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CHAPTER I
INTRODUCTION

A. The Definition, Position, and Practical Training Weight
1. Definition
Practical Training is a student activity carried out in the community or government or private agencies to apply the knowledge obtained and see its relevance in society and through the path of self-development by exploring certain fields of knowledge and its applications.
2. The Position and Practical Training Weight
The Practical Training position becomes an integral part of the Practical Training Course and Final Project which are compulsory courses with a weight of 4 (four) credits.
3. Field Supervisor
Field supervisors are employees appointed by the head of the Practical Training location agency which have the task to guide, direct and assess student behavior and make report while carrying out the Practical Training in the agency.

B. The Purpose of Practical Training
[bookmark: _GoBack]Practical Training aims to develop the competence of Law Faculty students in:
1. Ability to compile legal products
2. Ability to solve problems both nationally and internationally
3. Ability to negotiate
4. Entrepreneurial ability
5. Ability to communicate effectively
6. Ability to work professionally
7. Ability to lead.

C. The Scope of Practical Training
The scope of the Practical Training for students of the Faculty of Law emphasizes skills in the fields of interest in civil law, criminal law, constitutional law, state administrative law, international law, law and society, procedural law and the basics of legal science.

CHAPTER II
ACADEMIC ADMINISTRATION PROCEDURES
IN THE IMPLEMENTATION OF THE PRACTICAL TRAINING

A. Requirements and Application Procedures
1. Requirements
To take the Practical Training and Final Project courses, students must meet the following requirements:
a. Have reached a total of 115 credits of credits
b. The duration of the Training Tasks is at least 20 working days / 80 hours carried out on a part time basis (Part timer).
c. Practical Training Location is an institution / agency / company and does not belong to individuals
d. The Practical Training cannot be a reason for permission to leave college.
2. Application Procedures
a. At the beginning of the lecture, the student submits an application letter for Practical Training signed by the Dean to the head of the intended Practical Training agency (maximum of 3 locations), enclosing:
1) The Study Plan Card (KRS) for the current semester
2) The List of Value Sets (DKN)
3) The Photocopy of the Student Card KTM
b. The application letter includes the intended location and the schedule for carrying out the Practical Training.
c. The Academic Subdivision verifies the student application documents.
d. Report to the Academic Subdivision, the location of the approved Practical Training

B. The Implementation of Practical Training
1. Before implementing the Practical Training, students take files to the Academic Subdivision, including:
a. Cover letter addressed to the head of the institution /agency/company where the Practical Training is located.
b. Practical Training Handbook
c. Attend List Sheet
d. Practical Training Assessment Sheet
2. The implementation of the Practical Training by students is carried out at least 80 hours/ 20 working days.
3. During the Practical Training, students are required to consult problems and discussions with field supervisors from the institution where the Practical Training is carried out.
4. In doing the Practical Training, students are required to fill out activity sheets during the Practical Training.
5. After completing the Practical Training, students must request a certificate of completion of the Practical Training and the Practical Training assessment sheets from the field supervisor.

C. Assessment
The assessment of the Practical Training is carried out by the Field Supervisor of the Practical Training Agency, with indicators including the following:
1. Behavior (Weight 40%)
Includes attitude, innovation, work ethic, cooperation and discipline
2. Report on the Practical Training (Weight 60%)
Includes elements of mastery of the material as well as competency and writing skills
3. All matters related to the assessment of the Practical Training and the results of the Practical Training report must be provided in the assessment report sheet
4. Forms of assessment:
	Assessment Range 
	Category

	81 - 90
	Very Good

	71 - 80
	Good

	60 - 70
	Fair






D. Practical Training Reporting
1. After the Practical Training is completed, students are required to compile a Practical Training Implementation Report that has been carried out which is known by the agency where the Practical Training is carried out.
2. Submit a Report on the implementation of the Practical Training to the Academic Subdivision no later than 2 (two) weeks after the Practical Training has been completed, enclosing:
a. Practical Training Implementation Report
b. Practical Training Assessment Results
c. Photocopy of Certificate of Implementing the Practical Training from the relevant agency.

