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Gratitude goes to Allah SWT, the Internship Handbook  in 2020 

Universitas Negeri Semarang FP can be completed properly  

Internship (Praktik Kerja Lapangan/ FP) is a compulsory subject 

that  students must take to gain work experience relevant to their 

field. FP is a mandatory activity for diploma and undergraduate 

students  to  gain  experience,  knowledge,  attitudes,  and  skills  in 

their areas and relate to theoretical material got during lectures. 

The handbook is prepared to guide students in carrying out FP 

activities at FP agencies or business partners.  
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CHAPTER I INTRODUCTION 

 

1.1 Background 

 Fieldwork Practice (FP) is an intra-curricular activity. It 

is required to be followed by students majoring in non-

education following the demands of the curriculum so they can 

gain work experience relevant to their field. FP is a mandatory 

activity for diploma and undergraduate students to gain 

experience, have knowledge, attitudes, and skills in their areas, 

and relate to theoretical material got during lectures. The FP 

programme provides competence to students to know and to 

practice analyzing environmental conditions in work. It is an 

effort by the study programme to prepare students to enter the 

world of work. 

 Students who carry out FP activities are 7th-semester 

students who have taken a minimum of 100 credits. Students 

carry out the program for a minimum of 2 (two) months and 

weigh four credits. Several components are required to be 

prepared, ranging from administrative objectives to academic 

materials. Therefore, a practical guideline for this fieldwork is 

needed. 

 

 

 

 



 

 

1.2 The objectives of Fieldwork Practices (FP) 

a) Improving the knowledge, experience, abilities, and skills 

of students. 

b) Directing students to find problems and useful data in 

writing FP reports. 

c) Getting input for feedback in improving the curriculum 

following the demands of the work industry and society. 

d) Fostering and increasing cooperation between the Faculty 

of Economics, UNNES, and FP agencies/partners. 

e) Doing the community service (Embodiment of Higher 

Education Tri Dharma). 

f) Providing an overview of the world of work for FP students. 

 

1.3 Benefits of Fieldwork Practices (FP) 

a. For agencies/business-partners 

 Realization and the existence of a mission as an 

institutional social function and responsibility, 

 The possibility of establishing stable, healthy, and 

dynamic relationships between agencies/companies 

and higher education institutions, 

 Fostering cooperation that is mutually beneficial and 

beneficial to the parties involved. 

 

 



 

 

b. For students 

 -Training the skills of diploma and undergraduate 

students according to the knowledge acquired during 

lectures at the Faculty of Economics, 

 -Learn to recognize the dynamics and real-world 

conditions of work in work units, both in government 

and corporate circles, 

 -Developing knowledge gained in college and finding 

something new has not been got from formal 

education. 

c. For the Faculty of Economics, UNNES 

 Get feedback to perfect the curriculum by the needs 

of the agency/company and the demands of 

development in general, 

 Faculty of Economics UNNES can improve the quality 

of graduates and enhance the quality of service to 

stakeholders. 

 

 

 

 

 

 



 

 

 

CHAPTER II PROCEDURES OF FIELDWORK PRACTICES 

 

2.1. Terms and Procedures for Work Practices of the 

Faculty of Economics, UNNES 

 Students have met academic requirements. The 

educational requirements that need to be completed by FP 

students are 7th-semester students who have taken a minimum 

of 100 credits. The procedures that FP students are required to 

carry out are as follows: 

1) Students are looking for FP agencies/partners in 

groups or individually. FP group provisions consist of 1 

to 5 students. The selection of the FP agency/partner 

the student is aiming for is required to get approval by 

the FP Cluster, Faculty of Economics, UNNES. 

2) After getting approval from the FP Group, one of the 

students in the FP group fills in the SIRADI UNNES 

portal to apply to making an FP application letter to the 

intended FP partner/agency. 

3) After filling in SIRADI, all FP students register on the 

FP website portal http://fe.unnes.ac.id/PKL/daftar 

4) FP application letters can be accessed and 

downloaded on the FP Web on the “FP Permit” menu or 

http://bit.ly/SuratIzinPKL2020 

http://fe.unnes.ac.id/pkl/daftar
http://bit.ly/SuratIzinPKL2020


 

 

5) The letter is submitted to the FP agency/partner by the 

student, after which awaits a reply letter from the 

agency whether it is accepted or not to implement FP 

6) If accepted, the reply letter from the FP agency/partner 

is submitted to the FP Cluster Coordinator. 

7) If rejected, the groups are required to search an 

agency/internship partners and re-register it. 

Figure 2.1 Registration Flowchart of FP 



 
 

2.2. General provisions for FP 

1) Students form groups consisting of 1 to 5 students. 

2) The groups search their FP agencies/partners, and they 

must get approval from the FP Cluster, Faculty of 

Economics, UNNES. 

