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1. Purpose: To ensure the successful implementation of the mid-term exam (UTS) 

 

2. Scope: The scope of implementation of the standard operating procedures for the UTS 

includes managing the process, from scheduling, assigning proctors, creating and 

duplicating questions, administering the exam, to submitting exam documents to lecturers. 

This SOP applies to the implementation of the UTS within the Faculty of Sport Science, 

Padang State University. 

 

3. Definition: The mid-term exam is an evaluation of student learning outcomes conducted 

mid-semester. 

 

4. Distribution: Lecturers, Students, Faculty of Sport Science Procedures: 

 
5. Mid-Term Exam Preparation 

A. The Head of the Study Program prepares the Mid-Term Exam Committee Decree for 

the Dean. 

B. The Head of the Study Program/Academic Administration Division prepares a form 

agreeing to supervise the Mid-Term Exam. 

C. The supervisor completes the form agreeing to supervise the Mid-Term Exam. 

D. The Academic Administration Division accepts the agreement to supervise the Mid-

Term Exam. 

E. The Head of the Study Program prepares the Mid-Term Exam schedule. 

F. The approved schedule is sent to the lecturer and announced to students no later than 

the beginning of the 6th week. 



 

G. The Academic Administration Division prepares the Attendance List and Exam 

Scores based on the registered student files. 

H. The Academic Administration Division prepares the exam minutes form, the exam 

permission form for students who are late or unable to show their exam ID, and other 

special cases. 

I. The Head of the Study Program prepares the rules of procedure for proctors and rules 

for exam participants. 

J. The Academic Administration Division sends a letter requesting the preparation of 

exam questions to the coordinating lecturer of the relevant Course of Study. 

K. The lecturer submits the exam questions to the Academic Division no later than 3 days 

before the exam. 

L. The academic administration department will duplicate the exam questions based on 

the schedule and summarize the exam participants 2 (two) days before the exam 

begins. 

M. The academic administration department will coordinate the preparation of the 

necessary facilities and exam rooms. 

N. No later than 2 (two) days before the exam, the Head of the Study Program will hold 

a coordination meeting to monitor the exam, attended by the committee. 

 

6. Implementation of Mid-Term Exams 

A. Lecturers are required to attend the exams for the courses they teach. 

B. Students taking the exam are required to take the exam following applicable 

regulations (bringing their student ID cards, not wearing t-shirts or sandals). 

C. Students who arrive after 30 minutes after the exam are not permitted to take the exam. 

D. Students who arrive between 15 minutes and 30 minutes before are required to submit 

a cover letter, and the exam time will be calculated according to the applicable time. 

E. Students who cannot take the exam for any reason (e.g., illness) may take a makeup 

exam no later than 10 days after the exam ends by presenting a cover letter from the 

Vice Dean. 

F. Students can apply for a cover letter to the Vice Dean, along with a doctor's certificate 

(for those who are sick) and a death certificate (for those whose parents have passed 

away). 

G. The Academic Administration/Staff Section prepares the Attendance List and exam 

scores, exam questions, and the exam minutes form, along with other exam supplies, 



 

to be submitted to the exam proctors. 

H. Academic Administration officers submit the questions and exam equipment 

(attendance list, answer sheets, and exam minutes form) to the exam proctors. 

I. Exam proctors conduct and supervise the exam according to the schedule. 

J. Proctors arrange the answer sheets according to the attendance list (lower numbers at 

the top and upper numbers at the bottom) and submit the answer sheets and the exam 

minutes, along with evidence (if any, such as evidence of exam violations/cheating, 

proof of permission to take the exam for special cases, etc.) to the Academic 

Administration officers and fill in the Examination Sheet/File Submission book. 

 

7. Submission of Mid-Term Exam Results 

A. Academic Administration Officers verify answer sheets by comparing them with the 

student attendance list and prepare the answer sheets in envelopes to be sent to the 

lecturers in charge of each course. 

B. Expedition officers deliver the exam answer sheets to each lecturer in charge of each 

course, along with a report of the exam file handover. 

C. Lecturers receive the exam answer sheets. 

 

8. Implementation of Make-up Exams 

A. Students may submit a request for a make-up exam to the Head of the Study Program, 

no later than 3 days after the exam in question, by attaching the reason for their absence 

from the exam. 

B. Acceptable reasons for absence from the exam are: a) illness (must be accompanied by 

a doctor's note); b) death of a parent or sibling; c) other reasons approved by the 

Academic Advisor or Faculty Leader. 

C. The Head of the Study Program will issue a letter of permission to hold a make-up 

exam to the lecturer in charge of the Course. 

