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INTRODUCTION
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1.1 Introduction About Practical Training
The student who undertakes industrial training is responsible mainly to complete the project
and tasks assigned by the organization within the stipulated time frame. As we know,
internships provide real world experience to those looking to explore or gain relevant
knowledge and skills require entering into particular career field. Internship relatively short
term in nature with the primary focus on getting some on the job training and taking what’s

learned in the classroom and applying it to the real world.

The practical training held for five months from 1% August 2017 until 31th December 2017, as
one of the requirements for the award of Bachelor of Science Information (Hons) System
Management that student should fulfill the industrial training at Division of Academic Affairs
organization as a Bahagian Hal Ehwal Akademik (HEA) for 22 weeks. It is intended to provide
useful knowledge and to train the students in order to prepare themselves in the real world and
working cnvironment. During the practical training session, many principals and theory
regarding organizational function are put to into effect. Most students are prepared with a
structure towards learning how the organization works in real life so that the subject learned
which is IMC 690 Practical Training can be applied. Most the faculties in UiTM provided
practical training to the students and expose the students to the valuable experience in
conducting a real experience in the industry after this. This training is carried out in Bahagian

Hal Ehwal Akademik (HEA) which is one of UiTM branches located in Kelantan.
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The training is provided in order to fulfill the requirements of the IM245 program which is
Bachelor of Science Information and System Management. In this training, students will be
exposed to the office environment, how to handle various functions in managing information
are taught and how to handle the student and user that come to the department and so on.
Besides that, it also is very useful in preparing the students to be industry ready professional
where all the previously learned the theory will put into immediate effect. It provides insights
into the intricacies involved in working in various area of the profession as well as inculcate
commitment to work, apply knowledge to practical situation, hone technical and soft skills, get

acquainted with professional work environment and develop ethical values.

Afier training had been complete, hope the students are able to implement everything that
already learnt in the industry and provide a huge contribution to the related organization A lot
of effort had been contributed by the organization as well as UiTM in order to prepare the
students and it hopefully all the practical training students are ablc to prove that all the theories
and knowledge learned are not going to waste. The details of the organizational structure and

nature of training session will be explained in the following chapters.
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1.1.1 Objective of The Practical Training

There are many objectives of the practical training are described to complete the

Faculty of Information management program in the last semester of study, which are:

>

>

Y

vV V¥V

To finish the course provided in the faculty of information management.
To expose with the working environment to student before they work in
the future.

To give working experience to student.

To learn the real management and technical aspect in the library
environment.

To build the confidence and self-esteem.

To inculcate the responsible and trust spirit.

To provide an official report after finish the practical training.
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1.2 History of UiTM Kelantan

= 2
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Figure 1.1: View of UiTM Kelantan Machang Campus

Universiti Teknologi MARA Kelantan Kampus Machang, formerly known as MARA
Institute of Technology, 9th branch campus was inaugurated on 01 July 1985 by YAB Tan

Sri Dato 'Haji Mohamad bin Yaakob, the Chief Minister of Kelantan at that time.

The establishment of UiTM is the result of close collaboration between UiTM and the Central
Government. As a resuit of this collaboration, the Central Government has allocated 12 acres
of land in Kijang Camp which is located about 8 kilometers from Kota Bharu town owned by

Kelantan State Scout Council.

The work of renovating some of the old buildings and construction of new buildings was

funded by the Central Government at a cost of RM 1.5 million.

The first batch of 185 students were taken for the semester of July - December 1985 to take
Diploma courses in Accounting, Diploma in Business Studies, Diploma in Bank Management
and Diploma in Secretarial Science. In the early stages, the number of staff was 71 people, 7

lecturers and 64 non-academic staff.
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Fixed campus construction was started in 1993. The Central Government has allocated 200.32
hectares of land in Bukit Anjing, Machang to be a permanent campus. The original name of
Bukit Anjing has been elevated to Bukit Ilmu in accordance with its function which provides
learning opportunities in various disciplines for Bumiputera. It was inspired by the late Dato

Nik Abd. Rashid Nik Abd. Majid, former ITM Director then.

The official transfer to Kampus Machang started on 01 January 1996. UiTM Kelantan,
formerly known as ITM, was upgraded to Universiti Teknologi MARA or UiTM on 26
August 1999. Now UiTM Kelantan is expanding to meet the need to be the top University in

Kelantan in particular.

