal de-:lnratinns,
3. Print the details of the applicant for the royal decoration and verify the title, first name, llast name, and Eulppnrting details according to
the form prescribed in the letter from the Office of Vocational Education Commission, ensuring it is correct, complete, and clear.
4. Print the official letter and attach the documents from step 3, then submit it through the Deputy Director for Human Resource Management.

k now

5. Submit the details of the application for royal decoration to the Director for signature. The official letter, issued along with the documents
from point 4, shall be signed by the Director for the application for royal decoration for that year.
6. Submit the application for royal decorations to the Directorate of Vocational Education
Commission by March 30th of the year.

7. Keep copies of the documents reqhesting the royal decoration neatly in a file.

Resource Management Department

Human Resources: Application for a Government Official Identification Card

Responsibilities

The Human Resources department is responsible for preparing application forms, verifying the accuracy of the information entered on
the application, ensuring that ail supporting documents are complete and correct] and preparing official letters to send the application to the Office of the Vocational

Education Commission regarding the procedures for applying for a government official identification card.

According to the Government Officials Identity Card Act B.E. 2542 (1999), the Ministerial Regulations (B.E. 2542) issued l

under the Government Officials Identity Card Act B.E. 2542 (1999), and the Royal Decree specifying government officials and

those authorized to issue government officials identity cards under the Government Officials Identity Card Act B.E. 2542

(1999) (No. 10) B.E. 2549 (2006),



Human Resources Department, Personnel Section, Application for f.‘gnve'rn ment Official Identification Card,

step

(s )
v

1. Submit an application for a government official identification card,

v

2. Attach two photographs taken within the last six

maonths tothe application form for the D card.

v

A, \Writs an official letter bo the Gffice of Vocational Education Commizsion

Y

4. Submit the letter along with the application for the ID card

to the director for signature.

v

5. Send the letter along with thie application for the vocational certificate

to the Office of the Vocational Education Commission.

v

6. In case of lost, damaged, or destroyed card, a new card or

replacement card must be requested within 30 days.

v

7. If the cardholder changes their first name or
surname, they must request a new card within 30 days from the
date lh:rlaru granted permission o change thair

first name or Surname.

v

8. Organize the documents neatly in folders.

|
oD

responsible person

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Director,
Head of Personnel

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

ey

evidence

1. Card request form

2. Photo

1. Card request form

2.Photo

1. Card request form

2.Photo

3. College introduction letter

1. Application form for an 1D cand.

2.Photo

3. College introduction letter

1. Apphication form for an 1D cand

2.Photo

IO cani i Fean Aot OFFC & of b vl e s s © prendesior.

Copy of notification

letter

In case of lost card

Gopy of name change document (first name

and last nama)

1. Qutgoing document.

2. Copy of the application form fod

thee 1D card



Steps for applying for a government official identification card.

1. Write your application for a government official identification card in your own handwriting using the presérihed form.

1.1 Application form for teachers and educational personnel.
1.2 Application form for permanent employees.

1.3 Application form for government employees.
2. Take two photographs, write your name and surname on the back of each photo, place them in a small plastic envelope, and

staple the envelope tl-:: the front of the applicat'inn form for an identification card. The photographs used must meet the specified

criteria as follows:

2 1The phote must have been taken no more than § moniths pror 1o the date of appleation for the identity cand.

2.2 It measures 2.5 x 3.0 centimeters.
2.3. The photograph must be a half-body, front-facing shot, without a hat or dark glasses.
2.4 Applicants for identification cards must be dressed appropriately for their position.
2.5 Copy of house registration certificate, copy of government employee ID card (if renewing), copy
of national ID card, with certified copies.
... official letter along with the application form (including the photograph 'Elready enclosed in the plastic envelope) thr&ugh the

Deputy Director of Human Resources Management.

4. Submit the letter along with the application for the ID card to the director for signature.

5. Send the letter along with the application form to the Office of tlhe Vocational Education Commission (Secretary-General of the Vocational
Education Commission).
1 i
6. In case of loss, destruction, or material damage to the card, the cardholderimust apply for a new card or a replacement card, as the

case may be, within 30 days from the date the card was lost, destroyed, or damaged. (A police report must be attached in cases

where the card is completely lost or destroyed, or a copy of the damaged card or a partial copy of the remaining card that has not yet

been destroyed must be attached, along with a certified copy of the national identification card.)

7. In cases where the cardholder changes their first name, last name, or both first and last names, the cardholder must apply for a new
card within 30 days from the date of receiving permission to change their first and last names. (A copy of the name change thereof.)

permit rl'nust be attached along with aco py of the national identification card and a certified co py

8. Organize and file the copies of the documents neatly as follows:

8.1 Copy of the official letter issued along with a copy of the application for a government official identification card and

related supporting documents.