D. Students must promptly arrange for the make-up exam to be held with the lecturer in 

question, by attaching a letter of confirmation from the Head of the Study Program 

and a photocopy of the reason for their absence. 

E. The lecturer will hold the make-up exam no later than 5 days after the date the letter 

of permission for the make-up exam is issued by the Head of the Study Program. 
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1. Purpose: To ensure the successful implementation of the Final Exam (UAS) 

2. Scope: The SOP for Final Exam (UAS) regulates the process, from scheduling and 

assigning proctors, creating and duplicating questions, administering the exam, to 

submitting exam documents to lecturers. This SOP applies to the UAS administration 

within the Faculty of Sport Science, Universitas Negeri Padang 

3. Definition: The final semester exam is an evaluation of student learning outcomes conducted 

at the end of the semester. 

4. Distribution: Lecturers, Students, Faculties, Institutions. Procedure: 

A. Final Exam Preparation 

1) The Head of the Study Program prepares the Final Exam Committee Decree (SK) 

for the Dean. 

2) The Head of the Study Program/Academic Administration Division prepares a 

form agreeing to supervise the Final Exam. 

3) The supervisor completes the form agreeing to supervise the Final Exam. 

4) The Academic Administration Division accepts the agreement to supervise the 

Final Exam. 

5) The Head of the Study Program prepares the Final Exam schedule. 

6) The approved schedule is sent to the supervising lecturer and announced to 

students no later than the beginning of the sixth week. 

7) The Academic Administration Division prepares the Attendance List and Exam 

Scores based on the registered student files (lecture participants). 

8) The Academic Administration Division prepares the Examination Minutes Form, 

Examination Permission Form for students who are late or unable to present their 

exam participant ID, and other special cases. 



 

9) The Head of the Study Program prepares the rules of procedure for proctors and 

exam participants. 

10) The Academic Administration Division sends a letter requesting the preparation 

of exam questions to the coordinating lecturer of the relevant Course. 

11) Lecturers must submit exam questions to the academic division no later than 3 

days before the exam. 

12) The academic administration division will duplicate the exam questions based on 

the schedule and summarize the exam participants 2 (two) days before the exam 

begins. 

13) The academic administration division will coordinate the preparation of the 

necessary facilities and exam rooms. 

14) No later than 2 (two) days before the exam, the Head of the Study Program will 

hold an exam supervision coordination meeting attended by the committee. 

 

B. Final Exam Implementer 

1) Lecturers are required to attend the exam for the course they teach. 

2) Students taking the exam are required to take the exam following applicable 

regulations (bringing their exam card, not wearing t-shirts or sandals). 

3) Students arriving after 30 minutes after the exam are not permitted to take the 

exam. 

4) Students arriving between 15 minutes and 30 minutes before are required to 

submit a cover letter, and the exam time will be calculated based on the applicable 

time. 

5) Students who are unable to take the exam for any reason (illness) may take a make-

up exam no later than 10 days after the exam ends by bringing a cover letter from 

the Vice Dean I. 

6) Students can apply for a cover letter from the Vice Dean I, along with a doctor's 

certificate (for those who are sick) and a death certificate (for those whose parents 

have died). 

7) The Academic Administration/Staff Section will prepare the Attendance List and 

exam scores, exam questions, the Exam Minutes form, and other exam materials 

to be submitted to the exam proctors. 

8) The Academic Administration Officer submits the exam questions and equipment 

(attendance list, answer sheets, and exam minutes form) to the exam proctors. 



 

9) The exam proctors conduct and supervise the exam according to the schedule. 

10) The proctors arrange the answer sheets according to the attendance list (lower 

numbers at the top and upper numbers at the bottom) and submit the answer sheets 

and exam minutes along with evidence (if any, such as evidence of exam 

violations/cheating, proof of permission to take the exam for special cases, etc.) 

to the Academic Administration Officer and fill in the exam sheet/file submission 

book. 

 

C. Submission of Exam Results 

1) The Academic Administration Officer verifies the answer sheets by comparing 

them with the student attendance list and then places the answer sheets in 

envelopes to be sent to the respective examiners. 

2) The expedition officer delivers the exam answer sheets to each examiner, along 

with a report of the exam file handover. 

3) The examiner receives the exam answer sheets. 

 

D. Make-up exam organizer 

1) Students may submit a request for a make-up exam to the Head of the Study 

Program, no later than 3 days after the exam for the relevant Course of Study, 

stating the reason for their absence. 

