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Human Resource

Woramon Saisit Pischada Meejaiyen Piyapat Piamsawat

(Neung) (Amm) (Tew)
COcadom vt Low



Agenda

Mahidol Account & Benefit & Allowances &
] Working hours and Rules ) Daily Life
s E-Pay Slip - s Reimbursement n



Benefit & Allowances &
2 Working hours and Rules 3 ) Daily Life
- s Reimbursement n




*
S=

MUIDS

Mahidol University International Demonstration School
[suiISyUATESAUILING UHDNYIAUURAA

Mahidol Account
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Internet Account (Free MU-WiFi)
and E-mail Account (@mahidol.edu)

Username: firsthame.sur

firstname.sur or uxxxx or gxxxx

Password: ddmmyyyy
(Example: Date of Birth 24 July 2000.
Password is 24July2000)

password

0-2849-6228-9 setup manual
consult@mahidol.ac.th
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E-Pay Slip
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E—-Pay Slip System Introduction
e ————————— You will be able to login into the link for e-payroll at

User Guide ) VPN B share this Doc

Artides
@ msoadoulion VN wusuupams 05

Soene—, MU electronic pay slips can be accessed at

e home, all you need is a VPN Mahidol and
= : login with your internet username and
= : password.

Please check the details as this link


https://muit.mahidol.ac.th/docs/users-guide/manual-network-and-connectivity/
https://e-payroll.mahidol.ac.th/index.php?lang=en

Mahidol University International Demonstration School
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e - Payroll System

.6, 2561 dlusiullaeiniBunis &susyuuann e-Payslip 1fuszuu e-Payroll dwnsatilafomusinu URL hitps:/le-payrol il o o
Tl agtusorata e Az Fu fumsuamonan T dawd fau fFhdhouasunaing

2. Choose Language

1. For Mahidol Uriversity staff orly. Exclude those wiho are from the FacLity

Terms of Use.

of Medicine Siiraj Hospital, FacLity of Medicine Ramathibodi Hospital,
Username Facuity of Dentistry, and Golden JLibles Medical Center

o — 2. If you dorvt have a Liser name or yoLr access are deried from logging in,
please contact the Personel Department of yoLr facLity/instin e,

Use new username to log-in eg. john.dee
You can check your new username, Please dick

3. Log in|with MU

username & password

8 uH3nnduufiaa
¢ lzl:l\l)'oh/’hlﬂ(l\l

e - Payroll System

Full Mam M 0000 X000 Porsa Teacher

Fla Okt

@ RN a@manidal. ac.ih

4.1 Clicki¥Pay Slip” pecember2014 4.2 Click to preview your pay slip
D)

4.2 Choose “Month & Year”

et

Access URL: https://e-payroll.mahidol.ac.th/ePayroll/index.php?lang=en

n Choose Language

H Log in with your MU internet account

View and Print your pay slip

4.1 Click tab “Pay Slip” on menu bar

4.2 Choose Year, Month and click &
to preview your pay slip

Remark: You can only Log-In at Mahidol University area. You have to print out e-Pay Slip by yourself.


https://e-payroll.mahidol.ac.th/ePayroll/index.php?lang=en
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E—-Pay Slip System Introduction

o @& httpy//e-payslip.mahidol/payslip/preview.php - Windows Internet Explorer = S
BN ) ritpsivc-poysiipmabidol/payslip/ preview.ghp =
] A H “ H H ”
i =\ print pay slip 4.3 Click “Print Pay Slip
3 masoor unevensiry - View and Print your pay slip
ol v ingasuing PAY SLIP
Personmnel No. 143000 Faculty 3.5, eSawmond Period December 2014
Full Name  Mr oo Xooooon Organization Academic /Teacher
Earnings Amount Deductions Amount . Uy e
Sy Py e — ) 4.3 Click tab “Print Pay slip
Total Exrnings m—— Total Deductions " 000RK |
= @ intemet | Potected Mode: On [G -] qox -

Remark: You can only Log-In at Mahidol University area. You have to print out e-Pay Slip by yourself.
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MUIDS “PAY DAY” uHBNedoURaa

¥,
l)rl\f!ioﬂ.’hi(lil

e - Payslip Statement

January February March April

28 25 26 25

May June July August

27 25 25 26

September October November December

l- 1 o MUHR @ @muhrconnect @ https://op.mahidol.ac.th/hr [ I lr




Agenda

1 Mahidol Account &
] E—Pay Slip

Benefit & Allowances &
. Daily Life
s Reimbursement n




* . . . . . P2/
%= | Mahidol University International Demonstration School § 1%

A
ME[%S [suisSguasaUILNEI®A UKIDhU1avuRaa

Academic Working Hours

Starting from
7:15 AM to 4:00 PM




*
S=

MUIDS

Mahidol University International Demonstration School
[suiISyUATESAUILING UHDNYIAUURAA

The Types of Leave
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The Types of Leave

The types of leave with pay for faculty as below:

Professional

Personal Leave
Development Leave

Sick / lliness Leave

If you used up all your sick leave and your personal leave, you are generally entitled to unpaid leave.

