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1. Purpose

To serve as a guideline for implementing lecture and practicum activities in the
Department of Economics, Faculty of Economics and Management (FEM), IPB
University.

2. Scope
This procedure covers the implementation of lecture and practicum activities.

3. Definitions

3.1.

3.2

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

Lecture refers to teaching and learning activities conducted face-to-face in
class between lecturers and students according to the established schedule.
Practicum refers to teaching and learning activities involving lecturers
(possibly assisted by teaching assistants) and students, emphasizing
psychomotor aspects (skills) in the form of practice or exercises.

Each course consists of 16 sessions, comprising 14 face-to-face meetings,
one Mid-Semester Examination (UTS), and one Final-Semester Examination
(UAS).

Syllabus is a course document that outlines learning outcomes, learning
plans, student assignments, and assessment designs throughout one
semester.

Lecturer is a professional educator and scholar whose main duties are to
transform, develop, and disseminate knowledge, technology, and art
through education, research, and community service.

Teaching Assistant is a person assigned to assist the lecturer in practicum
activities based on their educational background and expertise.

Student is a participant of lectures and practicums who is officially registered
and has completed the Study Plan Card (KRS).

Academic Administration Staff is a member of the educational
administration staff responsible for handling academic service
administration.

Duty Officer is a staff member of the Department of Economics responsible
for preparing teaching aids for lectures and practicums.
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4. References

4.1.
4.2.

Undergraduate Program Handbook, 2015 Edition.
IPB University Standard Operating Procedure (SOP) Book, 2nd Edition, 2015.

5. General Provisions

5.1.

5.2.

5.3.

5.4.

Lecture attendance is mandatory for every student, with a minimum
attendance of 80% of total class meetings as a requirement to sit for the
Final Examination (UAS).

Practicum attendance is mandatory for every student, with full (100%)
attendance required to be eligible for the Final Examination (UAS).
Students must comply with all applicable rules and general regulations
during both lectures and practicums.

In the case of absence, the student must report or notify the lecturer and
the Education Committee within a maximum of three (3) days from the
lecture date, attaching a relevant certificate or letter explaining the reason
for absence.

6. Procedures

6.1. Detailed Procedures

6.1.1.
6.1.2.

6.1.3.

6.1.4.

6.1.5.

6.1.6.

Lecturers and assistants prepare lecture and practicum materials.

Duty officers prepare teaching aids for lectures and practicums—such as
LCD projectors, laptops, and wireless devices—shortly before class
begins, and bring the attendance list, lecture contract, and minutes
prepared by the academic administration staff.

Lecturers and assistants deliver lecture and practicum materials in
accordance with the course syllabus and complete the lecture minutes.
Students attend lectures and fill out the lecture and practicum
attendance lists. Lecturers complete the lecture contract and minutes.
Duty officers return the teaching aids, lecture contracts, minutes, and
attendance lists to the Academic Secretariat of the Department of
Economics.

The academic administration staff validates and inputs the minutes and
attendance lists into the academic records system.
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6.2. Flowchart of Procedures
POB Pelaksanaan Kuliah dan Praktikum
Mahasiswa Dosen/Asisten | Staf Administrasi Petugas Piket
Praktikum Akademik g
Mulai
h 4
Menyiapn mater s e ke
kuliah/ praktikum dan praktikum Kontrak kuliah
Berita acara
Daftar hadir
.
Proses kuliah/
praktikum
Mengisi dokumen
kuliah dan Mengembalika alat
Kontrak kuliah | praktikum bantu Dan
p dokumen kuliah
Berita acara dan praktikum ke
sekret akademik
Daftar hadir ‘
v
Memvalidasi dan
menginput berita
acara dan daftar
hadir
h 4
Selesai
7. List of Important Documents
7.1. Lecture Contract
7.2. Minutes
7.3. Attendance List
7.4. Lecture and Practicum Schedule
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8. Attachment
Course Syllabus
Lecture Contract
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Minutes of Lectures and Practicums

MINUTES OF LECTURE / PRACTICUM IMPLEMENTATION
DEPARTMENT OF ECONOMICS
ODD SEMESTER, ACADEMIC YEAR 2016-2017

Course Title / Course Code / Parallel
Room

Day, Time

Lecturer

Course Coordinator

Number of Students

Duty Officer
No. of Class
Notes / Duty
-E L L ‘s | R
Week Day [ Date Topic Lecturer StarF nd eFture /. Student Important gcturer X epres’entat Officer's
Time Practicum Aids s Signature ive's .
Remarks . Signature
Present Signature
INFOCUS/NOTE
BOOK/
* WIRELESS]
SPIDOL
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Week

