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Internship Guidelines (KERJA PRAKTEK PROFESIONAL)

Lecturer: Prof. Dr. S. Trisutomo; Dr. Ir. Arifuddin Akil, MT. (Odd class)

Prof. Dr. Ir. Shirly Wunas, DEA; Dr. Ir. Mimi Arifin, MSi (Even class)

1. Learning objective:

This subject aims that, upon completing this subject, the student will gain real experience
on an active job as a planner or a professional researcher in a corporation/ the process
company/ institution/ organization/ work unit.

2. Syllabus:

3.

Internship activities include administrative management, the implementation of INTERNSHIP
for at least 180 hours, the creation of reports
Academic terms/conditions
3.1INTERNSHIP is offered for each semester
3.2 Students must fill in Credit Point (KRS) in the last semester
3.3 Have passed Studio 5 course for those taking up the planning profession
3.4 Have passed the Research Methodology Course for those in the research profession
3.5 Have passed the Community Development Course for those who take the profession of
community assistance.

Administrative Procedure

4.1 Students conduct an initial assessment by visiting companies/ institutions/
organizations/ work units to find out the existence of practical employment
opportunities and willingness to accept practices, types of work/ projects/ activities,
implementation time.

4.2 Consult with lecturers of INTERNSHIP whether the project/ activity is feasible and
adequate as the object of INTERNSHIP

4.3 In each company/ institution/ organization/ work unit, only a maximum of 3
students can apply.

4.4 Students fill out a statement letter and are known by the Lecturer of
INTERNSHIP and the Chairman of the Study Program, then submitted to the
Chairman of the Department (Format 1)

4.5 The Chairman of the Department makes a letter to the Dean for the Dean to write to
the company/ institution/ organization/ work unit about the purpose of practical
work (Format 2)

4.6 The Dean makes a letter to the company/ institution/ organization/ work unit that
the student intends to work professional practice for the project/ activity in question
(Format 3)

4.7 The Company/ institution/ organization/ work unit respondsto the Dean's letter
containing their willingness to accept practices, explain the type of activity/ project, the
time of the activity, and appoint a technical advisor (Format 4).This letter was
submitted to the Head of The Department and delivered to the PwK Department.

4.8 Chairman of Department (Urban and Regional Planning) Study Program issues
Internship License (Format 5)

4.9 The Internship can be done in the following agencies:

a. Local government agencies that carry out regional and city planning activities
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and plan implementation such as BAPPENAS/ BAPPEDA agencies, ministries/
PUPR offices, ministries/ transportation agencies, ministries of disadvantaged
villages, etc.

b. College agencies are conducting research and or planning activities in the field
of regions and cities such as in the Center for Urban Planning Studies/
regions/ transportation/ infrastructure/ tourism/ settlements/ housing etc., in
the Unhas Institution.

C. Private companies

d. with project activities related to regional and urban planning such as regional
and urban planning consultants, development companies or developers.

e. Non-Governmental Organizations (NGOs) engaged in urban and regional
planning or community development, such as independent NGOs, Information
and Communication Forum for Non-Governmental Organizations (FIK Ornop)

f. International institutions engaged in regional and urban planning, as well as
community empowerment such as: UNDP, USAID, UN-Habitat, etc.

410 Students can start practical work for 10-19 hours/ week and a total of at least

150 hours or equivalent to 2-3 months, evidenced by a known attendance list of

Technical Advisors (Format 6)

4.11 Students are to consult subject supervisors every two weeks to compile an
INTERNSHIP Report (Format 7).
4.12 Students have to decide on three types of professional activities to do based

on the lecturer's direction. The assistance schedule follows the lecture schedule or
is in accordance with the willingness of the lecturer’s time. The three types of the
scope of professional activities include matters relating to the planning process or
procedure of either region or city, macro or micro, thorough or partial, which
includes data collection, technical analysis, formulation of plans, or evaluating a
planning or public policy. Students are not allowed to choose a planning document
study job independently unless it is the work of an INTERNSHIP agency. The region's
scope can include starting from the region, to a broader area such as cities, districts,
provinces, and even national.

4.13 If the condition of the minimum 150 hours is met and has completed at least
three professional activities, students are to report to the head of the agency/
institution that Internship is finished.

4.14 Director/ Head of the institution produce a certificate that the student has
completed the WORK OF PROFESSIONAL PRACTICE (Format 7)

4.15 Students must complete the Internship report (Format 9) after they
have done the assistance/consult with two lecturers of INTERNSHIP.

. Students obligations during Internship

5.1 Present for at least 15 hours/week for at least two months (=150 hours during
2-3 months) proved by an attendance list signed by the company's Technical
Advisor.

5.2 Comply with the rules and regulations in the company/ institution/
organization/ work unit.

5.3 Perform activities in accordance with the object of INTERNSHIP with the guidance of
Technical Advisors and record them in detail in the Activity Book (Log Book) for
technical guidance to be known.



