
IDEAL English Academy P105
EMPLOYEE WORK RULES (THAI)

1. Working days, regular working hours and break periods

1.1.Working day. The standard work week consists of 6 days (the employer and the 
employee shall agree to fix the weekly non-work day)

1.2.Regular working hours. The normal number of working hours in one day is 7 hours, 
08:00-17:00 (the employer and the employee shall agree to fix the number of working 
hours for each day so as not to exceed seven hours).

1.3.Break period. At least one hour per workday will be given as a break period.

2. Holidays rules

2.1.Public holidays. The employer recognizes 13 paid public holidays during the year for 
its regular benefits-eligible employees.

2.2.Annual leave. An employee who has worked continuously for one full year shall be 
entitled to annual leave of not less than 10 working days which shall be fixed in advance 
by the employer or set out in an agreement made between the employer and the 
employee.

3. Rules concerning overtime work and work on holidays

3.1.An employer may require an employee to work on holidays as necessary.

3.2.Where the employer requires an employee to work overtime on a working day, the 
employer shall pay overtime at the rate of not less than one and a half times the rate of 
the basic pay earned in normal working hours for the hours of overtime.

3.3.Where an employer requires an employee to work on a holiday, an annual 
traditional holiday or an annual holiday the employer shall pay the employee holiday 
pay at an additional amount of not less than one multiple of the basic pay rate earned 
per hour on a normal working day.

3.4.Where an employer requires an employee to work overtime on a holiday, the 
employer shall pay holiday overtime pay on holidays to the employee at not less than 
triple the basic pay rate earned per hour on a normal working day.

4. Date and place of payment of basic pay, overtime pay, holiday pay and holiday 
overtime pay

4.1.Date of payment is the last working day of the month at the employee’s standard 
place of employment.

5. Leave and rules for taking leave

5.1.An employee is entitled to sick leave on those days that he/she is actually ill. An 
employer shall pay an employee his/her basic pay in respect of a day of sick leave at a 
rate equal to the basic pay for a normal working day for the entire time taken as sick 
leave for up to 30 working days per annum.

If sick-leave is taken for two or more working days, the employer may require that the 
employee acquire a medical certificate from a first-class medical practitioner or from a 
government clinic. If the employee fails to acquire a medical certificate from a first class 
medical practitioner or from a government clinic, the employee shall provide the 
employer with an explanation.

5.2.A pregnant female employee is entitled to maternity leave of not more than 90 days 
for each pregnancy. An employer shall pay the basic pay of an employee on maternity 
leave, at a rate equal to the basic pay for a normal working day, for the entire leave 
taken for up to 45 days.
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5.3.An employee is entitled to take leave to attend to his/her personal business (e.g., 
business related to driver’s licenses, ID cards, banks, etc.) as necessary in accordance 
with work regulations. The employer shall pay the employee at a rate equal to the basic 
pay for a normal working day for the entire time taken as personal official leave for up 
to 5 working days per annum. Employees must request such leave at least 1 day in 
advance, and it must be approved and granted by an appropriate supervisor.

5.4.An employee is entitled to take leave for military service when the government 
makes a call for personnel inspection, for military training or for testing of combat 
readiness, in accordance with the laws governing military service. An employer shall 
pay the basic pay of an employee who takes leave for military service pursuant to 
military leave at a rate equal to the basic pay for a normal working day for the entire 
leave taken for up to 60 days per annum.

5.5.An employee is entitled to take paid leave for training or development of his/her 
work-related knowledge and skills. Employees shall request such leave at least 7 days 
in advance of the entire time taken, and it must be approved and granted by an 
appropriate supervisor.

6. Discipline and penalty

6.1.An employee must strictly follow all rules and regulations.

6.2.An employee must strictly follow the instruction of their superior.

6.3.An employee must come to work punctuality.

6.4.An employee must execute his/her duties with honesty, and must not embarrass or 
cause damage intentionally to the employer or a representative of the company.

6.5.An employee must execute his/her duties with diligence and serve as a good model 
to youths.
6.6.An employee must not quarrel or harm anybody in work areas.

6.7.An employee must not take alcohol or any other intoxicants not bringing any 
addictive substances, weapons or explosives to the place of employment.

7. Termination of employment, severance pay and special severance pay

7.1.An employer is not required to pay severance pay to an employee whose 
employment has been terminated for any of the following reasons:

7.1.1.Dishonest performance of his duties or the intentional commission of a 
criminal act against the employer;

7.1.2.Intentionally causing loss to the employer;

7.1.3.Performance of an act of gross negligence which results in severe loss to 
the employer;

7.1.4.Violation of the employer's work rules or regulations or orders which are 
both lawful and equitable when the employer has already issued the employee 
with a prior written warning, except in a serious instance when the employer is 
not required to give a warning.

