
คู�มือหรอืแนวทางการปฏบัิตงิาน
ของเจ�าหน�าที่

โรงเรยีนพรตพทิยพยตั

สาํนักงานเขตพืน้ที่การศึกษามัธยมศึกษากรุงเทพมหานคร เขต 2 
สาํนักงานคณะกรรมการการศึกษาขัน้พืน้ฐาน



rJ :v n r nI:r Gu uvr :sr fi u s vr rjsr
a{ o us rAu6 v 4
r50{ fl15n1ilua?J? L}J{n1:ilnu9i{1u1J0{t'r:1{n15Fr:r[AvUnAln:il1{n1:FlnU1 d1U.l',rUd0Udu9

I:r rE EJ uvl : Fr fi il u v{ rin rJ :s qi1fl nr :fi n ur uau< - tsdbb

do v
Fn:.rvrff'rufl{ru n.Fr.6. fi ho obou.b/'lb6n n{fufi bo'' #urrnr y'{.Fj. bdben t6'ritrnununu.d

o-n:rrir#rrir:r%n1iFr:rravuFrarflT1,l'xnr:finrcrluaflrudnur #trYorr{rfintruFr[uvfl::].rflr:nr:6autliu

t^utl, ttav fi flD obob.snlrloo ariufi *o f;ryrn:.r r,{.fl. Iedbd t6tu nltr,lu?o{tirTrtnl:Fr:LLnv
4U

40tv^dol4adotv^
uFlalfl:yn.rnr:Finul Fl'rtt141t'tF): Fl'ttt141.Jit,r1J:1t15anruFifl191 gnltl4u{Flnulutilfln ttnunltL141-J{21.J:141:9Urun,

d s 6t v | ' 4 4 ra uAs- 6) td v v q vv tv 4
fl1T6fl191 LnU tUA?U:1tnl:lLnvyU'tU{rLfrr:flflUlVt:',]lJt|Avfl01Jfl1JFr tfrU t14}]zuAUiPr1.J tljFl{LtF]',ll.l?T o

rtarn]l r!.fl. bdbd u-lu6'utrj firnrwra-nrnru,?4[nvi6nr:r d'rneimritaunl#{rrlflnr:Fr:ttav!F]arfl:
i!9

ilr{n'r:finurq-nt,iniorFrna.rlunr:vVzuu'xrurirririrrYr.lr.irutruflur.i:vsi1ilnflrrl:vrrru Tnu"tui{rutor
uvl

4d
dosrnar"Lunr:ilieltrr{,tuFnr.r}.r'rFr:o'rusirulrilr riryuotr.irir:rtflr:n:utnv!na]fl:?n{flr:Frflle'rr.rfl'r:4U9

r-J iri6 r rtr n r 1.r l.r r n : 6r u eir ttx4 il{ uta v fi n r : v r r u n rll fi n. n. fl . ri'ru u 0a*
4 o uS v v 4 v

tll:Y.i1U 1,1t1')Ufl{ Q'lU?1-J%?tll{A0UFl'l1.l9ll:l.iA0U {1UA{tA:}.lttAUfi1,jUfiU1Jfll:Qflfll:tTUllTIU
dr rq+vadu44!

fl1:3.J4?U:',lLrLUfllrtUnr:t:uuT1,1',r{?lrtv{ {1u1\9}ru'rFlfuttlv!fl1:flfl19r?0{46}'ll-Jflfl191 Ltav{luvl
9US

lva4atv
no!au0{uLU1_J'tuttavanLuu?0i:firJ1a fl:v11:?{Flf]191Dfl1: Ltavfil1-J:'rtjfll:nua{nFrl4

A q vv 4 a I d
t1,'{ 0 t14fl'l:l%nl:Fl:ttnvUnnlflSvll.lfil:Flfl191 A1U{lUnl:401-J tLAuAlUnl:!:1,11: L:it:UU!9

4 , " .ts ,ava i^
1\:F]1,{1,1Uy'lUFl 3.tttl.J?ln!n1ltFttO!LnU?n!nl:Alvufrtj',lLlt{n1:!fl1JFt{',lU[nVfl',l51J:vtt.ll.Jt,]n11tflnA1nn1:&d

v 
^ 

oU n, d, vaq d i 
^ 

q,S d a a
l.Jttnu1rrll fi'11.n:itu'tL!tljt!uafuailLFrLufll:10:rLtaut0ta0u?11u']fi''tlrun0L1J t:{t:uu1,\5Frv\1,1u1,!u9r

