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PROCEDURE MANUAL  
MID-SEMESTER EXAM( UTS )

Objective
The Manual of Procedures for Conducting the Mid-Semester Examination aims to provide an explanation of the procedures for carrying out the examination for the academic community of the Faculty of Science and Mathematics at UNDIP.

Definition 
Each academic year was divided into two semesters, each consisting of a minimum of 16 (sixteen) weeks, conducted according to the university's academic calendar.  
Each semester, course evaluation is carried out by holding a mid-semester examination (UTS)  
1. Midterm Exam (UTS) requirements include::
· Registered as a participant in the relevant course, as listed in the Course Participant List (DPK)
· Have attended the relevant course for at least 8 meetings or 30% during the current semester
2. The Dean or the Assistant Dean for Academic Affairs is responsible for the Mid-Semester Examination (UTS), which forms a committee/team that includes faculty administrative staff.
 

References  
DIPONEGORO UNIVERSITY RECTOR REGULATION NUMBER: 364/PER/H7/2009 concerning Academic Regulations in the Field of Education for Undergraduate and Diploma (III-IV) Programs at 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 Vice Dean I (PD I)
2. PD I forms the Examination Committee, divides and distributes tasks according to areas of responsibility
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 stationery supplies and ensures that the venue is ready.
4. The Department/Study Program requests approval for the exam schedule through the academic sub-division
5. The Academic Subdivision prepares a schedule introduction letter for Lecturers in Charge and submits the schedule to the Umper Subdivision for duplication.
6. The Umper subsection duplicates the cover letter and schedule as needed.
7. The General Affairs subdivision processes outgoing letters, distributes schedules to the assigned lecturers, and posts schedules on the announcement board.
8. The Course Instructor submits the exam questions to the academic sub division
9. The academic sub division prints the DPNA and Student Exam Cards
10. Students receive their Exam Card
11. The Academic Subdivision is duplicating the exam questions that have been submitted
12. The supervising lecturer reviews and assigns grades as one of the components of the final grade
13. The instructor saves the grade
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	1
	The Academic Subdivision reports the plan/preparation for the implementation of the Final Semester Examination to the Vice Dean I.
	
	
	
	
	
	
	
	
	
	

	2
	PD I forms an Examination Committee, divides and distributes tasks according to each field’s area of responsibility
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	3
	The Department/Study Program prepares the schedule, the Academic Subdivision prepares the necessary exam documents, the Personnel Subdivision prepares the Decree for the Committee, Lecturers, and Exam Supervisors, and the Head of the General Affairs Subdivision prepares the stationery and ensures the venue is ready.
	
	
	
	
	
	
	
	
	
	

	4
	The department/program requests exam schedule approval through the academic sub-section

	
	
	
	
	
	
	
	
	
	
- DPNA 
  nilai


	
5
	The Academic Subdivision prepares a cover letter for the schedule to be given to the Course Instructor and submits the schedule to the General Affairs Subdivision for duplication.
	
	
	
	
	
	
	
	
	
	


	6.
	The General Affairs sub-section duplicates cover letters and schedules as needed
	
	
	
	
	
	
	
	
	
	

	7
	The General Affairs sub-section processes outgoing letters and distributes schedules to the Lecturers in Charge and posts the schedules on the announcement board.
	
	
	
	
	
	
	
	
	
	

	8
	The Lecturer in Charge submits the exam questions to the academic sub-division
	
	
	
	
	
	
	
	
	
	

	9
	The academic sub-division prints the DPNA and Student Exam Cards
	
	
	
	
	
	
	
	
	
	

	10
	Students receive the Exam Card
	
	
	
	
	
	
	
	
	
	

	11
	The Academic Subdivision is duplicating the exam questions that have been submitted
	
	
	
	
	
	
	
	
	
	

	12
	The supervising lecturer reviews and grades as one of the components of the final grade
	
	
	
	
	
	
	
	
	
	

	13
	Pengampu menyimpan nilai

	
	
	
	
	
	
	
	
	
	


Attachment
Attachment requirements
1. Current semester course registration
2. Midterm exam card
3. Course Participant List (DPK)
4. DPNA midterm exam
5. Midterm exam scores
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