A leave without pay is to deduct from your monthly salary and housing allowance.



¥
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The Types of Leave

The types of leave with pay for faculty as below:

Teachers are allowed to take sick leave no more than 15 working days per

academic year.
Sick / lliness Leave ® Teachers requesting sick leave are responsible for informing their Head of
Department either the evening before, or not later than 6:30 a.m. on the day of
absence.

For illnesses of three consecutive days or more, a medical certificate is required

from a qualified physician.

For cases of serious illness, teachers must produce a doctor’s certificate indicating

health clearance before returning to school. Hospitalization Sick L eave is 60 days

per academic year.
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The Types of Leave

The types of leave with pay for faculty as below:

The process for taking a sick leave as follows:

1. Inform the Deputy Director for Academic Services / Head of

Sick / lliness Leave

Department by e-mail.

2. The next day that you come back to work, please fill out the
“Appendix 4 Faculty Leave Request” form

3. Submit the form to get an approval from HOD.

4. After got the approval from HOD, please submit to HR department.
5. HR will check your leave record and record in your form and then

send it to get an approval from Deputy Director for Academic Services

and School Director.
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The Types of Leave

The types of leave with pay for faculty as below:

® After 6 months from the first day that teachers report to work,
teachers are allowed to have 3 Personal Leave days per academic
year.

Not intended to be extra holidays and may not be used to extend
holidays, create long weekends without legitimate cause, add to

December/April breaks, or lengthen summer holidays.

Prior permission from the Deputy Director for Academic Services must
be obtained at least 3 working days in advance so that substitution

can be arranged.
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The Types of Leave

The types of leave with pay for faculty as below:

The process for take a personal leave as follows:

1. Fill out the “Appendix 4 Faculty Leave Request” form.
2. Submit the form to get an approval from HOD.
3. After got the approval from HOD, please submit to HR department.

4. HR will check your leave record and record in your form and then send

it to get an approval from Deputy Director for Academic Services and

School Director.
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The Types of Leave

The types of leave with pay for Faculty as below:

Professional Professional Development leave with pay is 5 days
Development Leave

per academic year. This should be filled out “other”

leave in the Appendix 4 Faculty Leave Request form
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The Types of Leave

The types of leave with pay for Faculty as below:

Pl The process for take a professional development leave as follows:
Development Leave

1. Fill in the form “Appendix 4 Faculty Leave Request”
2. Submit the form to get an approval from HOD.
3. After got the approval from HOD, please submit to HR department.

4. HR will check your leave record and record in your form and then send

to get an approval from Deputy Director and School Director.
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& fazuity mamizer unakiz o mest 3 wcheduled slse foe amy reseon i mguined 3 compless thin feem md subeit 5 HOD 3nd the Depusy Dirzimr
far Aoadsmiz Scrizsa. Excoptiman cmersensy, e form shauld reach the ofcs at et ts day prer i the sbecres. *=bigic: This farm must bs
woizmized 3 HOD and the Demuty Dirmstar fr Aazdemis Sorisen the wesk of the subwdtutions in srdar for any Farttime and Exra Block Fulltime

Appendix 4 Faculty Leave Request e

Gaym et aukeit 3 medizal cersficsis fram 3 quakficd phymisan upen retem 4 She schosl (o Faculy Handbock £ 0.

Name Surmame: Moabile Phone

From {dd'mmsyy): To (ddimmiyy):

The following arangements have been made.
Class Hour Substitutes Leszon Plan | Lezson Plan

provided not provided

You can request the form at

® Human Resources Office

Resson [F) - lliness / Injury {15 Days) Total Lesve Day (s):
__ Personal (3 Days) Total Lesve Day (s):
° YO u r H O D _ ::j withaut Pay Tatal Legve Day (=)
Teacher's Signature Ciate
®* Download by yourself at Teacher HUB. (Click) . ]
s Signature stz

Summary Leave Record by Human Resource Department

Sick Leave Ussd untll Present Days Mote:
Personal Leawe Used unfl Present Days Mote:
Leave Without Pay Used until Present Days Mote:
Approved with Pay C es C Ne hhota:
Checked by HR: Drate:
Approved by: Deputy Director Dzte
Approved by: School Director Date