Day/ Date

Topic

Lecturer

Start - End
Time

Lecture/
Practicum Aids

No. of
Student
s
Present

Notes /
Important
Remarks

Lecturer’s
Signature

Class
Representat
ive's
Signature

Duty
Officer's
Signature

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL
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Week

Day/ Date

Topic

Lecturer

Start - End
Time

Lecture/
Practicum Aids

No. of
Student
s
Present

Notes /
Important
Remarks

Lecturer’s
Signature

Class
Representat
ive's
Signature

Duty
Officer's
Signature

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

MID-SEMESTER EXAMINATION (UTS)

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL
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Week Day [ Date Topic Lecturer

Start - End
Time

Lecture/
Practicum Aids

No. of
Student
s
Present

Notes /
Important
Remarks

Lecturer’s
Signature

Class
Representat
ive's
Signature

Duty
Officer's
Signature

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

10

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

11

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL

12

INFOCUS/NOTE
BOOK/
WIRELESS/
SPIDOL
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No. of Class
Notes / Duty
. -E L L 's | R .
Week Day [ Date Topic Lecturer StarF nd e.cture /. Student Important gcturer X epl_'es,entat Officer's
Time Practicum Aids s Signature ive's .
Remarks . Signature
Present Signature
INFOCUS/NOTE
BOOK/
3 WIRELESS/
SPIDOL
INFOCUS/ NOTE
BOOK/
14 WIRELESS/
SPIDOL

FINAL SEMESTER EXAMINATION (UAS)
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Attendance Lists
IPB UNIVERSITY

DIRECTORATE OF ACADEMIC ADMINISTRATION

Academic Year
Semester
Course Code
Course Name
Parallel Class
Room

Day

Time

LECTURE / PRACTICUM ATTENDANCE LIST

:2016/2017

: 0dd

: EKO415

: Ekonomi Regulasi
o1

: RK MKDU

: Thursday

: 8.00 - 10.30

NO

NAME NIM

1 |RAMADHANI ALPUTRI H14130002

ABDULLAH FATHAN TAUFIK H14130004

PUTRI ANDINI H14130007

KUSUMA MAULISANTI H14130009

AMELIA SAFRIDA H14130010

DWI YONANDA SHAVIRA. SY H14130013

N ] | B L] N

ANNISHA LIBNA BINTANG H14130014
SETIARDI

o]

ALFINUR LAILIYAH H14130018

9 |RIZKA SUCI RAHMADHANI H14130019

10 |ELSIMARLITA H14130021

11 [MAUDYTIA RISMALASARI H14130022
PRABOWO

12 [SITTROHMAWATI H14130023

13 [NADYA SAHARA H14130024

14 [YANNI ERIA H14130026

15 |ANNISA

H14130027

16 |[NISRINA ROFIFAH H14130029

17 |TETI RAHMAWATI H14130032
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18 |WIDYA SUBANGKA H14130033

19 [ANZHILA RAHMA ARIFANA H14130040

20 |SYIFA RAHMADITA KUSWAN H14130041

21 |[NOVA ARDIANSYAH H14130042
22 |SHAFIRA PUTRI REGULA H14130048
23 |REZA IMAM PRAKOSO H14130051
24 |FAKHRI RIZQULLAH H14130055
25 [IRMA ANUGRIANA H14130060

26 |ANUGERAH GUSTI AFRILIANTO | H14130062

27 |PIRLI RAMDANI H14130065
28 |AGNES YULISA H14130067
29 |[MAULIDATUZ ZAHROO H14130068
30 [AGENG HARTINI H14130069
31 (KHOLIFATIN ARTIKA H14130072
32 [(ADHITYA KUSUMA ARDANA H14130074
33 (NURIN AMALIA H14130075
34 [MOCHAMMAD FAJAR H14130079