Note: Anyone who is not a government official but uses or displays an identification card identifying themselves as a government official shall be

punished with imprisonment from 6 months to 5 years and a fine from 10,000 baht to 100,000 baht.



Resource Management Department

Personnel Name; Payment of Temporary Employees According to Regulations.

Duties and responsibilities

Human Resources: Verify the number of days of personal leave and sick leave taken by temporary employees during their 5-month work period.

Monthly Report 1.
2. The finance department is responsible for paying salaries according to regulations, after deducting excess leave days.

Definition
Temporary employees refer to monthly, daily, and hourly employees hired to perform work of a temporary nature
and/for for a fixed term. Temporary employees are divided into two types: temporary employees funded by the government budget and
temporary employees funded by non-government funds.
According to the delegation of a-.llthnrity order No. 1063/2549 of the Office of the Vocational Education Commission, which grants heads of educational
institutions the power to hire and términate temporary employees, Phetchaburi Polytechnic College has hired temporary employees

and disbursed their wages in accordance with the regulations concerning the payment of wages by government agencies, B.E. 2526 (1983), as follows:

- Monthly payments to temporary employees will be made once a month, with working
hours adhering to government working hours.
- Payment of wages for weekly holidays and special holidays shall be considered overtime work, with

the wage rate in accordance with the Ministry of Finance's regulations on payment of compensation for overtime work.

- The payment of wages to temporary daily and hourly employees is scheduled based on
working days, typically paid once a month.

The regulations regarding leave of absence and sick leave for temperary employees, as stipulated in the Prime Minister's Office Hegdiatinﬁs on Leave B.E. 2535 (1992), amended
B.E. 2539 (1996}, are as follows:
Temporary employees starting their first year of employment are entitled to a maximum of 8 working days per year, except
in cases where the employment period is less than 6 months, in which case they are not eligible. In subsequent years, temporary

employees who continue to work are entitled to 15 paid sick days per year.

Temporary monthly employees who are continuously emplnyﬁd are entitled to maternity leave of up to 90 days, with the right to

recaive 45 days' waql;p&s during their leave from the college, except in cases where they have not worked for T months in their first year.

Following the Cabinet's resolution approving measures to improve the efficiency and effectiveness of government work, which mandates

performance evaluations every 5 months, temporary employees are therefore entitled to a combined total of 8 working days of

personal and sick keave during that 5-month period, and will receive their wages at the normal rate during leave.

However, if any temporary employee takes more than 8 working days of leave or sick leave in a 5-month period, the college will

i
consider paying their wages according to regulations.
i



Job title: Human Resources. Payment of temparary employees according to regulations.

step

=

1. Review your personal keave and sick leave days over the past &6 months.

2. Record a reqguest for permission to make payments, in

accordance with regulations, through the Deputy Director of Human Aesources Management.

3. Submit a memorandum to the director, attaching

relevant documents.

Resource Management Department

responsible person

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

Personnel Supervisor

!
4. Have the relevant parties sign to ?cknnvdedge

receipt of the memorandum,

Personnel Supervisor

5. Provide a copy of the memorandum to the relevant parties
4 |

ard khard it ouer to the Fnenee dapartment for paymaent scconding 1o regulations

Personnel Supervisor

6. Organize the documents neatly in folders.

finish

evidence

Evidence of leave

1. Record a message

1. Lo letinr

1. Record a message

1 Loawe letior

3. Leave statistics

Save a message

Relevant messages have

been recorded.

1. Copy of message memo

Z. Leeve lettar

3. Leave statistics for the past & months.

lssen
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Procedure for paying temporary employees according to regulations

1. Survey of Leave and Sick Leave over the Past 5 Months: The Human Resources department surveys the statistics of personal and sick

leave taken by temporary em'pln}rees em;fery 5 r_nﬂnthé. The first period cnvérs October 1st to March 31st of the following year, and the-

|
second period covers April 15t to September 30th.

2. Memorandum requesting permission to pay wages according to regulations: If any temporary employee has more than 8 working days of leave
in a 5-month period, the Human Resources department must record a memorandum and report it to the Director through the Deputy Director of Human Resources

to request permission to pay wages according to regulations, attaching details of the leave days which include:

2.1 Leave letter

2.2. Attendance logbook.

2.3 Leave statistics over the past 5 months.

3. A memorandum from the director is to be signed by the relevant temporary employee acknowledging receipt of the information and authorizing the deduction
of wages for days of leave exceeding the regulations.
4. Have the relevant parties sign the memorandum to acknowledge receipt.
5. Submit the memorandum and a copy from step 3 to the finance department for payment processing according to regulations.

6. Organize the relevant documents heatly in files as follows:
6.1 Leave letter
6.2 Leave statistics

6.3 Copy of the memorandum.
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