= f you would Fke to do the cancelation of your leave request, please inform HR, HOD and Deputy Director by sending an 2-mail =


https://drive.google.com/file/d/0B_G7ThRJL3nVVGdiVWlnZ2djU1BnME95ZlFJSjRMRnZGRGtN/view?usp=sharing&resourcekey=0-pzvEvxlrSmZpw8quxSiq8Q

Agenda

1 Mahidol Account &
] E—Pay Slip

4 Daily Life
|

2 Working hours and Rules
||
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Health Insurance
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Health Insurance

<::> E—

palss D.fﬁ-)

OPD: 2,500 baht per 1 time / 1 day

(Not over 30 times per 1 year) |

L S

Muang Thai HealthCARE iodlny
Group Insurance th

-
MUANG THAI LIFE P

G-A16-0349-E0000243-00 . i3 szr f;‘a §&

Emergency Accident OPD: P

B au mdaumnmia amhinnasuiion _:-k (

svavanantssiu : 01/04/2567 - 31/03/2568 ¢ '

ﬁ?ﬁae-a"ams/ﬁ:l 2,500 OPD/@ATE 2,500 (hitiu 30 Asa/Al 12 OOO baht per 1 time per 1 case ."'.' i |

ashwwennanll 40,000 ’ | 2 '\ b

ER Acc. (72 4.) 12,000 ) Xl

P.20240319

General Hospital expenses (Admit)

40,000 baht (Not include Daily room)
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Health Insurance

If you are sick and go to see the doctor at the Public Hospital.

You are requested to pay in advance. For reimbursement, please submit
the required documents to HR as follows:

1.  Original receipt

2.  Original Medical Certificate

Muang Thai HealthCARE iodlny
Mt
If you are sick and go to see the doctor at the Private hospital.

MUANG THAI LIFE

G-A16-0349-E0000243-00

You don’t need to pay in advance, you can only show the Muang Thai

T5a3au adaunnmd anninnssuiiea

sevAN@NsYY : 01/04/2567 - 31/03/2568 . HealthCare Group Insurance Card with your passport at the registration
aviae-a1ms/ iU 2,500 OPD/@A% 2,500 (hitiu 30 Asa/Al

simawemnatill 40,000 counter at the hospital.

ER Acc. (72 1u.) 12,000

P.20240319

Please note

1. To pay of any additional cost over the amount of benefit, it is your
responsibilities.

2.  This insurance card is not covered the medical health check up and dental.

3. If you need more details please contact HR department.
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Professional Development (PD) Allowance

According to Announcement (MUIDS) at 042/2020 Subject: Professional Development Allowance for Certificates and Degrees

towards Practitioners in Mahidol University International Demonstration School for MUIDS’s Employee (Follow the link),

The budget for PD is 30,000 baht per one academic year, starting from August to July every year.
Only full-time teacher and the Deputy Director are allowed to apply for the PD budget.
The process for applying for PD allowance as follow:

You must submit the Professional Development Allowance Application Form (Follow the link) to get an approval

from HOD, HR, Deputy Director and School Director before you pay and attend the course. The required

documents as follows:

1 . 1 Program/Course/Details of your PD

1

1 2 Transportations details with the price (approximately)

1 3 Hotel details with the price (approximately)



https://docs.google.com/document/d/1oQUr6hqiU5YrY_VFgbYDgsSjIqOMMr9S/edit?usp=drive_link&ouid=106094740393626868516&rtpof=true&sd=true
https://drive.google.com/file/d/1YiKS4wGu9gKGeMMQZbsqKH_LVbX7CJ-3/view?usp=sharing
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Professional Development (PD) Allowance

The budget for PD is 30,000 baht per one academic year, starting from August to July every year.
Only full-time teacher and the Deputy Director are allowed to apply for the PD budget.

The process for applying for PD allowance as follow:

rofessional Development Report Form (Follow the link)

P
Original Receipt / MUIDS Unofficial Receipt (Follow the link)

Certificate


https://docs.google.com/document/d/1p9UblXV_W33hwvR2WdFrQK2Krp-9p_wl/edit?usp=drive_link&ouid=106094740393626868516&rtpof=true&sd=true
https://drive.google.com/file/d/1-R8shLOpcDoVx02Urh-OtxCXDjH-kQL3/view?usp=sharing

¥ : . - . -
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Professional Development (PD) Allowance

The budget for PD is 30,000 baht per one academic year, starting from August to July every year.

Only full-time teacher and the Deputy Director are allowed to apply for the PD budget.