-'ld
d o u S rA oA Y 4
anflruualJ?Llr{n1:Lln!Fr{lu?0{lJl:'tljnl:FrTttnv!Fralfl:7ll{fl1:Fjfl191 alu'i1ua0u ttavfi'lufl'l:1J:14'r:

^a!1

Ft{Fr0 tlju

r.i
vl n15V{1Ut'0{n5

U

d'rurunru/
#rJot{

(tririoun'ir)

druru?YrIuV

#rJoTri

(tririoun'ir)

; ,truruc?ililrabusn*slr.:r{f,au,{i?Hsj'-rlxraauuuu, fioni:gfi'ou@ou,dilxrtctta,idirry a-fien::u

anrf,o-ruarurEzfrr.ir rftryrJ:vlutrS/u?n1{'lnlnan::xrElrusr/Asrarur:rusll5)

o.o
v 4q Yv I v clt v I I d Y ,

Ft : zu fi 0 u 11 tFt : 1J tt n { n { L1J l.t 14 ? 14 U',t fl A Ll A 1 : U fl I : t: U l.J :/UU 9 U

vt vo Z, t

tJlJ? Ur.J A11,J'tU fl ',t: 1,1.1 d nA1]!:1415
od ob.do

o.b
v Aq vu ' i d' v v 4 ,v v a

n : zu a 0 u 1,1 L9t : u [Fl{ n { t! u14']14 u't { I ull v L1J U U/14 1 il U I { I U1A A /
!U

vy|v
14 ? 14 U 1'l',t U1J : v ft lt Ft fu tt't li\ n r : fi a u1/14 ? 14 1.J') fl A fl : : ! V{ 9! U r ft t: U U/

9!

y-r u fi x r u u r.r u { r u/fi'x il rix r u rnia rtl: { ri u llni'r il tix r u n r : li u/
v 4,u 9 v a 

', 
!,

14?14U1{',tU1J flJ1J/14?14U1: Vn\J / UXUU]i',tl.J0 1n l:4fl '11tvtl

o e 

u 

.- I 4 g d

14 ? 14 U I fi -r 
1-J fl {',] U/14 ? 14 U',r { I U fl A fl 1 T U fl t: U 1J

€ld o6n. m6n

o.6n
v dl vv r u 6l v ta ua v 4 u v 4

n: tlfi 0U vl Lfl51J ttn{ n{ LU1J f ! nUUlvl1,1'114U'l{ IU0l.J "l or/ o6.o6''

o.d
v

n:r.rfi0u gJw ord.oo

o.d
y6v

n : zu a 0 ! Fl'r ttlt u { Yi u fl {'r u: I fl n I :/ Fr : 0 n :''r Q't { b"2 ob.bri

Xffi"t6d'



-b-
".r.!*{*

vl n1:v{1u1J0{n:
U

si'rurunru/

#r.tsrrr,{

siTuru{rlilV
#rJond

b.o n r : d'pwir rr zu u n r : lE u u fzuzu u n r : q-o | : v a r n r : aj n t : q-n n t : fi n ur Le 1^ r v

r.lnna (lEP) Ltav ttruufll:d'rrnr:GuuftanrvtLnrra (|IP)
b o.be'i

b.b fl 1 i a ir { rra v rfi'e! u r fi o a r : li u u n r : a o u/n r : in uta v | : v tfi u zu n n r : ui u u i/
d I r q 4 v a d 

^- 
q Y, 4

n 1 : il a ? u : ? :.J Lu lJ il t u n'r : t: u u : 11 1.r ? %'r ljv\/ fl 'r : ? a u tu lJ u t : u 1l
b o.bsJ

b.en fion:::rTar:r b o.bet

6n.o qi?ir ufr€irur un'r: rda u neiluir.rr:/ri'rr.nirn{lar:vnr: ri uuf/riru#rrru
tn v ti u u / #umix u':-n zu a /rXr r.r rix r u u zu rr { r un{? il rir r r u rfi 

'a 
eT : I G u u/

v v 4,v u A,
14?14U',r{rU fl rT r.r U/14?14U'l{',rU1J tUlJ/14?14Ur.i rU0'rfil:A fl 'lU?l/
v y o a Q ,v y 4 u d

