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Abstract

The objectives of this research were to 1) study the perception of the leave practice
guidelines of personnel, Faculty of Humanities and Social Sciences, Nakhon Pathom
Rajabhat University; 2) create a leave practice manual for personnel, Faculty of Humanities
and Social Sciences, Nakhon Pathom Rajabhat University and 3) study the personnel's
satisfaction with the personnel's leave operation manual, Faculty of Humanities and Social
Sciences, Nakhon Pathom Rajabhat University. The participants were 100 of civil servants
and employees of the Faculty of Humanities and Social Sciences, Nakhon Pathom Rajabhat
University, using a purposive selection method. The tools used in this research consisted
of a disengagement interview form. Questionnaire for creating a manual for personnel
leave operations and satisfaction test Data were also analyzed using descriptive statistics,
including percentages, means, and standard deviations. The research findings showed that:

1. The personnel recognition of leave practice guidelines, Faculty of Humanities and
Social Sciences, Nakhon Pathom Rajabhat University were ranged from annual leave
(X = 4.92), studying, training, study visits, or fieldwork on the research (x = 4.77), sick leave
(x = 4.76), personal leave (x = 4.72), 5) accompanying the spouse's leave (x = 4.70), the

troop examination leave (x = 4.65), ordination leave (x = 4.61), maternity leave (x = 4.57),
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8) leaving for meditation practice (x = 4.54), 9) leaving for Hajj (x = 4.46) and accompanying
the spouse's leave (x = 4.30)

2. Findings from the experts on the quality of personnel leave operation manual,
Faculty of Humanities and Social Sciences, Nakhon Pathom Rajabhat University showed
that they mostly agree that the format of the manual is appropriate (100%); the beauty
aspect of the front cover (100%); the size of the manual and printing accuracy (60%).
In terms of content, the experts agree that the content is covered, up-to-date, concise,
easy to understand, and having clear process (100%); comprehensive expressions and easy
to put it into practice (60%). Regarding the utilization of the manual, findings from the
experts found that the manual provides knowledge in which individual users can solve
problems on their own and taking leaves following the processing correctly (100%).
The manual is easy to carry (80%)

3. Findings from the satisfaction of personnel using the personnel leave manual,
Faculty of Humanities and Social Sciences, Nakhon Pathom Rajabhat University showed
that most of the respondents were satisfied. The findings were ranged from the format

(x = 4.66), the content (x = 4.51), and the utilization (x = 4.41).

Keywords: Faculty of Humanities and Social Sciences, personnel, manual operation

leave, satisfaction
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