CHAPTER III
THE STRUCTURE OF THE PRACTICAL TRAINING REPORT


A. The Structure of the Report
In general, the Practical Training Report that is compiled includes 3 parts, namely the initial part, the content part and the final part with the following systematics:
1. The Initial Part
a. Title page (cover)
b. Title page
c. Ratification page
d. Foreword
e. Abstract - up to 200 words with keywords
f. Table of contents
2. The Content Part
a. Chapter I Introduction
This chapter contains Background; Formulation of the problem; Practical Training Objectives; Benefits of Practical Training; Practical Training Methodology; Writing system.
b. Chapter II General Description
This chapter describes the overall picture of the Practical Training location which concerns the vision, mission, organizational structure, internal work systems and other things that further explain the problems to be discussed on the object under study, whose content is more emphasized on the general description of the object of the Practical Training being researched.
c. Chapter III Theoretical Background
This chapter contains the theories, foundations, point of views of the methods that already exist and or will be used relating to problems to be discussed in the Practical Training as well as concepts and reviews that have been verified from several related sources.

d. Chapter IV Findings and Discussion
This chapter describes the analysis of the system that has been applied in the Practical Training locations, proposed system analysis, and the implementation of the proposed system design along with its discussion
e. Chapter V Closing
This chapter consists the conclusion (a summary of all the content that has been discussed); suggestions (suggestion of expansion, development, deepening, review)
3. The Final Part
a. Bibliography
The bibliography is arranged vertically according to alphabetical order, and horizontally according to the pattern: name, year, title, publisher, city of place of publisher, and page.
b. Appendices
Included in the appendices category, among others: supporting data, listings
summary and abbreviations list. Appendices are also numbered in Arabic letters and are a continuation of the previous page or contain:
· Questionnaires (if using the survey method to collect data);
· Drawings, tables, designs, flowcharts, etc.
· A certificate or certificate from the company where the Practical Training is carried out;
· Documents that can support the Practical Training Report.
· The value of the Practical Training from the company.

B. The Format of the Practical Training Report
The Practical Training Report is prepared in the following format:
1. The manuscript is typed in standard letters on A4 size HVS paper (210x297 mm) with two spaces, with a left margin of 4 cm, right margin 3 cm, top margin 4 cm, and bottom margin 3 cm in font 12. Each paragraph is typed 7 (seven) spaces from the left margin line.
2. The contents section, starting from the introduction to the closing chapter of at least 20 pages, not including Bibliography and Appendices. Every new chapter does not change pages.
3. The Bibliography is of at least 5 (five) titles in the form of books or other sources. The list of books or other sources is arranged vertically alphabetically and horizontally according to the pattern: name, year, title (italicized), publisher, and page.
4. Appendices, if the Practical Training Report analyzes a case in the form of a decision or statutory regulation or documents such as agreements and so on, then the case or statutory regulation must be attached. In addition, there are also other attachments related to this Practical Training Report.
5. The Practical Training Report is posted (bound in red soft cover) and the title page uses the Diponegoro University symbol at the top center.

C. List of Citations
Quotations from sources can be in the form of direct quotes or indirect quotes (paraphrase). Direct quotation is a quote that is done exactly with the source, while indirect quotation uses its own sentence without reducing or changing the content / meaning of the source being quoted. In general, the quotation must be the same as the original, regarding the words, spelling and regarding the punctuation marks. For quotes that are five or more lines long:
1. Typed, with one space
A new paragraph for the first line starts with a seven-beat range from the left margin, and for the second line onwards it starts with three beats from the left margin.
2. Not given quotation marks (") at the beginning and end of the quote.
For quotations that are less than five lines long, they are entered in the text and typed as plain text (2) spaces are marked (“) at the beginning and end of the quote.
The citation number, for each quote is numbered at the end of the quote using Arabic numerals, namely the numbers 1, 2, 3, 4 and so on. The citation number is raised slightly above the regular line, not as high as one space; the citation number is not marked with periods, brackets, or other marks.

Procedure for Making Footnotes
1. General Terms
The general requirements for making footnotes are as follows:
a. Footnotes are written at the bottom of the manuscript page, in the form of “footnote” bukan “inside note”.
b. Each footnote is assigned an Arabic numeric number, namely the numbers 1, 2, 3 and so on. In each chapter, numbering starts with number 1 again, or continues with the next number until the last chapter.
2. The Form of the Footnotes
a. Indonesian Books 
1)	First name, author surname ending with a comma, scholarly title is not necessary, unless there is a clan name, the clan name is written first.
2) The title of the book is underlined, or it is italicized or in bold.
3) Place of publication of the colon followed by the name of the comma publisher.
4) After a comma, it is followed by the page number of the book that is quoted directly, or in which the author's opinion is taken in the form of a self-composed sentence.
Example:	Suryono Soekanto, Pengantar Penelitian Hukum, (Jakarta: UI-Press, 1981), page 71.

b. Foreign Books
The form of footnotes from foreign books is the same as the form of footnotes in Indonesian books.
Example: 	Horarld Alberty, Reorganizing the High School Curriculum, (New York : The Macmillan Company, 1953), P. 78.