Now, UiTM Machang has grown into a huge educational institution where it has over more
than 5000 students and hundreds of staff. There are 3 faculties in UiTM Machang which
includes the faculty of business, computer science and mathematics, and information
management Over 19 full-time and part time courses including pre diploma, diploma, and
bachelor degree programs were offered each year and some of the students will move from

the campus in Machang and the other one in Kota Bharu.
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1.2.1 Vision and Mission
There are following the vision and mission of UiTM Machang Kelantan that

towards creating a household name in the country.

Vision
UiTM makes a broad-based university scholarship and academic excellence to
lead the Bumiputera dynamism in all areas of world-class professionals in order

to be born graduates a competitive global and ethical.

Mission
Enhancing knowledge and expertise in all areas of Bumiputera program delivery
through professional research and community service involvement based on the

values and ethics of professionalism

122  Quality Policy
e UiTM Kelantan is committed to conducting good quality Diploma and
Bachelor programs in order to produce top professional ethical, and
global Bumiputera graduates that will always meet customer needs
e UiTM Kelantan will implement a professional management system
efficient, effective, and responsible for the planning, implementation of
the program as well as continuous improvements to be a world-class

university
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1.2.3  Quality Objective

To provide the maximum opportunities for indigenous people to
participate in professional-class education in science, industry,
technology trade, art and society.

To provide the program quality and innovative teaching and meet the
needs of the market and customers while supporting national
development policies.

To create the humanitarian development program as a means of
applying the system of values in society UiTM.

To ensure the UiTM products not only meet the local people
employment market. but also to serve the global stage

To make the UiTM a winning organization that can ensure the
management of human resources finance and property effectively and
efficiently to achieve the educational goals UiTM and play a catalytic

role in the development of society

1.2.4 UiTM Machang Customer Charter

For all customers UiTM :

Student

Staff

Parents

Industry and

The stakeholders
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The quality service ethics and integrity and also promise that offered by UiTM:

e All basic facilities for learning teaching research and the environment meet the needs MQA

KPT and professional bodies.

e All academic programs are approved managed and administered in accordance with the

rules and procedures of the University.

o All academic qualification recognized by the government and meets the needs of industry

and professional bodies.

e The graduation was given within the prescribed period after fulfilling all conditions.

e All identifiable outstanding achievement and awarded annually.

e All proposals and a formal complaint are taken within one week.

e Always ready to serve the community and,

e Always friendly and professional service.
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E oL CARTA ORGANISAS!
<@ MARA UNIVERSITI TEKNOLOGI MARA CAWANGAN KELANTAN

NAR SELCR
YBHG PROF EMERITUS DATO DR HAISAH SAID

REKIOR
YM DR HAL TUAN MOHD ROSU TUAN HASSAN

Figure 1.2: UiTM Organizational Chart




CHAPTER 2 :

ORGANIZATION

INFORMATION
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Figure 2.1: Division of Academic Afjairs UiTM Kelantan

2.1 Introduction Departmental Structure

In this chapter 2, the figure of departmental structure can be seen below in completely with
the position of staffs. The functions of every department in the organization also will be
explained in this chapter. In, Academic Affairs Division is one of the most important part of
the organizational structure of Universiti Teknologi MARA Kelantan Branch. This division
consists of two (2) main units namely the Academic Management Unit and the Academic
Evaluation Unit. The Academic Affairs Division is responsible for managing matters related

to the teaching and learning of academic programs at UiTM Kelantan Branch such as.

10
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e Manage and provide teaching and learning facilities
e Provide and provide support to help facilitate the teaching and learning process
o Managing student record systems, examinations and related academic affairs -

information on student studies as well as academic staff affairs

REKTOR {GRED DM52)
YM OR HAJ! TUAN MOHD ROSLI TUAN HASSAN

TRIBALAN REKTOR HAL EHWAL AKADERBX (GRED DS}
CARTA ORGANISA SU FM DR ZULKIFLI BIN MOHAMED

BAHAGIAM HAL EHWAL AKADEMIK
UNIVERSITI TEKNOLOGI MARA SEDAUSAHA PEJABAT (GRED N3]
CAWANGAM KELANTAN 2017 NCR AZIAN AZIZ @ KHALID
PERYELARAS PUSAT ISLAM (GRED DS}
KCHL NAZRI BIN MAT ZN

PENOLONG PENDAFTAR KANAN {GRED N44j PENOLONG PENDAFTAR KANAN (GRED NA) PEG. PEMASIHAT AGAMA KAHAN
NAJEAH MOHAMED NAZIR IWRAN MOHAMED @ ISMAIL nmﬁm