The process for applying for PD allowance as follow:

After you complete the PD course please submit the documents as follows:

Proof of payment. This can either be a credit card statement/list of account activity, a
printout of the screenshot for a transfer, if you are using SCB's transfer service or something
similar. Because the reimbursement is in Baht, the calculation for the reimbursement will
be calculated based on the exchange rate at the time of purchase, regardless of when you

end up submitting the receipt. It is needed, as we are audited every year.
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For Degrees




<= | Mahidol University International Demonstration School §

MUDS [suisSguasaUILNEI®A UKIDhU1avuRaa

Professional Development Allowance for Degrees

- The person who is eligible for the allowance must be a full-time teacher and deputy director or above
only, has worked under an employment contract until the expiration of 120 days from the
commencement date and has been considered through probationary work.

- When the allowance has been approved, the eligible person must graduate the master's degree within
2 years and within 3 years for a doctorate degree

- The budget of PD for Degrees is only for registration fee and cannot exceed 30,000 Baht per academic
year. Any amount over 30,000 Baht is borne by the teacher.

- The process of PD for Degrees as follows:

I e
2



https://drive.google.com/file/d/10HAzZK2mUKVlCs-qK4Y9aToIZ5PA7fdP/view?usp=sharing
https://docs.google.com/document/d/1iuleVdtXeAiZ1A0fe7JTzJcFkVLg3cDs/edit?usp=drive_link&ouid=106094740393626868516&rtpof=true&sd=true
https://drive.google.com/file/d/10HAzZK2mUKVlCs-qK4Y9aToIZ5PA7fdP/view?usp=sharing
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Professional Development Allowance for Degrees

Professional Development Report Form (Follow the link)

Original Receipt / MUIDS Unofficial Receipt (Follow the link)

Certificate/Transcript

Remark: In the last time of submitting the PD Report (2" time for Master and 3" time for Doctoral),

you must submit the official certificate and transcript to get reimbursement.


https://drive.google.com/file/d/1IIwPI1xvBbxqNVi5o0v46sfQ9q4aIm92/view?usp=sharing
https://docs.google.com/document/d/1p9UblXV_W33hwvR2WdFrQK2Krp-9p_wl/edit?usp=drive_link&ouid=106094740393626868516&rtpof=true&sd=true
https://drive.google.com/file/d/1IIwPI1xvBbxqNVi5o0v46sfQ9q4aIm92/view?usp=sharing
https://drive.google.com/file/d/1-R8shLOpcDoVx02Urh-OtxCXDjH-kQL3/view?usp=sharing
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Professional Development Allowance for Degrees

After you complete the program please submit the documents as follows:

Proof of payment. This can either be a credit card statement/list of account activity, a
printout of the screenshot for a transfer, if you are using SCB's transfer service or something
similar. Because the reimbursement is in Baht, the calculation for the reimbursement will
be calculated based on the exchange rate at the time of purchase, regardless of when you

end up submitting the receipt. It is needed, as we are audited every year.
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Approval to Continue the Study
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Continuing Study’s Policies For MUIDS’s Employee

The employee who graduates and intends to get salary adjustment. The employee who can
require for salary adjustment must get an approval for the continue study in advance
(according to Continuing Study’s Policies for MUIDS’s Employee). The salary adjustment will
be under the consideration of the School Director. The steps are as follows:

You must submit a Request Form for an Approval to Continue the Study to get an approval

fromm HOD, HR, Deputy Director and School Director before you pay and attend the course.

The required documents as follows:

1 1 . 1 A Request Form for an Approval to Continue the Study (Follow the link)

Details of the Program



https://drive.google.com/file/d/1eBt2-uGKr3d3YtCjHY-cZehMWvOjr2rL/view?usp=drive_link

¥
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Continuing Study’s Policies For MUIDS Employee

2

An Application for Approval for the Salary Adjustment after the Study.
(Follow the link)

Official Certificate/Degree/Transcript



https://drive.google.com/file/d/1xtitghTTUBlrfCoiPy0BYyQajYRzhKsr/view?usp=drive_link
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Please note:

1. Please submit all documents to HR before you pay.

2. You have to get an approve before you pay and attend the course.

3. You have to fill the form and attach the documents every times you will apply for PD.

4. If you do not follow the requirement you will not be reimbursed.
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The Process Chart
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The process of PD for training/ certificate/ conference/ workshop

PD
Application Get an approval,
Form and HR will send you
required an e-mail
documents

Pay and attend
the course

PD Report Form
and required
documents

Get
reimbursement
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The process of Continue The Study

o ——

7
A RS (Rt i Get an approval, HR will /' usePDbudget. Pay and attend
an Approval to o (| After you graduate
send you an e-mail «_ andintendtoget  / the course

Continue The Study

~———

After you \\
~_ graduate 7

~
e —_——— 7

(/ Would liketo ™+ (
~_ usePDbudget _~

-~ -

—_— —_——

An Application for Approval
for the Salary Adjustment

after the Study.