14 ? 141.J1 fi I Ufl { I Ul1.i d n A U ! :14'l :/14? 14 U',l { I U n 0 fl ',l:1] n t: U U

g

or.b r,r-r u #rI n : r n r : #o.r G u u rfr r ri u/rXr v rit r u u a'a a n : a n r u fi n url#r u { r { I tr

lnn:6'rufi'rfla/ri'rurixrurJrrp/rXrvrrir{'r.JLtuv uu t/#tuiltfiqn::}.1l,\ielur

ry'G 
uuzu-rr,rrir{ ru|:v riun rutr11\ n'r Tfi nv/tltufrtzv ilvli.ut#u,rfl'x ru

v 4 Q Y 
^ 

aU v V
5vlJ1rFtttA%',]U tUA 0l-Jfl L:UU/U?14U',r{lU'lUU lta vfl'r::fl19',.l?1.1Ul14?14U',]{lU

,u

vVF! u r ! n n r n :/rir r,r rir t r ul ilffi t t fituilx r urir rJ : v rJ r/v-r v fi x r u

rJ:str#lrfi'uiiz:orri'rvrirrruuvtfiuu/:otri'rr.rrir.lruirrtia/io{v-rnfixru

rrzuurru/:orri'rr.rfixrur,&'aprT:r uiuu/:otri'rr,rrirtrunr:n^u/:oru-rvtfix'ttr
vduui

u 6!ljl: 0{14?14U',]{ lU0',lFt1:A fl rUll

g 6n.6n 6n

6n.6n
v Y 4 d\ tUY I Y

l4',lvur{11J0u I vlll.lLfi!:1nflnllJu0 en.o ltdu en.b b.d

en.d
v v A ar,t 'tlv v

:0{14'114U'lilU0U ''l 1,11}.lLFl!5rnflFll1.l10 m.o L!flU en.b/flTl}.1fl'}:10.1'l1u

nrrTn:raixl:r riuu/n::1lfl r: tta u rnfl 1ufl l:rJOiiluar]lInr{aixl:l ui uu
o o.dsn

? r,fl udud'{ ri'st (frro a'r srdu)

d.or
6d

.t]ua.i ta:ilfl r:O'lu frfrl !F]:'lvl,l tljUu g) o.dm

d.te {ru To be Number OneArusiod'ruurualotfin

g) o.66n

6a4
{luFtl:.150 uFllA9rrv!Tv:llJl/.r'11-JtFi:ufinail0 tv,ru'r/a?u1\ftfl19FI1an:

g.e srul:sGuufi rrrlrT uT:t Guuqrufi :::..r/truI:ru€ uu4qim/lruI:{iiuuf; rfi ur
/Pg.g

A u 4 V, tav
{ I UU tvt Fl fl I : Q Ft fl I : t5 U U : ( Ft: il 114 fl 'l:U tll Fl )

d.b { r u : v lJ 1J et rLa dr u ril a^ o #n ri u u/r r u tE u :lir u/r r u fr n n u rin G a u

G.6''

4 dv 4 y u a
{'ru01t "t vt:f,!14 fil,\]f,. n:vvl:?{flfl191f,n1: ttnvd?u:']%nl:nua{flFl144

(r ruuo n uafl oa r n tulurj iri6 n r:u o rI:r tE au)

14Xr1U[ilq
al -i'r ' 

6t y y q y Ft aa
o. fi'l5v.i'lll0uvlLxlLtAO{LuFl'l:1{'ii1{FlU tY0?tUqAVlUOfl0.lFlilvn::ilfl1:0111?Un'151J5141:{'l1l

1:rriuu fior:rurl{si'ru'luri?I:l{rdur#uriur:vrrufilndtdurfiqn vtrntriar:rr:nrirr,ruprtfiuu16a116'
qvv a vl a, Z [ 

'
114 U Ull n ? 0 1\ A 1: ill A 1 U',l U'tJ2 Lil.l t1,\ tJ tFl3.r t! l.J Fr: {'l L!

to. "[#uapxraa'ngru roflar:firfiurriorrYrrTr]r{fl1:1fr!A{ru4flTrunr:rionruvn::lnr:nry
o!a4,ila!3a!*ai-fl:a{LuflfuvVl:]fl'l:1j:vt}.JU lAU b fi:{ FlO tllOdUtlFlt:Ul-Jvl o LLCIUfiUfllnt:Ul.lvl te



-6n-

i" , . "i6n. t0flal:ytu'r3]lttan{ ttu Fnfi{tJfl1Jn{lu 1Juiln'tjoFl't1x.rfl'nvtlflafl:::.t L0flalTfltnu?10{fl1j
^u

nr:nuad?ury6orinriuu ronal:il:vl;ritr ronar:l:vsirfluriuu ufisJ:fiffl: nrv!riru '1n"1

o u 944 4a 4 a 5l I

d. fir14:1J211UU?0il?VrU[rUvttnvLnOU?11Uo'rUVrU%']{:VUvL?Artr.lfiUUtirU !|AvFlo{:1U{1U!44
o! s ,a vA v '

rirlllnr:rifrrifrrT udour,ralriouiufir-l:vnrnfiriwr'rl'fr lri"LdrirLJ{Fnxrl:varofilunr:n'rurrucirTilrnr:
'Iufl!n'i'ruto

A u 6 v4 0

uu1lJ Fll',tVl9t1tJ14U{d0d'l Ufl {1U n.n.fl .