The written warning shall be effective for a period of one year as from the date 
of the commission of the violation by the employee;

7.1.5.Neglect of his duties for a period of three consecutive work days without 
reasonable cause, whether or not a holiday intervenes;
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7.1.6.Imprisonment by reason of a final judgment, except in the case of offences 
which arise from negligence or for petty offences.

7.2.An employer shall pay severance pay to an employee whose employment is 
terminated, as follows:

7.2.1.An employee who has worked for at least 120 consecutive days, but for 
less than one year shall be paid basic pay for not less than 30 days at the most 
recent rate of basic pay received by him/her.

7.2.2.An employee who has worked continuously for at least one year but less 
than three years shall be paid basic pay for not less than 90 days at the most 
recent rate of basic pay received by him/her.

7.2.3.An employee who has worked consecutively for at least three years but 
less than six years shall be paid basic pay for not less than 180 days at the most 
recent rate of basic pay received by him/her.

7.2.4.An employee who has worked consecutively for at least six years but less 
than 10 years shall be paid basic pay for not less than 240 days at the most 
recent rate of basic pay received by him.

7.2.5.An employee who has worked for more than 10 years consecutively shall 
be paid basic pay for not less than 300 days at the most recent rate of basic pay 
received by him.

7.3.Where an employer terminates an employee because of improvements to the 
working unit, production, distribution or service processes, arising from the utilization of 
machinery or a change of machinery or technology, and which is the cause of the 
reduction in the number of employees, the employer shall send notification to a labor 
inspector, and the employee to be terminated, of the date of termination of 
employment, the reasons for terminating the employment and the name(s) of the 
employee(s) to be terminated at least 60 days in advance of the employment 
termination date. The employee has worked continuously for six years or more, the 
employer shall pay special severance pay in addition to the severance pay under 7.2, in 
an amount of not less than the basic pay received for the most recent 15 days, for each 
complete year of work; but the total severance pay under 7.3 shall not, in the 
aggregate, exceed 360-day basic pay at the most recent rate.

7.4.An employment contract shall expire when the specified period in the employment 
contract expires without any requirement for advance notice.

7.5.Where no specific term is set out in the employment contract, the employer or the 
employee may terminate the employment contract by giving advance notice thereof at 
or before any time of payment, to take effect as of the following time of payment. 
However, not more than three months' advance notice need be given.

8. Submission of complaints

8.1.Any employee who has grievances relating to his/her work shall submit a petition to 
his/her line superior.

8.2.Submission of grievance petitions will not put employees at risk for termination or 
any other punitive measures or benefit restrictions.
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1.ว�นท��ง�น  เวล�ท��ง�น  และเวล�พ�ก

1.1.ว�นท��ง�น  ท��ง�นส�ปด�ห
ละ  6  ว�น  และว�นหย�ด  1  ว�น
1.2.เวล�ท��ง�นปกต�  ว�นละ  7  ช��วโมง  เวล�  08.00–17.00  น.  หร�อเวล�อ�จปร�บเปล �ยนต�มคว�มจ��เป"น
1.3.เวล�พ�ก  ไม%น&อยกว%�  1  ช��วโมง

2.ว�นหย�ดและหล�กเกณฑ�ก�รหย�ด

2.1.ว�นหย�ดประจ��ส�ปด�ห
  ส�ปด�ห
ละ  1  ว�น
2.2.ว�นหย�ดต�มประเพณ   ป(ละ  13  ว�น  โดยจะประก�ศให&ทร�บล%วงหน&�แต%ละป(
2.3.ว�นหย�ดพ�กผ%อนประจ��ป(  พน�กง�นท �ท��ง�นต�ดต%อก�นม�แล&วครบหน,�งป( 
ม ส�ทธ�ล�หย�ดพ�กผ%อนประจ��ป(โดยได&ร�บค%�จ&�งป(ละ  10  ว�นท��ง�น  ซ,�งน�ยจ&�งเป"นผ/&ก��หนดล%วงหน&�ให& 
หร�อต�มท �ตกลงก�บพน�กง�น