5.4 During Internship, students must study the following:
(1) Company/ institution/ organization/ work unit’s organization
(2) How to carry out the activities as a whole

5.5 Perform at least three professional activities in-depth and detail a section of
professional activities

5.6 Consult at least two times a month during the working period of practice with one
of the lecturers of the Professional Practice Course to report activities and prepare a
report

5.7 After being deemed sufficient to gain professional experience, students request a
Certificate of Completion of Practical Work.

6. Report Assistance
6.1. Assistance in the preparation of the INTERNSHIP report is held as stated in the
schedule. Assistance can be provided in accordance with the willingness of the
time of the lecturer of Internship.
6.2. Students to do assistance must fill out an official attendance list in the Department.

7. Score
7.1 After completing Internship, students will be given grades by lecturers

7.21f at the deadline of submission for final grades each semester, the student has not
completed Internship or the project has not been completed, the following student will
not be graded in the current semester. For this reason, students must re-enter the
subject in Credit Point. in the following semester.



Format 1

STATEMENT LETTER
The following signed:

Name
Student ID

Is declared to have passed the prerequisite courses of Internship as follows:

1. Planning Studio V with a score: ......ccccu.u.e.
2. Research Methodology with score.....................

The course as a prerequisite to apply for Internship in:

. Company/ institution/ organization name
. Name of project/ activity

. Location of project/ activity

. Location of Internship:

. Time of Internship: to:

O wWNPEF

Demikian surat pernyataan ini dibuat dengan sebenarnya.

Makassar,
Mengetahui Student
Ketua Program Studi PWK

Official Registry Number Student ID



Format 2

Me
1.
2.

Departemen/ Head of Urban and Regional Planning Letterhead

Number: Makassar, ......c.ccevveee. 2016
Subject : Internship Request

To

With Respect, Faculty of Engineering Dean
Hasanuddin University

In Makassar

With due respect,
Head of Urban and Regional Planning, Faculty of Engineering states that the following
student:

1. Name : Student ID
2. Name : Student ID
3. Name : Student ID

Have completed the requirements to conduct Internship.

Therefore, it is expected to immediately issue a letter of introduction to the following
company/ institution/ organization/ work unit:

Name
Address
An abundant gratitude for your attention.
Head of Department
Nama
Official Registry Number
ngetahui:

Head of Urban and Regional Planning Department
The student concerned



Format 3

Faculty of Engineering Letterhead

Number: Makassar, ......cccceeveeee. 2016
Subject: Request for Internship

To
Our Respected, Head of Company/ Organization (Internship Institution)

In place

In an effort to fulfill the curriculum in the Urban and Regional
Planning Department (URP), the following students:

1. Name : Student ID
2. Name : Student ID
3. Name : Student ID

Intends to do an Internship for 150 hours

Therefore, it is requested that the opportunity for these students to carry out
practical work/ internship can be provided. In order for this Internship to be carried
out properly, it is expected to have a technical advisor appointed.

For your attention and opportunity, we would like to thank you.

Dean

Requirements Note for Internship:
1. Minimum 19 hours/week and a total of 150 hours/2-3 months
2. Directly engage in at least three professional activities



Format 4

Company/ Institution Letterhead

Number :
Subject : Acceptance for Internship

To Our Respected

Faculty of Engineering Dean
Hasanuddin University

In Makassar

With all due respect

In accordance with your letter, Number of ........................... date........... on
Internship, along with this is conveyed that this company/ institution is willing to
provide an Internship opportunity for the following students:

Student Name
Student ID

Project/ Activities
Location of Project
Location of Internship:
Time :
Technical Advisor

Therefore, we expect your cooperation and attention.

Head of Company/ Institution



Format 5

Company/ Institution Letterhead

Number: Makassar, ......cccceeveeee. 2016
Subject: Internship on behalf of the student

................................................ / Number................
To

Our Respected Head of URP
Faculty of Engineering
In Makassar

The following students

Name
Student ID

Is approved to carry out Internship in the following company/ institution:
Company/Institution Name :
Name of Project/ Activity
Location of Project

Location of Internship
Time estimated: from ......cccvevveuneee to

For that reason, it is expected to report this to the Head of Urban and
Regional Planning (URP), Internship lecturers, and the said student. Thank

you for your attention and the opportunity.