c. Translated Books
Example: 	Karl Barth, The Doctrin of The World of God, Terjemahan oleh Soekanto, (New York :  The Macmillan Company, 1936), page. 23.

d. Scientific Magazine Articles 
1) First name, author surname, followed by a comma, except for clan name, clan name is written first.
2) The title of the article is in quotation marks, followed by a comma after the closing quotation mark.
3) The name of the scientific magazine that is underlined, the publisher of the article and ends with a comma.
4) The date of publication of a scientific magazine ending with a comma.
5) The pages from which the information was extracted.

e. Library Source without Author
1) 	Book :
Daftar Alamat Tempat Pejabat Negara Republik Indonesia, (Jakarta, Departemen Penerangan RI, 1980), page 225.
2) 	Magazine :
So just be, man be, “Populi”, (Number 1, 1981), page 6-13.

f. Compilation Editor
Kuntjaraningrat, ed, Manusia dan Kebudayaan di Indonesia, (Jakarta; Jambatan, 1971), page 3.

g. Encyclopedia and Dictionary
S. Adiwinata,   1971, Istilah  Hukum, Latin Indonesia, Jakarta: PT. Intermasa, page 61.

h. Interview
Mudjono, Wawancara , Mahkamah Agung, (Jakarta: 18 Desember, 1980).

i. Letter 
Bambang Sunarto, Surat Pribadi, 14 Maret 1976.
j. Lecture 
Soerjono, Soekanto, Ceramah : “Hukum Lingkungan Suatu Penjajagan”, Fakultas Hukum Universitas Lampung, (Tanjung Karang, 27 Nopember, 1981), page 7.
k. Multiple Authors
Muladi dan Barda Nawawi Arief, Teori-teori dan Kebijakan Pidana, (Bandung; Alumni, 1984), page 10.

l. Newspaper
1) 	Kompas, 26 December 1981, page IV.
2)	Satjipto Rahardjo,”Kejahatan Sebagai Penyakit Sosial”, (Kompas, 8 Maret 1983), page IV.

m. Unpublished Works
Anwar Anhar, “Masalah Kejahatan Pencolengan di Wilayah Tanjung Priok”, (Skripsi Sarjana Kriminologi, Fakultas Ilmu-Ilmu Sosial Universitas Indonesia, 1981), page 45.

3. Abbreviations
Writing footnotes recognizes savings by using terms Ibid, Op.cit., dan Loc.cit.
Ibid, 	is an abbreviation of ibidem, which means in the same place. If a library or source that has just been cited (not yet interspersed / not yet interspersed with essays or other literature sources) will be cited again, then simply use ibid, p. 100 on the understanding that page 100 is not the page to which the previous footnote has referred. If ibid, it references the same page as the previous essay, then ibid should be replaced with Loc.cit. Ibid, written in cursive / italic or underlined letters.
Loc.cit,	is an abbreviation of Loco citato, which means quoted from the same place. If you want to quote the same page from an essay or source that has just been quoted (not yet interspersed by essays or other sources) then the footnote is simply abbreviated as Loc.cit. Loc.cit. written in cursive / italic or underlined.
Op.cit, 	stands for Opere citato, the meaning has been quoted. If a literature or source has been cited in a footnote and has been interspersed with one or more other literature / sources to be cited again, then the footnote can be abbreviated by simply writing the author followed by op.cit. written in cursive / italic or underlined.

Examples: 
1. 	Richard Nixon, 1980, The Real War,  New York : Waener Books Inc:, page 22.
2.  	Ibid, page 49.
3.	Sritua Arif, 1982, The Petroleum Industry and the Indonesian Economy : An Impact Study , East Bolmain : Resecons, page 15.
4. 	Loc.cit.
5. 	Richard Nixon, Op.cit., page 100.
6. 	Sritua Arif, Loc.cit.
Footnote 2), written as Ibid, page 49 means referring to the previous book (without interval) namely by Richard Nixon in footnote 1).
Footnote 4), written as Loc.cit, means referring to the same book and same page from the previous footnote, i.e. footnote 3). by Sritua Arif.
Footnote 5), written as Richard Nixon, Op.cit., page 100 means to recite the same book by Richard Nixon, by referring to the same page or another page (in the example above, another page is referred to, namely page 100). Note: Richard Nixon's book has been interrupted by a book by Sritua Arif.
Footnote 6), interspersed with other authors, the name of the author must be mentioned.

