
Date of preparation

Date of revision

Effective date

Authorized by Dean of FMIPA Unpad

Legal Basis Implementer qualifications

1 1 Faculty

2 2 Head of Department

3 3 Head of Study Program

4 4 Head of Laboratory

5 5 Supervisor

6 6

Tools/equipment

1 SOP for Preparing Semester Learning Plans 1 Application Form

2 SOP for Learning Achievement Assessment 2 Verification sheet

3 SOP for Evaluation of Research Roadmap of Study Program

Recording and data collection

Rector Regulation of Universitas Padjadjaran Number 8 of 2023 concerning the Implementation of 

Education at Universitas Padjadjaran

Students

Linkage

Notice

The preparation of SOP for Research Permits Outside Working Hours must be a reference for the 

implementation of research processes outside working hours of Faculties and study programs 

within Unpad.

The preparation of quality assurance SOPs must refer to quality 

assurance standards.

Name of SOP SOP for Research Permits Outside of 

Working Hours

Regulation of the Minister of Education and Culture No. 50 of 2014 concerning Higher Education 

Quality Assurance System.

Regulation of the Minister of Administrative Reform (Permenpan) Number 35 of 2012 concerning 

Guidelines for the Preparation of Standard Operating Procedures for Government Administration

Rector Regulation of Universitas Padjadjaran Number 1 of 2020 concerning the Organizational 

Structure and Work Procedures of the Management of Universitas Padjadjaran

Rector Regulation of Universitas Padjadjaran Number 2 of 2021 concerning Management of Study 

Programs in Universitas Padjadjaran Environment

Rector Regulation of Universitas Padjadjaran Number 43 of 2021 concerning Curriculum 

Framework of Universitas Padjadjaran
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Tools Time Output

1
Students submit a request to the Supervisor to 

conduct research outside of working hours.

Form ajuan 

penelitian diluar 

jam kerja

1 day

2
The Supervisor will consider research proposals 

outside of working hours.
1 hour Yes or No

3

The Supervisor approves research outside of 

working hours and submits the approval form to the 

Head of Study Program and Head of Department.

1 hour

4

The Head of Department submits a letter of 

approval for student research outside of working 

hours to the Faculty.

1 day
Permission 

Letter

5

The Head of Department instructed the Head of 

Laboratory to explain the K3 and emergency 

protocols applicable at Unpad.

1 day

6

The Head of the Laboratory explains the K3 and 

emergency protocols that apply at Unpad to 

students.

30 

minute

s

K3

7

Students notify the security officer or person in 

charge at the workplace about research activities 

that will be carried out outside of working hours 

through the faculty.

Information

8

Before carrying out activities, students must carry 

out an evaluation to ensure that all research 

procedures to be carried out are well understood.

Procedure

9

Students record all activities carried out during the 

research, including start and finish times, as well as 

the results obtained, and if an accident occurs, 

students immediately report and document the 

incident.

Logbook

10

After the activity is completed, and before leaving 

the research room, students must recheck all 

equipment and ensure that everything is safe.

Safety

11 End

Description

RESEARCH PERMIT FLOW OUTSIDE WORKING HOURS

No Activity Students
Head of 

Laboratory
Supervisor

Head of 

Study 

rogram

Head of 

Department
Faculty

Quality Standar

Yes
No