Get an approval, HR will PD Application Form
send you an e-mail for Degrees

- = *Have to attach
~ Afteryou . -
( raduate ) with official
~ 8 _ - Certificate

Pay and attend
the course

PD Report Form

reimbursement

*Remark:
master's degree within 2 academic years
doctoral degree within 3 academic years
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“Foreign Teacher” Airfare Benefit
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“Foreign Teacher” Airfare Benefit

1 Hiring from Thailand 2 . Hiring from Overseas
@

ﬂ

I
‘ t ]l ‘
- First Time Airfare
- Mid Flight Contract
- End Flight Contract
- Settling in 30,000 Baht
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“Foreign Teacher” Airfare Benefit M{

For First time Airfare

Reimbursement Documents

1. Flight Itinerary.

2. Proof of payment/Credit card statement
3. Unofficial receipt form (request at HR).
4. Boarding Card.

Condition:

1. Hiring from Overseas.

2. Flight must fly from the home
of record or the last working
place.

3. We pay only Economy Class.

4. Actual expense reimbursement.


Presenter Notes
Presentation Notes
เอกสารที่ต้องใช้เพื่อเบิกค่าตั๋วเครื่องบิน
First time airfare
1. Flight Itinerary
2. Proof of payment / Credit card statement
3. Unofficial receipt form (At HR)
4. Boarding Card

เงื่อนไข
1. ว่าจ้างจากต่างประเทศเท่านั้น
2. ไฟลท์ที่บินต้องมาจากประเทศที่ตนเองอาศัยอยู่ หรือสถานที่ทำงานสุดท้าย
3. จ่ายเฉพาะค่าตั๋วเครื่องบินเท่านั้น
4. ชั้นประหยัดเท่านั้น
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“Foreign Teacher” Airfare Benefit 1w 2, snon

nﬁ%&-
For Mid Flight Contract 12 e

1. Hired as a teacher.

2. Contract for 2 years and work for 1 year during the contract period.

3. Travel during June - July only.

4. Submit travel documents within May 31st in person to HR to check before purchase the ticket.

HR will sign in your documents to confirm to buy the ticket.

5. The flight do not layover / stop over more than 12 hours. In case of the flight has a delay more than 12 hours, there must be
evidence from the airline only, e.g. an official email from the airline.

6. While waiting to change the flight, the layover / stop over do not leave the airport.

If there is a stamp from the Immigration at the country as you layover / stop over you will not be reimbursed.

7. The school pay only for economy class air ticket. Except insurance fees, seat selection, extra luggage, food or other expenses.
8. If your visa and/or work permit expire between June and August 10, you must renew your visa and/or work permit before you
will leave Thailand or must arrive back to Thailand before the date of your visa and/or work permit expire at least 15 days in
advance.

9. The purpose of Mid Flight contract is only to travel from Bangkok to your country in the passport.

10. Flight travel must be the same for both legs, in bound and out bound, such as if your home country is America your flight
might be Bangkok - Hong Kong - San Francisco. Your return flight will be the same city San Francisco - Hong Kong - Bangkok.