3.หล�กเกณฑ�ก�รท��ง�นล�วงเวล�  และก�รท��ง�นในว�นหย�ด

3.1.โดยปกต�น�ยจ&�งไม%ม เจตน�จะให&พน�กง�นท��ง�นล%วงเวล�หร�อท��ง�นในว�นหย�ด 
แต%ถ&�ห�กม คว�มจ��เป"นน�ยจ&�งอ�จให&พน�กง�นท��ง�นล%วงเวล�หร�อท��ง�นในว�นหย�ดได&ต�มคว�มเหม�ะสม
3.2.ค%�ล%วงเวล�  พน�กง�นท �ท��ง�นล%วงเวล�จะได&ร�บค%�ล%วงเวล�ในอ�ตร�  1.5 
เท%�ของอ�ตร�ค%�จ&�งต%อช��วโมงในว�นท��ง�นต�มช��วโมงท �ท��
3.3.ค%�ท��ง�นในว�นหย�ด  พน�กง�นท �ท��ง�นในว�นหย�ดจะได&ร�บค%�จ&�งเพ��มข,2นอ กไม%น&อยกว%�  1 
เท%�ของอ�ตร�ค%�จ&�งต%อช��วโมงในว�นท��ง�นต�มช��วโมงท �ท��
3.4.ค%�ล%วงเวล�ในว�นหย�ด  พน�กง�นท �ท��ง�นล%วงเวล�ในว�นหย�ดจะได&ร�บค%�ล%วงเวล�ในว�นหย�ดในอ�ตร�  3 
เท%�ของอ�ตร�ค%�จ&�งต%อช��วโมงในว�นท��ง�นต�มช��วโมงท �ท��

4.ว�นและสถ�นท��จ��ยค��จ��ง  ค��ล�วงเวล�  ค��ท��ง�นในว�นหย�ด  และค��ล�วงเวล�ในว�นหย�ด

4.1.น�ยจ&�งจะจ%�ยค%�จ&�ง  ค%�ล%วงเวล�  ค%�ท��ง�นในว�นหย�ด  และค%�ล%วงเวล�ในว�นหย�ด  เด�อนละ  1  คร�2ง 
ในว�นส�ดท&�ยของเด�อน  ถ&�ว�นจ%�ยเง�นเด�อนตรงก�บว�นหย�ด  จะจ%�ยให&ก%อนว�นหย�ด ณ สถ�นท �ท��ง�นของพน�กง�น

5.ว�นล�และหล�กเกณฑ�ก�รล�

5.1.ก�รล�ป3วย  พน�กง�นม ส�ทธ�ล�ป3วยได&เท%�ท �ป3วยจร�ง  ก�รล�ป3วยต�2งแต%  2  ว�นท��ง�นข,2นไป 
พน�กง�นจะต&องแสดงใบร�บรองแพทย
แผนป4จจ�บ�นช�2นหน,�งหร�อสถ�นพย�บ�ลของท�งร�ชก�รประกอบ 
ในป(หน,�งพน�กง�นม ส�ทธ�ล�ป3วยได&  30  ว�นท��ง�น  โดยได&ร�บค%�จ&�ง
5.2.ก�รล�คลอด  พน�กง�นหญ�งม ครรภ
ม ส�ทธ�ล�เพ��อคลอดบ�ตรครรภ
หน,�งไม%เก�น  90  ว�น 
โดยได&ร�บค%�จ&�งไม%เก�น  45  ว�น
5.3.ก�รล�เพ��อก�จธ�ระอ�นจ��เป"น  พน�กง�นม ส�ทธ�ล�เพ��อก�จธ�ระอ�นจ��เป"น เช%น ก�จธ�ระอ�นเก �ยวก�บก�รท��ใบข�บข �, 
บ�ตรประช�ชน, ธน�ค�ร ฯลฯ ได&ป(หน,�งไม%เก�น  5  ว�นท��ง�น  โดยได&ร�บค%�จ&�ง  ถ&�ล�เก�นกว%�  5  ว�นท��ง�น 
จะไม%ได&ร�บค%�จ&�งในว�นท �ล�เก�น  พน�กง�นจะต&องย��นใบล�ล%วงหน&�อย%�งน&อย  1  ว�น 
และจะต&องได&ร�บก�รอน�ม�ต�โดยห�วหน&�ง�นท �เหม�ะสม แล&วจ,งจะหย�ดง�นได&  ม�ฉะน�2นจะถ�อว%�ข�ดง�น 
พน�กง�นท �ข�ดง�นจะไม%ได&ร�บค%�จ&�งในว�นท �ข�ดง�นน�2น
5.4.ก�รล�เพ��อร�บร�ชก�รทห�ร 
พน�กง�ม ส�ทธ�ล�เพ��อร�บร�ชก�รทห�รในก�รเร ยกพลเพ��อตรวจสอบเพ��อฝ:กว�ช�ทห�ร 
หร�อเพ��อทดลองคว�มพร��งพร&อมต�มกฎหม�ยว%�ด&วยก�รร�บร�ชก�รทห�ร 
ในป(หน,�งพน�กง�นม ส�ทธ�ล�เพ��อร�บร�ชก�รทห�รได&  60  ว�น  โดยได&ร�บค%�จ&�ง 
พน�กง�นจะต&องย��นใบล�พร&อมแสดงเอกส�รก�รเร ยกพลของท�งร�ชก�รประกอบก�รล�ด&วย
5.5.ก�รล�เพ��อก�รฝ:กอบรมหร�อพ�ฒน�คว�มร/&  พน�กง�นม ส�ทธ�=ล�เพ��อก�รฝ:กอบรมหร�อพ�ฒน�คว�มร/& 
คว�มส�ม�รถอ�นเก �ยวเน��องก�บก�รท��ง�น พน�กง�นจะต&องย��นใบล�ล%วงหน&�อย%�งน&อย 7 ว�น 
และจะต&องได&ร�บก�รอน�ม�ต�โดยห�วหน&�ง�นท �เหม�ะสม แล&วจ,งจะหย�ดง�นได&