35 (MUHAMMAD FAJAR GUMILANG [ H14130080

36 [TETTA NURWINDA H14130081

37 (MUHAMMAD KEMAS MAULUDI | H14130082

38 |GHUFRANI MUHARAMI H14130083
39 |BAGUS EKA PUTRA H14130084
40 |ANDINA NURAINI GINOGA H14130085
41 |INOVA RESTU SENIAMALA H14130086
42 |MOHAMMAD IRFAN HABIBI H14130087
43 |ATTIRA MASYITHA SEKAR H14130088
KINANTY
44 |MAHARANI NURCAHYANI H14130092
Dosen
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Lecture and Practicum Schedule
DEPARTEMEN ILMU EEONOMI
Kode MMata K MAayor/ Kuoota .;umla‘:.
Waltu Tipe Enuliah Nama Mata EKnliak Penanggung Jawab HKode Emang Nama FEnang ap- Minor Semester |AfaTIntALirSC eseria Keterangan
‘P Fuang MaTnt WESC
I Paralel FPeserta [(Total)
{Totaly
Sefiap Hari
- . S . . Ruangan . - 120/070/0 |38/70/0750
0.0 - 0.0 K |EEO482 /1 |Skripsi Tim: Dhosen Diisesuaikan o HI1, 7 120 8]
N I e e o ) . Fuangan . - o0 /0 /00 |BE/OSOS O
0.0 - 0.0 K |EEO487 /1 [Kualiah Kerja Profesi (EEP) Tim: Dhosen Diisesuaikan o HI1, 7 ©0) (28]
- . . . . Ruangan . - 120/040/0 |24/70/0750
0.0 - 0.0 K |EEO4%8 /2 |Seminar Tim: Dhosen Diisesuaikan o HI1, 7 120 2
Senin
7.30 - 910 K |EEOQX0] /3 |Teor Mikroskonomi I E,I'EI’T‘__'DQAS FAHMIL AlS4201E BE. 1§ FAC 401 g0 H21 3 beTelom ?—. %g g
A ] 7 39)
_— . - - S - Do Ir IDQAN FAFMI, - - ar 347 - . 2 (e O 0/86 000
730 -910 E |EEQ201 /2 |Teori Mikroskonomi T M Ec e EMO030032 RE. X 302 Ta H21 3 70 (55)
ProfDr Ir BOMAR. - S =i R
7.30 - 10.00 K |ESL211/% |Ekonomsd Pertanian MARULITUA ADOC0OB 1 E:‘_:‘J';ahc‘ed”a.“g 120 ng]}—l_]]_ 04 3 bres e ?Bm"s s/
SIMNAGA WA b T b e
—_— . - S . . Dr.Ir ARTEF S— - - . = =L IO I R TB/0S07 0D
730 - 1000 K |EEKD313/1] |Ekonomy Indusiri DARTANTO, M.Ec | ADE30301 FE HPT 301 A-B 120 |HI1L 5 (o (7E)
BrofDr DIDIN S 04/0/0/0 |B6/0/0/0
.00 - 940 K |EEO427 /1 |Ekonomi Politk DAMANHURL SE. GLSIMEDU |BE MEDU 100 |HI11 7 gy
NS, DEA @4 (84}
- . I . . ProfDr Ir RINA - - . - - - - [~ R ] 0SB0 000
1000 - 11.40 K |EEOQX03 /5 |Teori Makroekonomi I DETAVIANI, MS ICCR213 RE. CCR21.13 135 |H51 3 (@) (80)
- S - ProfDr Ir BAMBANG . - - o - Orf10B /00 |OFREFDS D
1000 - 11.40 K |EEOQ301 /2 |Ekonometrika I TUANDA. MS FEWO40] RE. IPE W 4 4.01 110 |H41 5 (108) (9E)
TIDAK
2 _qa - - = P - Do In IDQAN FAHMI, S — - S - 2 [ S v Qr56850750 BOLEH
1300 - 1440 K |EEO201 /5 |Teori Mikroskonomi T M Ec GLSIMEDU |BE MEDU 1 |H31 3 63 (56) WELEBIHT
EUOTA
- 14 - MMAWIIA e - FARIDA FATHA RE. Gedung _— . - ofeR/aro Q77670750
13.00 - 14.40 E |j Akuntansi Keuangan DEWL SE MM AQODQOBD | o P 285 |HIL, 3 0 75)
TIDAK
- . _ . P R ; DrIr IDAN FAHMI, e e anm - - - ofah/0ro 507050 BOLEH
1300 - 1440 K |EEKOQ201 /4 |Teori Mikroskonomi I N Ec Q EO030032 RE. X302 T H31 3 50 (59) MELERTHT
EUOTA
Prof Dir DIDTN 5 4T 00 000 /00000
1300 - 1530 P |EEDQ427 /1 |Ekonomdi Politik DAMANHURL SE. ICCR21S RE CCR 2115 135 |HI11, 7 VT e
M5, DEA @0 (46)
Reproduction of this document is prohibited without permission from the
document controller or the management representative of the Faculty of Page 14 of 15

Economics and Management, IPB University.