Dean



Format 6

Departemen/ Head of Urban and Regional Planning Letterhead

LETTER OF INTERNSHIP START

Head of Urban and Regional Planning, Faculty of Engineering stated that the following
student:

Name
Student ID

Might start their Internship in:

Company/ Institution Name :

Name of Project/ Activity

Location of Project

Location of Internship

Time estimated : to
Technical Advisor :

Therefore this letter is to be used as it should

Makassar
Head of Department

Official

1(



Format 11 (Log Book)

Name
Student ID

Company Name

Technical Advisor
Week
Date

WEEKLY ATTENDANCE
INTERNSHIP (KPP)

to

date/
day

Description

Student
Signature

Technical
Advisor
Signature

Monday

Tuesday

Wednesd
ay

Thursday

Friday

Saturday

Technical Advisor
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Format 8 (Log Book 2)

ASSISTANCE CARD
INTERNSHIP (KPP)

Name

Student ID

Company Name

Technical Advisor :

Date : to

No Date Lecturer Suggestion Lecturer Signature

Supervisor
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Format 9

Chief/ Executive of

Name
Student ID

Company Headletter

STATEMENT LETTER
Number............ YA [

Company/ Head of explaining that following student below:

Have completed Internship on the following activity/project below:

Project Name:

Location
Internship
Time

Period

: start to

Internship activities are done by students:

1.
2.
3.
Score

: very satisfied/satisfied/decent

Demikian surat keterangan ini dibuat dengan sebenarnya.

Makassar
Chief/ Executive
of/ Head Of
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INTERNSHIP REPORT FRAMEWORK

Outer Cover

Inner Cover

Research validity sheet (Lecturer | and Lecturer I1)
Gratitude sheet

Table of Content

List of Table

I.  INTRODUCTION
1. Background: explain the project/activity and the reasons students choose this
project.
2. Purpose and objectives
3. Benefits and the goals during Internship
4. Systematical book report

Il. DESCRIPTION OF THE INSTITUTION/COMPANY/ORGANIZATION

1. Institution legality: History/ Deed of Incorporation, and progress

2. Organization staff and structure, and description of the duties and responsibilities of
each section.

3. Project operation management: Human Resources, equipment, finance, division of
tasks/works.

4. Description of all works that have been handled.

5. The position and duties of the Internship in the organizational structure

lll. PROJECT ACTIVITY DESCRIPTION

1. Project description. Describe in detail the activities in which students are involved
(name of activity, employer, aims and objectives, benefits, target group, a summary of
technical specifications, implementing organization, implementing personnel, the job
description of personnel, schedule, reports, documentation of activities

2. Activities carried out by the practitioner (also mentioned in the two-week Report)

3. All of the activities schedule from start to the end, where, when, and which part the
practioner is involved.

IV. Literature Review
Describe all the theories that have relevance with the Internship.

V. PRACTIONER PROFESSIONAL EXPERIENCES

1.1 Professional Activity Experiences

Describe at least three professional works that were carried out during the Internship. For
example, For planning activity: compiling the framework (terms of references), tender
documents, making Real Estimate of Cost, conducting surveys, creating maps, analyzing,
preparing documents. Example for assisting community activities: conducting the data
collection, formulating the need assessment, conducting the community aspiration, guiding
the community participation to plan, creating the reports. Complete with the
documents/reports/pictures/images done by the students.
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1.1.1 Professional Activity 1
1.1.2 Professional Activity 2.
1.1.3 Professional Activity 3.

1.2 Professional Activity Analysis
Analyze or discuss each of these professional activities based on the theoretical

point of view, whether the implementation of activities/projects is in accordance with
theory or references and standards.

VI. Conclusions and Recomendations
1. Conclusion:
1.1 Conclude whether each professional activity carried out is in accordance with the
theory or not.
1.2 Lesson learned best practice. Write down some important lessons learned
during the Internship.
2. Suggestions (if any/needed, improvements in work)

Appendix:
1. Copy of correspondence letters (Format 1 to 6)
2. List of Attendance (Format 7)
3. Assitence Card (Format 8)
4. Letter of Internship Statement (format 9)
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Green color for the outer cover

Internship Report

Penyusunan RDTR Kota Entah Berantah

di
PT. Angin Ribut Konsultan/
Dinas Lembaga Organisasi

Internship Period

Arranged by:
Jojon, Student ID

Logo Unhas

Urban and Regional Planning
Faculty of Engineering
Hasanuddin University

Month, 2016
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White color for Inner cover

Internship Report

Penyusunan RDTR Kota Entah Berantah

di
PT. Angin Ribut Konsultan/
Dinas Lembaga Organisasi

Internship Period

Arranged by:
Jojon, Student ID

Logo Unhas

Urban and Regional Planning
Faculty of Engineering
Hasanuddin University

Month, 2016
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Research Validity Sheet

Internship Report

Penyusunan RDTR Kota Berantah
di
PT. Sama Senang Konsultan

Arranged by:
Jojon, Student ID

Approve by

Lecturer | Lecturer |

Name Name
Official Registry Number Offical Registry Number

Authorize,
Head of Urban
and Regional
Planning (URP)
Departement

Name
Official Registry Number

18



