Announcement of the ASEAN Institute for Health Development
Subject: Criteria and Guidelines for Flexible Working Hours (Flexible Time) for Supporting Staff
at the ASEAN Institute for Health Development, Mahidol University
B.E. 2568 (2025)

...........................................

In consideration of the need to improve policies governing work attendance and
departure from office for staff at the ASEAN Institute for Health Development, Mahidol University,

to ensure greater appropriateness and efficiency,

By virtue of Clause 7 of the Mahidol University Regulations on Staff Administration for
University Employees, B.E. 2551 (2008), and its subsequent amendments, and with the approval of
the ASEAN Institute for Health Development’s Administrative Committee in Meeting No. 1/2568 on

16 January 2025, hereby issues the following announcement.

Clause 1: The following announcements are hereby repealed:
(1) The Announcement of the ASEAN Institute for Health Development, Mahidol
University, regarding Work Attendance Guidelines for staff of the ASEAN Institute for Health

Development, dated 28 January 2015.
(2) The Announcement of the ASEAN Institute for Health Development, Mahidol

University, regarding Changes in the Attendance and Building Entry-Exit Recording System, dated

24 May 2022.
Clause 2: Definitions in this announcement:
"University" refers to Mahidol University.
"Institute" refers to the ASEAN Institute for Health Development, Mahidol University.
"Director” refers to the Director of the ASEAN Institute for Health Development, Mahidol
University.

"Staff' refers to government officers, university employees, university (departmental)
employees, permanent staff, temporary staff, foreign temporary staff, and supporting staff affiliated
with the ASEAN Institute for Health Development, Mahidol University, including individuals assigned

to work at the Institute and those requested by the Institute to provide assistance.



"Flexible Working Hours (Flexible Time)" refers to a work arrangement based on the
criteria and guidelines set forth in this announcement, allowing flexibility in the start (check-in) and
end (check-out) times, while ensuring alignment with assigned work responsibilities.

"Unit" refers to any department under the ASEAN Institute for Health Development, as
defined by Mahidol University's announcement on internal department divisions, including those
structured according to the Institute's internal management framework.

"Head of Unit" refers to Deputy Directors overseeing specific areas, the Institute

Secretary, Section Heads, and Unit Heads.

Clause 3: In the event of any issues regarding the implementation of this

announcement, the Director shall have the authority to make the final decision.

Section 1

Objectives

Clause 4: The establishment of criteria and guidelines for Flexible Working Hours
(Flexible Time) aims to:

4.1 Improve the work structure for staff, enabling a better work-life balance.

4.2 Serve as a tool to attract and retain new-generation staff with varying
expectations.

4.3 Support talent acquisition, selection, and management processes.

4.4 Enhance staff engagement and satisfaction.

4.5 Align with the Education Criteria for Performance Excellence (EdPEx), Category

5, to support operational excellence.

Section 2
Criteria and Guidelines for Flexible Working Hours (Flexible Time)
Clause 5: Flexible working hours refer to a system that does not specify fixed working
hours but instead measures the total duration of a staff's daily work. Staff must complete a total of

8 hours per day, including a 1-hour lunch break.

Clause 6: The recording of the clock in and out times each day must adhere to the

following guidelines:

6.1 Staff must record their work start and end times using the methods or channels

specified by the ASEAN Institute for Health Development.



6.2 Morning check-in: Staff must record their start time between 07:30 AM and 09:30
AM. If the check-in is recorded before 07:30 AM, the system will count the working time from 07:30
AM onward. If the check-in is recorded after 09:30 AM, it will be considered late.

In the case of a morning half-day leave, staff must work for at least 3.5 hours in the
afternoon.

6.3 Evening check-out: Staff must complete 8 working hours (including a 1-hour lunch
break) before recording their check-out time. If a staff checks out before completing 8 hours, it will
be considered leaving early. If a staff records more than 8 hours, the extra hours will be counted as
overtime, provided that prior approval for overtime work has been granted.

In the case of an afternoon half-day leave, staff must have worked for at least 3.5 hours in the

morning before checking out.

Clause 7: In cases where staff fail to record their clock-in or clock-out time, or do not
record both, they must complete a "Report on the Reason for Not Recording Working Hours" form.
This form must be approved and signed by the supervising unit head and submitted to the Human

Resources Unit within two working days from the date the working hours were not recorded.

Clause 8: Staff who have been assigned or approved by the Director or unit head to
attend scheduled meetings, training sessions, seminars, study visits, or other official duties related to
their work will be considered to have performed their duties during that time. With documented

approval or assignment, such periods will not be considered absences.

Clause 9: If the staff’s Flexible Time work schedule negatively impacts work efficiency
and effectiveness, the unit head must report the matter to the Director for further consideration. The
Director may decide to revoke the staff’s eligibility for Flexible Time on an individual basis. The staff
will only be allowed to return to the Flexible Time system after completing at least one performance

evaluation cycle under the standard working hours (08:30 AM — 04:30 PM).

Clause 10: Jobs eligible for Flexible Time must primarily involve work conducted
inside office buildings during the official working hours set by the ASEAN Institute for Health
Development (AIHD). The Flexible Time system is not applicable to jobs that require shift work,

round-the-clock service, or continuous 24-hour availability. Examples of such jobs include:



- Security services
- Cleaning and maintenance
- Driving services for executives/staff
- Facility and meeting room management services
- Other assignments as designated by the Director or unit head
Note: Units may establish additional guidelines or grant exemptions on a case-by-

case basis, provided that work efficiency and effectiveness are maintained.

Clause 11: To ensure efficiency and effectiveness in fulfilling AIHD’s responsibilities,
the Flexible Time system should not be considered a staff right that allows refusal to work outside
of standard hours. If necessary, the Director or unit head has the authority to assign Flexible Time
staff to work outside their designated hours or days, and staff are expected to comply with such

assignments.

Section 3

Management
Clause 12: Relevant units shall oversee the implementation of the university’s time-
recording system to ensure compliance with the criteria and regulations set forth in this
announcement.

This policy shall take effect immediately.

Announced on 4% March 2025

wlin Brlig

(Assoc. Prof. Dr. Thunwadee Suksaroj)

Director of ASEAN Institute for Health Development
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