6.ว น�ยและโทษท�งว น�ย

6.1.พน�กง�นต&องปฏ�บ�ต�ต�มระเบ ยบข&อบ�งค�บเก �ยวก�บก�รท��ง�น
6.2.พน�กง�นต&องเช��อฟ4งและปฏ�บ�ต�ต�มค��ส��งโดยชอบของผ/&บ�งค�บบ�ญช�
6.3.พน�กง�นต&องม�ปฏ�บ�ต�ง�นให&ตรงต�มเวล�  และลงบ�นท,กเวล�ก�รท��ง�นต�มท �ก��หนด
6.4.พน�กง�นต&องปฏ�บ�ต�หน&�ท �ด&วยคว�มซ��อส�ตย
ส�จร�ต  ไม%กล��นแกล&ง 
หร�อจงใจก%อให&เก�ดคว�มเส ยห�ยแก%น�ยจ&�งหร�อพน�กง�นด&วยก�นเอง
6.5.พน�กง�นต&องปฏ�บ�ต�หน&�ท �ด&วยคว�มขย�นและเต@มคว�มส�ม�รถ 
รวมท�2งจะต&องปฏ�บ�ต�ตนให&เป"นต�วอย%�งอ�นด แก%เย�วชน
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6.6.พน�กง�นต&องไม%กระท��ก�รทะเล�ะว�ว�ท  หร�อท��ร&�ยร%�งก�ยบ�คคลใดในบร�เวณท �ท��ง�น
6.7.พน�กง�นต&องไม%เสพส��งเสพต�ดม,นเม�  ไม%น��ส��งเสพต�ด  หร�อส��งผ�ดกฎหม�ย  หร�ออ�ว�ธท �ม อ�นตร�ยร&�ยแรง 
หร�อว�ตถ�ระเบ�ด  เข&�ม�ในบร�เวณท �ท��ง�น