-s'r. rYrhragun'ulFr1:r{aou yrl'ruil{ siruru{rTil{aou"Lu:ruit tfitn/arutln{:rar:vnr:uiuuf
!o 4u v u | 6 4 va 3 r u4
il n l uufl L? Fn lr ua na n : n 1 :a o! : u fi u fl l : fu fl 1: t: u u : n a n ::3.r 1\ uv{ fi 1.r :: 6l n lv'l ti t: u u!!u!

to. rrudriaSllravafilrautrflr:a-nfl']:Liauf r.rurrufir nr:r-Jflrifirrufrr{iuil:vIEr%ddonr:dtta3rl
uudYdl vdYvt6

tLnvilF!urfl'r:0f]fl'r:L:uu;lj0{fi6111-Jflfl191 tflu fl'r:QfrvnLL'.Jl-Jflr:QFtfl'r:L:uu? ttti1]al:e01.l:ufi1jfl'}:fu

ruriunl:d'0nr:finBrrail'rru..u (lEP) uav*zuuar:d'onr:riaufraurrvrnnn illP) nr:inrtavrJ:vmrttia

nr:Gauf nr:f :vffiufroru'rnrr16n nr:fiir{uavriqrurfionr:riuunr:aou r{lu6'u nr:fieiruirlr"Lu
dva4

%}.tlJ1.J fl r: t: Ul.J:Vl',t{?%',]fl 1,\
9U

v4<4ravUd
en. {'11-J1./tl9Il1-J'lnfUnlilfl'l:flnUr?0{fl6llUflflU'l 14l.JlUtl.l .ilUA{ tA::.1 AU!fflil,Jfi-l:Qflfl'l:PlflU']fl0'l

4 q v I i , I v d u 4 <
aflrttfrflur"tupirurix .l ilfi{r.JaFronrunrv!zu15uuutavnrunrv!i]r:a-nnl:Anurtolfinludnur tdu ilfrt.l-Fl9n, I

v Au v I d v a - {, 4 | ,ava
14U',tVt14?14U',tflAXtA15vfl't:L:U1t: 14?1,11Ifi1U?Y1] nr:l:vri'UnrunrV{nr:finrCr drUlflfi6{lUflr:!:r4l:

l!94

rrnsa-flflr:finrgr trirrri {luiflrflr: {ru1-JFrna {rt,t{!il:vr.Jrtu rLav{'rulJ3ur:ri'rtr.l r{lufr'u
I

d 'r1uFrolJffuo{uIu!ruLravanruu 1ft]1uni nr:rJfrri6ilufimorauo.ruTu!ruunvantfiwoi
u4vvv
: 0! ln fl Tvll :? { F1 fl 19'rofl '}: LtA vA?l,J:llJn1:gtl,lA{ fl fl

4

et yy

t14?t:r2n1:a:LLnvunalfl:?11.tfl't:FIfl191 t:nt:uul,i:F]1,,{11u1\uFt tFr6loufl1J919lur-J:vnrrifi"Lunr:UI
- .!r v d ^ !q{q rq(,rrqr.e^'}se rr\c rca.e.uflO{6iJl:lfln1Tn:ttay!na1fl:yll.lfll:flfl191 a1u{'ll,Ja0u tLayalufll:1J:u'l: tl,,\i0huudbN\rr rdu6Jurr\' 

, i

rirtr-hi:vnoLrFrrufi:Jrifr"lunr:d'qvildonaa{"lua1:lt'puurrruFnr.Jr.J'rerrf,'rurirrtr,rrir rofiruavto16ou
i4

dad;"r{i
? yt u 01u v n I xr u a fi ta 6u7t L|a v']fi fl I :vt fl . n. n. fl '11,1 u Fl Ft 0 tu

l:vnrn ru

drl4d(urul:vfrr..l Ltuuror)
l4av

Ifl ',t: L5{t:Ul.J1 :Frvlvl UV{ Un


