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PROCEDURE MANUAL  
IMPLEMENTATION OF THE FINAL SEMESTER EXAM (UAS)

Objective
The Manual of Procedures for Conducting the Final Semester Exam aims to provide an explanation of the procedures for implementing the final semester exam for the academic community of the Faculty of Mathematics and Natural Sciences, UNDIP.

Definition 
Each academic year was divided into two semesters, each consisting of a minimum of 16 (sixteen) weeks, carried out in accordance with the university's academic calendar.
The final semester examination is held at the end of the semester after lectures and practicums have been completed. The types of examinations included the following:
a. The Written Exam consists of 
· Midterm exam
· Final semester exams and/or midterm tests
· Quiz/small test/oral exam
b. Practical Exam
c. The oral examination consists of a comprehensive exam, thesis examination, final project, or written work examination.
d. The final project can be in the form of a thesis or another equivalent form
e. Based on certain justifiable reasons, the assessment of learning outcomes may be conducted in other forms.
The requirements for students to take the semester exam are as follows:
1. The examination requirements include the following:
· Registered as a participant of the relevant course, namely as listed in the Course Participant List (DPK)
· Has attended at least 75% of the related course in the current semester
· The requirement for the final program examination is the completion of all course credit requirements, or the minimum course credit requirements set by the faculty or study program.
· Used to obtain grades/improve grades, retake courses, and/or enroll in new courses
· Maximum study load is determined by the GPA from the previous semester
· Grade points and credits are used to calculate the study load
· Oriented towards the applicable academic calendar
· Counted in the calculation of study duration

2. The person responsible for the final semester examination is the Dean or the Associate Dean for Academic Affairs, who forms a committee/team involving elements of faculty administration.

Reference
RECTOR REGULATION OF DIPONEGORO UNIVERSITY NUMBER: 364/PER/H7/2009 concerning Academic Regulations in the Field of Education for Undergraduate and Diploma (III-IV) Programs of Diponegoro University Academic Regulations Book of Diponegoro University in the Field of Education, 2009

Procedure
1. The Academic Subdivision reports the plan/preparation for the implementation of the Final Semester Examination to the Assistant Dean I
2. PD I forms the Examination Committee, divides and distributes tasks according to the responsibilities of each field
3. Departments/Study Programs prepare the schedule, the Academic Subdivision prepares the necessary documents for the exam, the Personnel Subdivision prepares the committee decrees, and appoints examiners and exam supervisors, while the Head of General Affairs prepares the stationery and ensures the venue is ready.
4. The Department/Study Program requests exam schedule approval through the Academic Subdivision
5. The Academic Subdivision prepares a cover letter for the schedule to be given to the Lecturer in Charge and submits the schedule to the Administration Subdivision for duplication.
6. The General Affairs Subdivision duplicates letters and schedules, as needed.
7. The General Supplies Subdivision processes outgoing letters, distributes schedules to supervise lecturers, and posts schedules on the announcement board.
8. The Course Lecturer submits the Exam Questions to the Academic Subdivision
9. The Academic Subdivision prints the DPNA and Student Exam Cards
10. Students receive Exam Cards
11. Academic subdivisions duplicate the exam questions that have been submitted.
12. The Academic Subdivision duplicates exam questions and their accompanying materials, placing them into envelopes according to the schedule for each course and study program.
13. Students take the exam according to the schedule, while the lecturer and proctor supervise it.
14. The supervisor submits the exam results/work to the Student Affairs Subdivision
15. The Student Affairs Subdivision submits the assignments/exam results to the course lecturer
16. Lecturers in charge receive assignments/exam results
17. The course instructor submits complete final exam grades along with the assessment components to the Academic Subdivision.
18. The Academic Subdivision enters grade data into the SI Akad program
19. The Academic Subdivision prepares a report on the completeness of grade recaps submitted to the First Deputy of Academic Affairs up to the specified deadline.
20. The Academic Subdivision posts all final exam grades that have been submitted to PD I up to the specified deadline.
21. The Academic Subdivision prints the Academic Transcript (KHS)
22. Students and Academic Advisors receive the Academic Transcript (KHS)
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	1
	The Academic Subdivision reports the plan/preparation for the Final Semester Examination (UAS) to the Vice Dean I
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	PD I forms the Examination Committee, divides and distributes tasks according to the responsibilities of each area.
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	3
	The Department/Study Program prepares the schedule, the Academic Subdivision prepares the necessary documents for the Exam, the Personnel Subdivision prepares the Decrees for the Committee, Lecturers, and Exam Supervisors, and the Head of the General Affairs Subdivision prepares the office supplies and ensures the venue is ready.
	
	
	
	
	
	
	
	
	
	

	4
	The Department or Study Program submits a request for approval of the examination schedule through the Academic Affairs Subdivision
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	5
	The Academic Subdivision prepares a cover letter for the schedule to be sent to the Course Instructor and submits the schedule to the Administration Subdivision for duplication.
	
	
	
	
	
	
	
	
	
	


	6.
	The Umper Subdivision duplicates the cover letter and schedule as needed
	
	
	
	
	
	
	
	
	
	

	7
	The Umper Subdivision processes outgoing letters and distributes schedules to the supervising lecturers and posts the schedules on the announcement board.
	