11. If you do not follow our requirement you will not be reimbursed. It will be considered void.


Presenter Notes
Presentation Notes
ผู้ที่มีสิทธิ์ได้รับ Mid Flight

1. เป็นอาจารย์
2. สัญญาจ้าง 2 ปี แล้วทำงานครบ 1 ปีระหว่างช่วงสัญญา
3. เดินทางช่วง มิย - กค. เท่านั้น
4. นำเอกสารการเดินทางมาให้ HR ตรวจก่อนซื้อตั๋ว ยื่นที่ HR Office เท่านั้น หากถุกต้องแล้ว HR จะลงชื่อยืนยัน ถึงจะซื้อได้ ต้องให้ตรวจเอกสารก่อนโรงเรียนปิดเทอมเท่านั้น
5. ไฟลท์ห้าม Layover / Stop Over เกิน 12 ชม.
หากไฟลท์มีการ Delay นานกว่า 12 ชม. ต้องมีหลักฐานยืนยันจากสายการบินเท่านั้น เช่น Email อย่างเป็นทางการว่าไฟลท์ Delay
6.  ในขณะรอเปลี่ยน Layover / Stop Over ห้ามออกนอกสนามบิน
หากมี Stamp จาก Immigration ประเทศที่รอเปลี่ยนเครื่อง ไม่สามารถเบิกค่าตั๋วได้
7. จ่ายเฉพาะค่าตั๋วเครื่องบินเท่านั้น ไม่สามารถนำค่าอื่นๆมาขอเบิกได้เช่น ค่าประกัน, ค่าเลือกที่นั่ง , ค่าน้ำหนักกระเป๋า, ค่าอาหาร หรืออื่นๆ
8. ตั๋ว ประเภทชั้นประหยัดเท่านั้น
9. หากไม่ทำตามรายละเอียดข้างต้น ไม่สามารถเบิกได้ไม่ว่ากรณีใดๆทั้งสิ้น
10. หากวีซ่าหรือใบอนุญาตทำงานของท่านหมดอายุ ช่วงระหว่างเดือนมิถุนายน ถึง วันที่ 10 สิงหาคม ท่านต้องดำเนินการต่อวีซ่าและใบอนุญาตทำงานก่อนเดินทางกลับประเทศเท่านั้น หรือ ต้องเดินทางกลับมาก่อนวันที่วีซ่าหรือใบอนุญาตทำงานของท่านจะหมดอายุก่อนล่วงหน้าอย่างน้อย 15 วัน
11. จุดประสงค์ของ Mid Flight คือ เดินทางไป-กลับภูมิลำเนาจากกรุงเทพ ไปประเทศของตนตาม Passport เท่านั้น ไม่สามารถแวะเที่ยวระหว่างทางได้
12. ไฟลท์การเดินทางต้องเหมือนกันทั้งขาไปและขากลับ เช่น ประเทศของตนเองอยู่อเมริกา การเดินทางขาไปของท่านคือ กรุงเทพ-ฮ่องกง-ซานฟราน
ขากลับ คือ ซานฟราน - ฮ่องกง - กรุงเทพฯ
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“Foreign Teacher” Airfare Benefit

For Mid Flight Contract

Required Documents for Reimbursement

1. Flight Itinerary

2. Proof of payment / Credit card statement

3. Unofficial receipt form (Click)

4. Boarding Card

5. If purchased through Travel Agent,

the agent must provide the original receipt only. Can't print from email

6. Submit required documents (one time only) no later than August 15.

7. The money will be reimbursed to you on September’s salary.

8. You have to purchase the ticket and pay only one receipt.

9. If you do not follow our requirement you will not be reimbursed. It will be
considered void. You can not save and use mid flight contract for another period
of time.

1 , Hiring from Thailand
185,

2 Hiring from Overseas
[ ]



Presenter Notes
Presentation Notes
เอกสารที่ต้องใช้เพื่อเบิกค่าตั๋วเครื่องบิน Mid Flight
1. Flight Itinerary
2. Proof of payment / Credit card statement
3. Unofficial receipt form (request at HR)
4. Boarding Card
5. หากซื้อผ่านตัวแทน Agent ต้องมีใบเสร็จต้นฉบับเท่านั้น ไม่สามารถปริ้นท์จากอีเมลได้
6. ส่งเอกสารไม่เกินวันที่ 15 สิงหาคม เท่านั้น
7. เงินจะคืนให้ท่านพร้อมกับเงินเดือนเดือนกันยายน 2562
8. หากไม่ส่งตามที่กำหนด ถือว่าโมฆะ

https://drive.google.com/file/d/1-R8shLOpcDoVx02Urh-OtxCXDjH-kQL3/view?usp=sharing

Mahidol University International Demonstration School £ 4 %
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Airfare Benefit an
For End Flight Contract MY

Hired as a teacher

First hired from abroad

End of employment contract and wishing to resign

Before leaving the country you must cancel the visa and work permit

Fly out of Thailand on July 31 before midnight.

Submit travel documents within May 31st in person to HR to check before purchase the ticket. HR will sign in

your documents to confirm to buy the ticket.

7. The flight do not layover / stop over more than 12 hours. In case of the flight has a delay more than 12 hours,
there must be evidence from the airline only, e.g. an official email from the airline.

8. While waiting to change the flight, do not leave the airport during the layover / stop over.
If there is a stamp from the Immigration at the country as you layover / stop over you will not be reimbursed.

9. The school pay only for economy class air ticket. Except insurance fees, seat selection, extra luggage, food or
other expenses.

10. If you do not follow our requirement you will not be reimbursed. It will be considered void.

11. The purpose of End Contract Flight is to return to your hometown from Bangkok to your country in the

passport.