3) The timeframe for implementing fieldwork practices is 

between 8 (eight) and 12 (twelve) weeks, equivalent to 

about 300 hours of work. 

4) FP groups are guided by one advisor from the study 

programme and one field advisor from FP 

agencies/partners. 

5) The implementation of fieldwork practices is recorded in a 

daily journal required to be filled in by FP students and 

initiated or signed by the agency field advisor. 

6) Field advisors of FP agencies/partners are responsible for 

guiding student groups during fieldwork practices and 

providing scores related to student performance, discipline, 

and compliance. 

7) Agency/ Company/ FP partners have the right to make 

withdrawal requests for FP students before the specified 

time, as well as FE UNNES can withdraw FP students 

before the specified time. 



 

8) Towards the end of the fieldwork practice implementation, 

students must provide an assessment form sheet to the 

agency advisor/field partner. 

9) Students request for an official work experience certificate 

(reference) from the agency/partner at the end of the 

practical fieldwork period. 

10) Students and FP agencies/partners carry out the 

process of withdrawing FP students. If the FP 

agency/partner wants to extend the FP period, the student 

must request for confirmation of approval from the FE 

UNNES FP Group. 

 

2.3. Tasks of FP Students 

1) Studying the duties and obligations that apply in each 

unit/field/division in the agency or street vendor partners. 

2) Obeying the rules and regulations in force in each 

unit/field/division in the agency or street vendor partners. 

3) Wearing the UNNES alma mater suit uniform with a white 

top shirt, black bottoms, and black formal shoes. FP 

students can adjust the uniform outside of these provisions 

if the rules of the FP agencies or partners are different. 

4) Following all activities that take place in the 

unit/field/division where FP students are placed according 

to the schedule set by the FP agency/partner. 



 

5) During the FP period, students fill out the street vendor 

daily journals and are signed by the field advisor of the FP 

agency/partner. 

6) If FP students face things or obstacles, students can 

contact the FP Advisor or the FE UNNES FP Cluster 

coordinator. 

7) After implementing FP at the FP agency/partner, students 

are required to compile an FP report with the guidance of 

an FP advisor. FP Advisors test 

8) 8. Reports made by FP students. 

 

2.4. Field Advisors / FP Partners 

The field advisor is an agency staff / FP partner appointed by 

the agency management to provide technical guidance to FP 

students. One (1) field advisor can guide one (1) FP group 

consisting of 1 to 4 FP students. 

Field Advisor Duties: 

a. Providing technical guidance to students related to FP job 

desks. 

b. Providing suggestions and solutions to problems faced in FP 

c. Signing the daily journal of FP students 

d. Providing an assessment of the activities and performance 

of FP students.  

2.5. FP Advisors 



 

FP Advisors are lecturers appointed through the Dean of the 

Faculty of Economics UNNES to guide FP students from the 

FP preparation.  FP Advisor Duties: 

1) Monitoring and evaluating FP students, 

2) Providing guidance consultation online regarding the 

preparation of street vendor reports, 

3) Provide suggestions and solutions to various problems in 

FP,  

4) Fill out the Advisory score form and give the FP student 

final scores to the FP cluster coordinator. 

 

 



 
CHAPTER III FIELDWORK PRACTICE REPORTS 

 

 

Fieldwork Reports  

 The FP report is the final paper of FP students to 

study and provides an overview of FP institutions/partners. It 

can also offer specific study topics in the unit/section/division 

where FP students are. In selecting the report's subject, 

students must relate to the concepts of economics they have 

received in college. Preparation of FP reports under the 

guidance of FP Advisors. 

 FP advisors must test FP reports, and students must 

complete the report according to the revised input and 

suggestions are given. The FP reports signed with the FP 

Advisors' endorsement are printed in three (3) copies, each for 

the FP agency/partner (if needed), for the FP Advisor FP FE 

UNNES cluster. Soft-file FP reports are also sent via email 

pklfeunnes@gmail.com. 

 

 

 

 

 

 

 



 
3.1 Systematics of FP Reports 

The systematics of FP reports are: 

a. Space  : 1,5 
b. Font  : Times New Roman size 12 
c. Paper size  : A4 
d. Margin  : left border 4 cm 

  right border 3 cm 
  upper limit 4 cm 
  lower limit 3 cm 

e. FP reports are printed and bound in softcover in blue, 
and the systematic section includes: 
 Title page 
 Validation page 
 Foreword 
 Table of contents 
 List of Tables 
 List of Figures 
 Appendix List 
 Chapter 1 Introduction 

1.1 Background 
1.2 Objectives 
1.3 Scope 

 Chapter 2 Literature Review 
 Chapter 3 Activity Results 

a. General description of the agency/partners 
b. Institutional Organizational Structure 
c. FP activities 
d. FP Focus Issues 

 Chapter 4 Conclusions and Suggestions 
 References 
 Appendices 



 
3.2 Provisions for the Contents of FP Reports 

CHAPTER I INTRODUCTION 

1.1 Background 

 The background contains an overview of the situation 

analysis of the internship location or an overview of the 

situation of the FP institutions/partners. Describe the 

experience for selecting topics that are the focus of FP 

activities. 