If more than one book is used from the same author and has previously been mentioned, interrupted by the same author as another title, it is sufficient to write the author's name (if any or only family name), Op.cit. and pages.
Example: 
1.	Oemar Seno Adji, 1973, Hukum (Acara) Pidana Dalam Prospeksi, Jakarta : Penerbit Erlangga.
2.	Oemar Seno Adji, 1972, Hukum Hakim Pidana, Jakarta : Penerbit Erlangga
3. 	Oemar Seno Adji, Op.cit. page 10
Footnote 3), refer to footnote 1.

D. 	BIBLIOGRAPHY / REFERENCES / READINGS
1. Book with one author
Format:
Author, Year of Publication, Book title (italicized), edition (if any), volume (if any), Place of Publication: Publisher, page
Example: 	
Rahardjo Satjipto, 1986, Ilmu Hukum, Bandung : Alumni.
Sumitro, Ronny Hanitijo, Metodologi Penelitian Hukum, (Jakarta: Ghalia Indonesia, 1985).

a. If another book from the same author is used, it is sufficient to simply outline the author's name.
Example: 
	Soekanto, Soerjono, Sosiologi Hukum, (Jakarta: UI-Press, 1987).
		______________, Mengenal Sosiologi Hukum, (Bandung: Alumni, 1981).

b. The arrangement must be alphabetical by the author's name, and does not need to be numbered.
c. Laws and regulations, newspapers, magazines and so on are kept separate.
2. Books with two or more authors.
Example: Muladi dan Barda Nawawi Arief, Teori-teori dan Kebijakan Pidana, (Bandung: Alumni, 1984).

3. Translated Books 
Example: Iver Mac R.M., Negara Modern, translated by Moertono (Jakarta: Ichtiar, 1965).

4. Essay in a newspaper, magazine or bulletin
a. First, the name of the author of the article is listed in the order as in the book;
b. The article title is placed between the quotation marks and ends with a period before the closing quotation mark;
c. The foregoing is followed by the inclusion of the underlined name of the Newspaper, Magazine or Bulletin followed by a comma;
d. Date / month of publication of a newspaper, magazine or bulletin followed by a comma;
e. The page number on which the article was published.
Example:  
Budihardjo, Miriam, “Menuju Suatu DPR yang Bagaimana.” Kompas, 12 Nopember 1998, page IV, column 5.

Putra Jaya, Nyoman Serikat, “Beberapa Permasalahan Dalam Sistem 

Pemidanaan Dalam Konsep KUHP Baru.” Masalah -Masalah Hukum” Nomor 1 - 1989, page 25-31.
5. Foreign Books
Example: Alberty Harold, Reorgnizing the High School Curriculum 2nd ed, Vol. 2, New York: Company, 1953.

6. Doctoral Dissertation
Muladi, Lembaga Pidana Bersyarat, disertasi doktor (Bandung: Alumni, 1985).
7. Report
Halim Koentjoro Diana, Peranan Wanita Dalam Pemerintahan, Laporan Penelitian (Semarang, 1984).

8. Published papers
Tjondronegoro Soediono MP, Beberapa Segi Sosial Utama, Kerangka Telaah Landasan Pembangunan, LIPI (Jakarta: 5-6 March 1984). 

9. Brochures / Pamphlets
Sekretariat Jenderal MPR RI, Ketetapan-ketepatan Majelis Permusyawaratan Rakyat Republik Indonesia (Jakarta: 1988).

10.  Yearbook
Departemen Pertambangan RI, Pertambangan Indonesia 1979 (Jakarta: 1979).
11. News in Newspapers
- 	Antara, Berita Buana (28 October 1983) page 1, column 1, 2, 3, 4.
-	Berita Buana, Tajuk Rencana (28 Desember 1983) page 2, column 1, 2.   
12. Writing in the Encyclopedia.
Snell, John L., “World War II”, in Writing in the Encyclopedia. Americana, Vol. 29, Hal. 364-520 (New York: Americana Corp. 1969).


Example: 4

TITLE PAGE FORMAT 
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TITLE
PRACTICAL TRAINING REPORT
COMPANY/INSTITUTION. XXX
Period ...... until .........


Submitted to complete the assignments and meet requirements of
Legal Writing Exam for Undergraduate Program (S1) in Law


By:

STUDENT NAME
STUDENT NUMBER 11010110111213



FACULTY OF LAW
DIPONEGORO UNIVERSITY
SEMARANG
2019

RATIFICATION SHEET
(TITLE)
PRACTICAL TRAINING REPORT
COMPANY/INSTITUTION. XXX
Period ...... until .........








By :

STUDENT NAME
STUDENT NUMBER 11010110111213



Approved by,
Practical Training Supervisor


Signature & company stamp


Name
NIP


Example of student attendance at the Practical Training place


ATTENDANCE LIST 
STUDENT NAME	:  ...........................................................
STUDENT NUMBER	:  ...........................................................
PRACTICAL TRAINING PLACE	:  ............................................................