S


Presenter Notes
Presentation Notes
1. เป็นอาจารย์
2. ได้รับการว่าจ้างครั้งแรกจากต่างประเทศ
3. สิ้นสุดสัญญาจ้าง พร้อมทั้งประสงค์ขอลาออก
4. ก่อนเดินทางออกนอกประเทศ ต้องดำเนินการยกเลิกวีซ่า และใบอนุญาตทำงานเรียบร้อยแล้ว 
5. เดินทางกลับไม่เกินวันที่ 31 กรกฎาคม เวลา เที่ยงคืน
6. นำเอกสารการเดินทางมาให้ HR ตรวจก่อนซื้อตั๋ว ยื่นที่ HR Office เท่านั้น หากถุกต้องแล้ว HR จะลงชื่อยืนยัน ถึงจะซื้อได้ ต้องให้ตรวจเอกสารก่อนโรงเรียนปิดเทอมเดือนมิถุนายนเท่านั้น
5. ไฟลท์ห้าม Layover / Stop Over เกิน 12 ชม.
หากไฟลท์มีการ Delay นานกว่า 12 ชม. ต้องมีหลักฐานยืนยันจากสายการบินเท่านั้น เช่น Email อย่างเป็นทางการว่าไฟลท์ Delay
6.  ในขณะรอเปลี่ยน Layover / Stop Over ห้ามออกนอกสนามบิน
7. จ่ายเฉพาะค่าตั๋วเครื่องบินเท่านั้น ไม่สามารถนำค่าอื่นๆมาขอเบิกได้เช่น ค่าประกัน, ค่าเลือกที่นั่ง , ค่าน้ำหนักกระเป๋า, ค่าอาหาร หรืออื่นๆ
8. ตั๋ว ประเภทชั้นประหยัดเท่านั้น
9. หากไม่ทำตามรายละเอียดข้างต้น ไม่สามารถเบิกได้ไม่ว่ากรณีใดๆทั้งสิ้น
10. จุดประสงค์ของ End Contract Flight คือ เดินทางกลับภูมิลำเนาจากกรุงเทพ ไปประเทศของตนตาม Passport เท่านั้น ไม่สามารถแวะเที่ยวระหว่างทางได้
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Airfare Benefit
For End Flight Contract

Required Documents for Reimbursement

Flight Itinerary

Proof of payment / Credit card statement

Unofficial receipt form (request at HR)

If purchased through Travel Agent, the agent must provide the original

receipt only. Can't print from email

The resignation form

Submit documents not later than May 31 (before the semester closes).

7. If the documents are completed, the money will be transferred to you on
July’s salary.

8. Ifitis not delivered as specified above, it is considered void.

L e

o n

Z Hiring from Overseas
e



Presenter Notes
Presentation Notes
เอกสารที่ต้องใช้เพื่อเบิกค่าตั๋วเครื่องบิน End Contract Flight
1. Flight Itinerary
2. Proof of payment / Credit card statement
3. Unofficial receipt form (request at HR)
4. หากซื้อผ่านตัวแทน Agent ต้องมีใบเสร็จต้นฉบับเท่านั้น ไม่สามารถปริ้นท์จากอีเมลได้
5. ใบลาออก
6. ส่งเอกสารไม่เกินวันสุดท้ายก่อนปิดภาคเรียน เท่านั้น
7. หากเอกสารครบถ้วน ถูกต้อง เงินจะคืนให้ท่านพร้อมกับเงินเดือนเดือนกรกฎาคม 2562
8. หากไม่ส่งตามที่กำหนด ถือว่าโมฆะ ไม่สารถเรียกร้องภายหลังได้
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-------------

Here is your visa expiration date in your passport. BISA» ViS4

W=

Non Immigrant B visa is very important for foreign

employee.

Please mark the expiration date in your calendar.

For visa extension, you are allowed to extend visa 30
days in advance. The Immigration requests the

completed “TM.30” form from your Landlord. You

will need to contact your landlord to fill out the form

for you. HR has responsibilities to provide others

support documents for your visa extension.
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T.M.6 Form (Arrival Card/ Departure Card)

T.M.6 a1.6 insa1aan
THAI IMMIGRATION BUREAU DEPARTURE CARD
faana

Family Name

The T.M.6. form is the arrival/departure card foreigners fill in providing

dadiuaziiasav
First & Middle Name

name, passport number, flisht number and etc., on their enter and

Ju-tdau-iiie | B | MM g NOMIE
Date of Birth (- - [ -
| |

uvivddatiunig
Passport no.

exit from Thailand.