	
	
	
	
	
	
	
	
	

	8
	The supervising lecturer submits the exam questions to the academic sub-section.
	
	
	
	
	
	
	
	
	
	

	9
	The academic subdivision prints the DPNA and Student Exam Cards
	
	
	
	
	
	
	
	
	
	

	10
	Students receive their Exam Card
	
	
	
	
	
	
	
	
	
	

	11
	The Academic Subdivision duplicates the exam questions that have been submitted
	
	
	
	
	
	
	
	
	
	

	12
	The academic sub-section duplicates the exam questions along with their supporting documents into envelopes according to the schedule for each course and each study program.
	
	
	
	
	
	
	
	
	
	

	13
	Students take exams according to the schedule, while lecturers and supervisors oversee the process.
	
	
	
	
	
	
	
	
	
	

	14
	The proctor submits the exam results/work to the Student Affairs Subdivision
	
	
	
	
	
	
	
	
	
	

	15
	The Student Affairs Subdivision submits the assignments/exam results to the course lecturer
	
	
	
	
	
	
	
	
	
	

	16
	The supervising lecturer receives assignments/exam results
	
	
	
	
	
	
	


	
	
	

	17
	The course instructor submits the complete final exam scores along with the assessment components to the Academic Subdivision.
	
	
	
	
	
	
	
	
	
	

	18
	Subbag Akademik entry data nilai ke program SI Akad

	
	
	
	
	
	
	
	
	
	

	19
	The Academic Subdivision prepares a report on the completeness of the grade recaps that have been submitted to the First Deputy Dean (PD I) by the specified deadline.
	
	
	
	
	
	
	
	
	
	

	20
	The Academic Subdivision posts all UAS grades that have been submitted to PD I up to the specified deadline.
	
	
	
	
	
	
	
	
	
	

	21
	The academic sub-division prints the KHS
	
	
	
	
	
	
	
	
	
	

	22
	Students and Academic Advisors receive the Academic Transcript (KHS)
	
	
	
	
	
	
	
	
	
	



Attachment :

Attachment Requirements
1. Current semester course registration
2. Semester exam card
3. List of Course Participants (DPK)
4. DPNA
5. Examination Form
6. Question Envelope and DPNA
7. Exam Schedule and Exam Supervisors
8. Exam questions for each course in each program of study according to the Final Semester Exam schedule
9. Final semester exam scores
10. KHS

Some of the things that need to be prepared include the following.
1. Type of Exam
2. Exam schedule and time
3. Exam room
4. Exam participant
5. Exam supervisor
6. Preparation and procedures for conducting the exam
7. Announcement of exam results

Exam room and seating arrangement
1) The examination room was adjusted according to the number of examinees.
2) The distance between the seats was set to a minimum of 60 cm.
3) The seating of students taking the exam is determined by the proctor who assigns seat numbers when students enter the examination room.

Exam Participant
1) Exam participants must bring their Student ID card
2) The exam participants were students who were registered as participants in the course.
3) Students eligible to take the final exam were those whose attendance in class was at least 80% of the total face-to-face meetings..
4)	The list of exam participants will be issued by the department one week before the exam is held..

Exam Supervisor
1) The lecturer in charge of the course appoints the exam supervisor
2) The exam supervisors consisted of lecturers of the respective courses and could be assisted by assistants.
3) The ratio of supervisors to exam participants is at least 1 : 40
4) If the exam supervisor is unable to attend, they must inform the coordinating lecturer and a replacement will be appointed..

Preparation and administration of the exam
For the students
1) The lecturer in charge of the course prepares the exam questions and submits them to the department no later than 3 days before the exam is held..
2) The department is increasing the number of exam questions while considering the security aspects of the questions..
3) If there are any corrections to the exam script, the lecturer will announce them before the exam begins and no corrections will be made once the exam is in progress.
4) Exam participants dress neatly, cleanly, modestly, and wear shoes.
5) Exam participants must bring their Student ID Card (Participants who do not bring their Student ID Card are required to obtain a statement letter from their Department)
6) Examinees and supervisors had to turn off their mobile phones (HP) during the examination.
7) Students taking the exam sign the exam attendance list
8) Examinees must not speak or communicate with other examinees during the examination..
9) Students taking the exam are not allowed to borrow stationery or calculators.
10) The supervisor will reprimand and remove a student from the examination room if the student has committed cheating during the exam..
11) The proctor prepares and signs two copies of the exam report–one for the Course Coordinator and one for the department–after the exam is completed..

Ujian susulan dan ujian ulang
1) Examinees who are absent during the exam for valid reasons must request a makeup exam from the course coordinator no later than one week after the exam, by presenting a letter of permission to take the exam from the department.
2) The lecturer in charge of the course determines the time and organizes the makeup examination no later than one week after the student requests it..
3) If necessary, the responsible lecturer may hold a retake exam for students who received a D or E grade in the current semester no later than one week after the final course grades are announced..


Announcement of exam results
1) The lecturer in charge of the course announces the exam results to the students no later than two weeks after the exam via the notice board in the department..
2) If there are any objections to the exam scores, students must submit their objections to the course coordinator no later than two days after the grade announcement..
3) The lecturer in charge of the course must submit grades to the department no later than three weeks after the exam is held..
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