	MONTH ……………………….. 2019

	DATE
	ACTIVITIES
	Note/information

	
	
	

	
	
	

	
	
	



Field Supervisor


___________________
Position.


Example of Practical Training Assessment Sheet


Practical Training Assessment 
STUDENT NAME	: .............................................................
STUDENT NUMBER	:  ............................................................
PRACTICAL TRAINING PLACE	:  ...........................................................
PRACTICAL TRAINING FIELD	: …………………………………………..
	No.
	Element of Assessment
	Weight (W)
	Score (S)
	W x S
	Criteria

	1.
	Behavior
attitude, innovation, work ethic, cooperation, discipline
	40%
	
	
	

	2.
	Practical Training Report
· Mastery of the material
· Skill competence
· Writing procedures
	60%
	
	
	

	Total Score
	
	



Assessment Result *)
	FAIR
	GOOD
	VERY GOOD



................................., ..........................................
Approved by,
Practical Training Supervisor


__________________
Position.
*) Cross the unnecessary ones
[image: Undip]THE MINISTRY OF RESEARCH, TECHNOLOGY AND HIGHER EDUCATION
DIPONEGORO UNIVERSITY
FACULTY OF LAW
     Jalan Prof. H. Soedarto, S.H. Tembalang – Semarang Kode Pos 50275
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Number 		:              /UN7.5.1/DL/2019
Attachment	:	
Matter		:	Application for a Practical Training Permit		

To the Head of ELZA SYARIEF LAW OFFICE
Artha Graha Building 26th Floor
Jl. Jenderal Sudirman Kav.52-53
JAKARTA - 12190

We respectfully convey that in order to form students to have the ability and proficiency to apply legal knowledge and legal skills and to have competitiveness at the national and international levels, it is necessary to carry out the Practical Training for students.
In connection with the foregoing, we ask you to give permission to carry out Student Practical Training within your institution to the following students
	name
	:
	

	Student number
	:
	

	semester
	:
	

	areas of interest
	:
	

	address
	:
	

	
	
	

	mobile phone number
	:
	

	time
	:
	



That is our request, thank you for your attention and cooperation.
                                    	
	 Dean,
	


                                                                    Prof. Dr. Retno Saraswati, S.H., M.Hum.
                                                                    NIP 196711191993032002


[image: Undip]THE MINISTRY OF RESEARCH, TECHNOLOGY AND HIGHER EDUCATION
DIPONEGORO UNIVERSITY
FACULTY OF LAW
     Jalan Prof. H. Soedarto, S.H. Tembalang – Semarang Kode Pos 50275
Phone: (024) 76918201,76918202,76918203,76918204,76918205 – Facs. (024) 76918206
     Website:  www.fh.undip.ac.id email: akademik.fh.undip@gmail.com

Number 		:              /UN7.5.1/DL/2019
Attachment	:	1 (one) bundle
Matter		:	Introduction to the Practical Training Participants

To the Head of ELZA SYARIEF LAW OFFICE
Artha Graha Building 26th Floor
Jl. Jenderal Sudirman Kav.52-53
JAKARTA - 12190

We respectfully convey that in order to form students to have the ability and proficiency to apply legal knowledge and legal skills and to have competitiveness at the national and international levels, it is necessary to carry out the Practical Training for students.
In connection with the foregoing, we hereby face the Practical Training participants, namely:
	name
	:
	

	Student number
	:
	

	semester
	:
	

	areas of interest
	:
	

	address
	:
	

	
	
	

	mobile phone number
	:
	

	time
	:
	



Those who have obtained permission to carry out Practical Training at the institution that you lead within a period of ...........................................
We need to convey information on the implementation of the Practical Training:
1. A period of time for the Practical Training of at least 80 hours / 20 working days and carried out on a part time basis (part timer).
2. Participants in the Practical Training only work in accordance with their field of interest and are not burdened with other administrative work.
3. Field supervisors from agencies are tasked with guiding, directing and assessing student behavior and reporting the Practical Training guide is attached)
4. At the end of the Practical Training:
a. students must compile a report with the knowledge and approval of the agency's Field Supervisor
b. Practical Training Agency to issue a certificate / certificate as proof that the student has carried out the Practical Training.
5. The Practical Training is not a reason for permission to leave college.
That is our request, thank you for your attention and cooperation.                   Dean,
                                             Prof. Dr. Retno Saraswati, S.H., M.Hum.
                                                                   NIP 196711191993032002
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