Clalkiglo
Nationality

On 1 July 2022, the Thai cabinet announced in the Royal Gazette the

wingaue fuvwiawivusiu
Flight no./ Vehicle no.

cancellation of the Arrival/Departure Card (TM6 card) for travelers

and use only BLACK or BLUE ink.
wazmowiindavdadunPBuvniv

nannsanmILsIdn I donauefiuvilva

A wflafia
Signature

coming to Thailand by Alr.

Please complete this application form in CAPITAL LETTERS

[T
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Visa and Re-Entry Permit Fee

You are required to pay visa extension fee and re-entry permit fee in advance.
You will be reimbursed from Finance and Procurement Department.

E.g. If your visa expire on October 31, 2025, you go to extend your visa at Nakhon Pathom Immigration Office on October 1, 2025.
You will be reimbursed in next month (within November 30, 2025.)

Fee
1. Visa extension fee 1,900 baht per 1 year
2. Single Re-Entry permit fee 1,000 baht per 1 year
3. Multiple Re-Entry permit fee 3,800 baht per 1 year.
Please make sure that you have a plan to travel outside Thailand more than 3 times, if you get the multiple re-entry.
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Please note for an appointment on Immigration's day

1. Please inform your Head of Department before you make an appointment with HR.

2. Please make sure that you get completed “TM.30” form with a copy of the house owner’s ID card and house
registration and lease agreement from your Landlord before you ¢o to the Immigration Office.

3. Do not forget 2 photos (4x6 cm. or 2 inches)

4. Money (cash only)

5. Passport
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Work Permit Fee

You are required to pay for work permit extension fee in advance.
You will be reimbursed from Finance and Procurement Department.

E.g. If your work permit expire on July 31, 2024, then HR go to extend your work permit on June 20, 2024.
You will be reimbursed in next month (within July 31, 2024.)

Fee
1. Work permit application fee 100 baht per 1 year
2. Work permit extension fee 3,000 baht per 1 year
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Beware! If your visa or your work permit expire during June and July!!!!

This is very important for your Non Immigrant B visa.
Please make sure with HR before you purchase the airfare ticket to your home country.

If you don’t extend visa and work permit before you leave the country or come back to Thailand after your visa expiration
date, your Non Immigrant B visa will be cancelled automatically.
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Personal Income Tax

CAeadom vt Lawnd
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Personal Income Tax

The tax rates for employment income and hire of work are as follows:

In Thailand, the revenue department is Income (THB)

responsible for taxes on income. 0-150,000 0%
Income tax included corporate income 150,001-300,000 506
tax and personal income tax, while a
300,001-500,000 10%
corporate income tax is fixed rate,
, , , 500,001-750,000 15%
personal income tax is tax on certain
level of income. Any person living in [ 2%
Thailand for a cumulative 180 days or 1,000,001-2,000,000 25%
more in the calendar year, will be 2,000,001-5,000,000 30%

taxable on income from Thailand. 5.000,001 and over 35%
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How to Renew
a Thai Driving License
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How to Renew a Thai Driving License

Foreigners driving in Thailand are required to hold a Thai driver’s license which come in 2 and 5 year.
You can apply for a driver’s license at the Department of Land Transport (Chom Phon 1032 Phaholyothin
Road, Chatuchak, Bangkok 10900) which is a 10-minute walk from BTS Mo Chit Station or others Department
of Land Transport branch such as Khet Taling Chan, Bangkok and Amphoe Sam Phran, Nakohn Pathom.

Working Hours:

They are open from Monday to Friday, between 8:30 AM and 4:30 PM.
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How to Renew a Thai Driving License

Documents Required:



https://drive.google.com/file/d/1AVXImUV7z8mHN5cscPIiIDvxreXwTknF/view?usp=sharing
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How to Renew a Thai Driving License

What you have to do at the Department of Land Transport (Khet Taling Chan):
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How to Renew a Thai Driving License

On the appointment date (Khet Talingchan):
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Siam Commercial Bank Credit Card for Foreigners
You can apply for SCB credit card if you

meet these conditions:

Provide SCB Bank Book (bank statements for past three
Primary card applicant must be over 20 years old.
months showing salary).

Foreigners must earn the minimum monthly income of

Provide a latest month of original salary slip.
100,000 THB.

Provide MUIDS employment letter. Employment letter in
Provide work permit booklet.

Thai is acceptable.

Provide passport.
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Where can you apply for a credit card:

Ml You can submit an application form and required documents at any SCB branch.

You can apply at www.scb.co.th/en/personal-banking/cards/credit-cards.html.

An SCB staff member will contact you within five working days.

n SCB Call Center 24 hours: 02-777-7T777



http://www.scb.co.th/en/personal-banking/cards/credit-cards.html
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Thank you!
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