1.2. The objectives 

 Determine the goals of internship partners in general 

and relate to the selection of FP report topics. 

1.3. Scope 

 Explain the limitations of the discussion on the street vendor 

reports. 

CHAPTER II LITERATURE REVIEW 

The literature review describes the concepts and theory of 

literature that focus on FP reports. 

CHAPTER III RESULTS OF ACTIVITIES 

3.1 General Description 

The general description describes the institution / FP partners, 

starting from the institution's location, field, and scope. 

3.2 Organizational Structure 

Contains a figure / organizational structure that began in the 

student FP placement unit/section/division and provides a job 

description of FP activities. 



 

3.3 FP Activities 

Description of FP activities carried out in FP 

institutions/partners. In this section, there are important 

activities. Students are assisted by the FP Advisor to 

understand FP students' activities during the field. 

3.4. FP Focus Issues 

Contains discussions that become the topic of internship 

partners' problems associated with theories or concepts that 

have been studied in lectures. In this chapter, students analyze 

the implementation of these management functions according 

to existing ideas or concepts. 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS 

The entire FP report and recommendations are recommended 

based on considerations of theoretical studies to produce 

suggestions that can be input for FP agencies/partners. 

APPENDICES 

Contains manuscripts or documents that need to be conveyed 

to support and strengthen the report. Appendices must be in 

the form of attendance and daily activity reports signed by the 

field advisor. Keeping extensions can be in the form of the 

organizational structure of the apprenticeship institution, work 

procedures or processes, photographs. 



 
Appendix  1 

FP Daily Journal 

Name  :  

Agency : 

Date Fieldwork Practice Activity Sign 

   

   

   

   

   

   

   

   

   

   

Field Advisor 
 

 

……………………….. 



 
Appendix  2 

Assessment Form for Field  

Student Field Work Practice Assessment Sheet 
 

Name :   

NIM :  

Major :  ....................................................................  

N
o 

Work Performance Components 
CD 

(56-
60) 

C 
((61-
65) 

BC 
((66-
70) 

B 
((71-
80) 

AB 
(81-
85) 

A 
(86-

100) 

1. Personal 

a. Attendance 
      

b. Discipline       

c. Responsibility       

d. Persistence       

e. Courtesy       

2. Professional (according to the study 
programme) 
a. Work preparation: 
Understand job assignments, analyze 
assignments, etc. * 

 

      

Work implementation: 
Using tools properly, systematic work, 
problem-solving initiative, skillful, etc. * 

 

      

Work results: 
Quality/quantity of work results, 
maintaining the cleanliness of 
tools/environment, timeliness in 
completing tasks, etc. * 

 

      

3. Social 
a) Cooperation/assistance in 
completing tasks 

      



 
 

b. Relationships with superiors, field 
advisors, employees. 
 

      

C. ………………………………………
…………………………… 

      

TOTAL       

N1  =    =  ……… 

Note: 

1. Filled with a numeric score in the available column 
2. Assessed only on the components shown by students while 
implementing FP, so they do not have to be filled in all 
      * can be filled in according to the study programme 
 
 
 

………………,…. ……………… ... 
Field Advisor 
 
 
 
 
……………………………………… 

(signature and  name) 
 



 

 

Appendix  3 

Assessment Form for FP Advisors 

Student Field Work Practice Assessment Sheet 
 

Name: 
NIM: 
Study Programme: 
Faculty: 
 
  

No. Report Component 
CD 
(56-
60) 

C 
(61-
65) 

BC 
(66-
70) 

B 
(71-
80) 

AB 
(81-
85) 

A      
 (86-
100) 

1. Logical consistency 
(clarity of the common 
thread between the 
introduction, 
content/material, and 
conclusion 
 

      

2. Writing       

3. Language       

Total       

 
 

No. Report Component 
CD 
(56-
60) 

C 
(61-
65) 

BC 
(66-
70) 

B 
(71-
80) 

AB 
(81-
85) 

A       
(86-
100) 

1. Understanding of the 
Materials 
 

      

2. Fast Answering       

3. Accuracy of answer 
 

      

4. Scientific attitude 
 

      



 
TOTAL 

 
      

 

N2  =    =  ……… 

 
 
Note: 
1. Filled with a numeric score in the available column 
2. Assessed only on the components shown by students while 
implementing FP, so they do not have to be filled in all 
 
* can be filled in according to the study programme 
 
 

………………, .. ………………… ... 
FP Advisor 
 
 
 
 
……………………………………… 
(signature and name) 
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