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	Academic Staff’s Time Sheet for Extra-teaching Load



Semester/Academic Year ................/.....................Month…………..……………..…………………...Year ……..……..……
Name-Surname……..…………………………………………………………... ID No. ...................................... Tel: ……………….
Department……..…………………………………………….……………..… Faculty …...………………………….…………………………. 
( 1 )  Regular Teaching Load/Semester (as declared in F – FAO – 031) 
( I have taught all sessions.   
( I missed ………….. session(s) because………………………………………………………………………………………..   
( 2 )  Extra-teaching Load 
 Course Code …….…………..Course Title ……………………….…………… Day/Time ………..............Room................ 
 Department …………………………………………………………………………………………………………………………………………….
	Week(Mon-Sun)
	Teaching
Date
	Time
	Number of Hours
	Signature of Lecturer

	(Date to Date)
	
	Start
	Finish
	Lecture
	Lab
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	Total
	
	
	


Checked and Approved by
  Signature ……………………...………… Head of Department   
Signature………………..………..….… Dean  
    (………………………..……………………………..)                 (………………………..……………………………..)
           Date ………/………...…./….………
         

     Date ……...……/…….…….……/…..………

 For Payroll Department only :
1. Extra-teaching Load for Lecture : No. of Hours  ………..…..…..×…………….. Baht  Total ………………… Baht
2. Extra-teaching Load for Lab :   No. of Hours  ………..…..…..×…………….. Baht  Total ………………… Baht







Grand Total  ….………………………..…...…… Baht






                Signature………………………………………………………………
  Please see over





Date ……...…..…..…/………...….….……/…..………...…
Descriptions :
1. Use one form for each course of extra-teaching, month by month.
2. A regular teaching load for Thai lecturers is 9 hours of lecture/week; 6 hours of lab is equal
  to 3 hours of lecture; A regular teaching load for foreign lecturers is 20 hours of lecture/week
3. A week is from Monday to Sunday.
4. The lecturer must sign the form for each extra-teaching.
5. The head of department and the dean must sign the form for approval. The completed     
   form should reach the Payroll Department by 5th of the following month.
6. If the space provided is not enough, an extra form should be used.
7. An incomplete time sheet, or without signatures of head and dean, well be returned to the 
applicant and may cause a delay in payment.
8. The record of working time from the biometric finger scanning system will be examined and
considered.
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