2) Acceptable reasons for absence from the exam are: a) illness (must be 

accompanied by a doctor's note); b) death of a parent or sibling; c) other reasons 

approved by the Academic Advisor or Faculty Leader. 

3) The Head of the Study Program will issue a letter of permission to hold the make-

up exam to the lecturer in charge of the Course of Study. 

4) Students must promptly arrange for the make-up exam to be held by the lecturer 

in question, including a letter of confirmation from the Head of the Study Program 

and a photocopy of the reason for their absence. 

5) The lecturer will hold the make-up exam no later than 5 days after the date the 

letter of permission for the make-up exam is issued by the Head of the Study 

Program. 
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1. Objectives 

1.1. To ensure that student thesis examinations are conducted properly and correctly. 

 

2. Scope 

Procedures for the Department's Thesis Examination Schedule Creation Process: 

2.1. Department 

2.2. The process begins with: 

2.2.1. Developing a schedule 

2.2.2. Preparing facilities 

2.2.3. Summarizing/archiving results 

 

3. References 

3.1. Thesis Writing Guidebook 

3.2. UNP Academic Regulations 

 

4. Definitions 

4.1. The examination here refers to the student's thesis examination. 

4.2. Developing a schedule means determining an examination schedule agreed upon by the 

student and the examination team. 

4.3. The facilities referred to here include the room and its equipment, as well as an LCD 

projector. 

 

5. Procedure 

5.1. Responsibilities 

5.1.1. The Head of Department is responsible for ensuring the accuracy of the student's 



 

thesis examination documents. 

5.1.2. The Department Administration is responsible for preparing correspondence 

documents for the student's thesis examination activities. 

 

5.2. Procedure 

5.2.1 Preparing the schedule 

5.2.1.1. Receives documents from students who will take the thesis examination: a) 

cover letter, b) grade history/KRS, and c) TOEFL certificate, d) seminar results 

correction sheet, e) thesis examination approval sheet from the supervisor and 

Head of Department, f) Indonesian and English abstracts, g) tuition payment slip, 

and h) scientific articles/journals. 

5.2.1.2. The Department Administration submits alternative thesis examination date 

forms to the student and confirms the schedule with the supervisor and 

examiners. 

5.2.1.3. The student confirms the thesis examination schedule with the supervisor and 

examiners. 

5.2.1.4. The schedule confirmed by the supervisor and examiner is submitted to the 

Department Administration. 

5.2.1.5. The Department Administration then determines the schedule based on the 

agreement between the supervisor and examiner. The invitation letter is then 

prepared. 

5.2.1.6. The invitation letter is signed by the Head of Department. 

5.2.1.7. The invitation, signed by the Head of Department, is collected by the 

Department Administration. 

5.2.1.8. The student picks up the invitation from the Department Administration. 

5.2.1.9. The invitation and thesis examination materials are submitted to the 

supervisor and examiner. 

 

5.2.2. Prepare Facilities 

5.2.2.1. The Department Administration prepares the location and documents for the 

student's thesis examination. 

5.2.2.2. The Department Administration arranges the layout of the examination 

room, including tables and chairs, and checks the condition of the LCD projector. 

5.2.2.3. The student prepares the materials for the research thesis examination. 



 

 

5.2.3. Summarize and archive the results 

5.2.3.1. The supervisor submits the thesis examination results document, signed by 

the supervisors 1 and 2, and the examiners, to the Department Administration. 

5.2.3.2. The Department Administration summarizes the scores and enters them into 

the UNP portal, as well as archives the original documents. 

  



 

SUMMARY OF THESIS EXAM SCORE 

 

An assessment of the student presentations has been carried out: 

Name : …………………………… 

NIM : ……………………………. 

Program Level : ……………………………. 

Department : ……………………………. 

Day/Date : ………….. / …………………………. 

 

From the assessing lecturers 

NO NAME OF THE LECTURERS SKOR (0 – 4) 

1. Lecturer I  

 

2. Lecturer II  

 

3. Lecturer III  

 

4. Lecturer IV  

 

5. Lecturer V  

 

Total 

 

 

Average value, = 

 

Supervisor I 

 

 

 

Name of The Supervisor I 



 

 

ADMINISTRATIVE COMPLETENESS 

 

Name : 

NIM : 

Department : 

Day/date : 

Room : 

 

NO COMPONENT 

COMPLETENESS 

Already 

Fulfilled 

Not Yet 

Fulfilled 

1 Cover   

2 Historical Value / KRS Active*)   

3 

Thesis Examination Approval Sheet 

from the Supervisor and Head of 

Department 

  

4 SPP Payment Slip   

5 Scientific Articles/Journals   
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