7.ก�รเล กจ��ง  ค��ชดเชย  และค��ชดเชยพ เศษ

7.1.ก�รเล�กจ&�ง  น�ยจ&�งจะไม%จ%�ยค%�ชดเชยให&ก�บพน�กง�นซ,�งถ/กเล�กจ&�งในกรณ หน,�งกรณ ใด  ด�งต%อไปน 2
7.1.1.ท�จร�ตต%อหน&�ท �หร�อกระท��คว�มผ�ดอ�ญ�โดยเจตน�แก%น�ยจ&�ง
7.1.2.จงใจท��ให&น�ยจ&�งได&ร�บคว�มเส ยห�ย
7.1.3.ประม�ทเล�นเล%อเป"นเหต�ให&น�ยจ&�งได&ร�บคว�มเส ยห�ยอย%�งร&�ยแรง
7.1.4.ฝ3�ฝAนข&อบ�งค�บเก �ยวก�บก�รท��ง�น  หร�อระเบ ยบ  หร�อค��ส��ง 
ของน�ยจ&�งอ�นชอบด&วยกฎหม�ยและเป"นธรรม  และน�ยจ&�งได&ต�กเต�อนเป"นหน�งส�อแล&ว 
เว&นแต%กรณ ร&�ยแรงน�ยจ&�งไม%จ��เป"นต&องต�กเต�อน
7.1.5.ละท�2งหน&�ท �เป"นเวล�  3  ว�นท��ง�นต�ดต%อก�น  ไม%ว%�จะม ว�นหย�ดค��นหร�อไม%ก@ต�ม  โดยไม%ม เหต�อ�นควร
7.1.6.ได&ร�บโทษจ��ค�กต�มค��พ�พ�กษ�ถ,งท �ส�ดให&จ��ค�ก 
เว&นแต%เป"นโทษส��หร�บคว�มผ�ดท �ได&กระท��โดยประม�ทหร�อคว�มผ�ดลห�โทษ
7.2.ค%�ชดเชย  น�ยจ&�งจะจ%�ยค%�ชดเชยให&ก�บพน�กง�นท �ถ/กเล�กจ&�ง  ด�งต%อไปน 2
7.2.1.พน�กง�นซ,�งท��ง�นต�ดต%อก�นครบ  120  ว�น  แต%ไม%ครบ  1  ป(  จะได&ร�บค%�ชดเชยในอ�ตร�ค%�จ&�งส�ดท&�ย 
30  ว�น
7.2.2.พน�กง�นซ,�งท��ง�นต�ดต%อก�นครบ  1  ป(  แต%ไม%ครบ  3  ป(  จะได&ร�บค%�ชดเชยในอ�ตร�ค%�จ&�งส�ดท&�ย  90 
ว�น
7.2.3.พน�กง�นซ,�งท��ง�นต�ดต%อก�นครบ  3  ป(  แต%ไม%ครบ  6  ป(  จะได&ร�บค%�ชดเชยในอ�ตร�ค%�จ&�งส�ดท&�ย  180 
ว�น
7.2.4.พน�กง�นซ,�งท��ง�นต�ดต%อก�นครบ  6  ป(  แต%ไม%ครบ  10  ป(  จะได&ร�บค%�ชดเชยในอ�ตร�ค%�จ&�งส�ดท&�ย 
240  ว�น
7.2.5.พน�กง�นซ,�งท��ง�นต�ดต%อก�นครบ  10  ป(ข,2นไป  จะได&ร�บค%�ชดเชยในอ�ตร�ค%�จ&�งส�ดท&�ย  300  ว�น
7.3.ค%�ชดเชยพ�เศษ  ในกรณ ท �น�ยจ&�งเล�กจ&�งพน�กง�นเพร�ะเหต�ท �น�ยจ&�งปร�บปร�งหน%วยง�น 
กระบวนก�รผล�ต  ก�รจ��หน%�ย  หร�อก�รบร�ก�ร  อ�นเน��องม�จ�กก�รน��เคร��องจ�กรม�ใช& 
หร�อก�รเปล �ยนแปลงเคร��องจ�กรหร�อเทคโนโลย   ซ,�งเป"นเหต�ให&ต&องลดจ��นวนพน�กง�น 
น�ยจ&�งจะแจ&งให&พน�กง�นทร�บล%วงหน&�ไม%น&อยกว%�  60  ว�น 
และน�ยจ&�งจะจ%�ยค%�ชดเชยพ�เศษให&ก�บพน�กง�นท �ท��ง�นต�ดต%อก�นครบ  6  ป(ข,2นไป  ในอ�ตร�ค%�จ&�งส�ดท&�ย 
15  ว�น  ต%อก�รท��ง�นครบ  1  ป(  แต%ไม%เก�น  360  ว�น

8.ก�รบอกเล กส�ญญ�จ��ง

8.1.ก�รจ&�งท �ม ก��หนดระยะเวล�  ส�ญญ�ส�2นส�ดลงเม��อครบก��หนดระยะเวล� 
โดยน�ยจ&�งและพน�กง�นไม%ต&องบอกกล%�วล%วงหน&�
8.2.ก�รจ&�งท �ไม%ม ก��หนดระยะเวล�  ก�รเล�กจ&�งหร�อล�ออกน�2น 
ให&น�ยจ&�งหร�อพน�กง�นจะต&องม หน�งส�อบอกกล%�วล%วงหน&�อย%�งน&อย  1  งวดก�รจ%�ยค%�จ&�ง

9.ก�รร�องท�กข�

9.1.พน�กง�นท �ม คว�มไม%พอใจหร�อม คว�มท�กข
เน��องจ�กก�รท��ง�น 
ส�ม�รถย��นค��ร&องท�กข
ได&โดยตรงต%อผ/&บ�งค�บบ�ญช�ต�มล��ด�บช�2น
9.2.ก�รร&องท�กข
ท �กระท��ไปโดยส�จร�ตใจ  ย%อมได&ร�บก�รประก�นจ�กน�ยจ&�ง  ไม%น��ม�เป"นเหต�ท �จะเล�กจ&�ง 
ลงโทษ  หร�อด��เน�นก�รใดท �เก�ดผลร&�ยต%อพน�กง�น
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