IPB UNIVERSITY

Code : POB/FEM/EP/03
FACULTY OF ECONOMICS AND MANAGEMENT / /EP/
STANDARD OPERATING PROCEDURE Effective Date : 01/09/2016
AND PRACTICUMS Reviston NG +00
DEPARTEMEN ILMU EEONOMI
MELEBTHI
KUOTA
TDAK
. - I, ) - Dirof Dr Ir RINA . - . lossororo |orsosa BOLEH
- P 7, ¥l ) o =
1301-1530 | P |EE0203 /3 |Teor Makroskonemi I e Cl62EPA]  [RE. DA 120 |H31 ER P a0, T
KUOTA
1500-17.30 | P |EK0201 /9 |Teori Mikroskenomi I WE DUANFARML pawpsr: [REPBW4402| S0 |HS 3 ?:1:-?; R A
- ) sl
1500-1730 | » [FEO20LY |roor Mikroskonomi T DrIrIDQAN FAEML  |popay  |RE PATOL 1a 0 |HR 3 07527004 072300
10 M Ex (38) (27)
1530-18.00 | K |EKO215/2 |EkonomiPembangunanl  |DLEWIWIEE . liccrags RE. CCR .08 180 |HI11 HI191 3 E'-_;'i;. e s ?13'3] He
Babn
. A ] — Prof Dr Ir RINA ; - _ ; N I - 13
730-0.10 E |EEO203 /4 |Teori Makroekonomi T B e ICCR105 RE. CCR 105 135 |H41, HI191 3
s e o |Febankssnmalan dan Dr.Ir IMAN SUGEMA, P i __ o
730 - 10.00 E |EROs3 /1 [FEeeman & o, GLSIMEDU |RE MEDU 10 |HIL 7
o } Prof Dr Ir BAMEANG . _ R A ) 13
=123 P 2
1000-1220 | P |EE0301/2 |Eonomemikal Srofripad IPEW0401 |[RE IPBW4401| 110 |HIL HIo1 3
1000-1230 | P |EKO301/1 |Ekonemstrikal TIDTN BAMBANG [apssesor  [RE.SAGR30T | 80 [HILHII 5 13
1000-1230 | P |EED203 /5 |Teari Makroskonemi I s A0430301  |RE 4 AGE 301 120 |H41, Hil01 3 15
1001-1231 | P |EK0203 /6 |Teori Maksoekonomil P e A0440404  |RE. 8 AGR 404 80 |H4L 3 q
S DrIrYETILIS
11.00-12.40 | E |EKoals /) |EkowomiUsaha Kecil PURNAMADEWL ICCRI1S RE. CCR 116 135 |H11L 3 0
Menengah dan Koperasi
= = MW Sc Az
Drof Dr DIDIN S e20/0/0 |00
1300-1530 | E |EK0303 /1 |Perskoromian mdonesia DAMANHURL SE,  [ICCR208 RE. CCR 1.08 180 |H1L, 3 E
MS, DEA 4 e
L - A - Hebijakan Ekenemi Drlr DEDI BUDIMAN . - . - i - |se/nioco |ariosn
- il - A o) ] 7
1300-1530 | K |EKO419/] [FePiakan B3 TR, DEW0402 [REDPBW4402| 50 |HIL 7 o) Py
1500-1640 | E |EEO0201/6 |Teori Mikroskonomi T E,";:’Q"'-“_F-m_- ICCRILS RE. CCE 215 135 |H&1, H1181 3 El-:;;}.ﬂ 1508 ?m'i_': 13
- - |sTRM e DrirI MADE . - - i . |o/sgioro o730
1500-1640 | K |3T Mesods Statistika D v s (0412024 [RE 4aGB 2024 | 150 |HIL ER A o
Kamis
S N I i DrIr WIWIEK i R . . |s3/oior0 [7500/0
730 - 10.00 E |EE0215/1 [Ekonomi Pembangaman1  [DEEWIWIER lagnigvnn (2 mE 141 o0 |mE1L R i
B.00 - 1030 E |EKO415/1 |Ekonomi Rezulasi Drof Dr It MANTNTUN |GLS3MEDU |RE MEDU 10 |HIL 7 |soroioro [sts000
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