PEGAWAI EX {GRED N23)
RUSLINA M HANARIAH

(ORED SATE}
(DA WDHARED R IS
HAMOLANENG

MECLRLAH SUFF BAT JUECH
WOHPNAL KHAR) HEL M
TS0 ALAUTAS IERIAL
ASSFARZIN AU THIENN
HEENIZIHCHD BSHM
OCHD AT PN CHD ISR

A RTHD RO H
W RCLUAN N

ED Y
YUERY LG

Figure 2.2: Division of Academic Affairs Organizational Chart

11
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CARTA ORGANISASI

BAHAGIAN HAL EHWAL AKADEMIK
UNIVERSITI TEKNOLOGI MARA KELANTAN

PENOLOMS ASIITIR { SLOXD) PEGANA BSHAITF PENCUONG JURSTERA { SLOKA /8)
HATMDI HATHIM HASFANZAN SRSB4 @ HUSAIN
MOHD AZUTAN MOHD ZAMA

Figure 2.3: Academic Management Unit Organizational Chart

12
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CARTA ORGANISASI

BAHAGIAN HAL EHWAL AKADEMIK
UNIVERSITI TEKNOLOGI MARA KELANTAN

Figure 2.4: Academic Evaluation Unit Organizational Chart
Vision
Exercise and strive to spread quality values in managing academic activities towards
achieving outstanding academic performance.
Mission

Implement academic programs based on management science to create and develop a more
knowledgeable, skilled, innovative, and competent Bumiputera generation, and meet current

needs.

13
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Objective

¢ Provide and coordinate strong learning needs and facilities for students and lecturers.

e Processing and supervising all student academic affairs at UiTM Kelantan.

¢ Create a harmonious, cheerful and professionally managed environment in implementing
effective programs and services based on the latest technologies to maintain the quality

of continuous learning.

Customer Charter

The Division of Academic Affairs (HEA) promises to ensure that our customers
consisting of students, lecturers, parents, industry and society have the maximum
impact.

e Students

Equip them with knowledge, a sense of identity and a high level of professionalism to

be able to compete in the outside world and have noble character.

e Lecturer
Provide a wide space for lecturers to develop their own potentials especially in the field

of scholarship and professionalism

o Parents
Provide a good environment and educate students with good character and personality

to fulfill the expectations of parents.
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o Industry
Train students with real-life scenarios, disciplined, highly skilled, professional,

prudent and able to become agents of change in organizations and industries.

e Society

To provide the best expertise and to develop the socio-economic culture of society.




CHAPTER 3 :

INDUSTRIAL

TRAINING

ACTIVITIES
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3.1 Training Activities

During the industrial training, the trainee need to undergo with training activities to complete
the internship. The training activities divided into two activities which the first activity is daily
tasks provided by the organization and at least one special project either request by the

supervisor or recommended by the trainee itself.

Training activities is daily task or activity that the practical student has to do during five (5)
months at HEA, which including many scope of work such as administrative work, managing
file room, managing event, and many more. During practical training, many program and
activities that provided by the organization to practical student such as involved with student
convocation. There are a lot of activities and office work can do in HEA. For five months of
trainee, many experience that student can get and learn something new. In this office, we

cannot expect what we are going to do within course that trainee learn or not.
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3.1.1 Daily Activities

Meeting

Figure 3.1 Meeting with Timbalan Rektor HEA

At the early of the introduction of the practical student member that consist of 4 member.
It is wanted because of the special project that need to be done has been divided by 4 which is E-
Super, ATP Amanah Tugas Pensyarah, PA system which is academic advisor system, and
Attendance student system. All of the system that will be done by the time given need to be
integrated or combine and it will become one. It is also discussing the special project which is all

of the system given.

The meeting also consist of the managing the record that need an arrangement in the HEA
archive room. From the past year, the record are not well manage and not well arrange because of
the overload record coming year by year. The staff in the HEA department also does not have the

time to manage it and as the result, practical student are needed to arrange the record by the year.

17
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Help Desk

Figure 3.2 Help desk

The HEA (Hal Ehwal Akademik) organization mainly consist of student academic problem
solving. So, whenever the student have a problem regarding their academic, they can refer to that
organization. There will be a time where the staff need a help by locating the practical student at
the counter, there are two kind of question mainly ask by student which is through face to face

communication and through phone call.

e Face to face communication
The student come to the counter in order to ask the question needed, for example,
requesting the mini transcript, certificate of finishing studying, ask the staff about the
date of the program.

e Phone call
It is not only the student that call the HEA organization, but, parents and others people

that need an information regarding the academic matter.

18
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The student also need to help the staff regarding the student record filling where the
practical student need to key in the student name into the system that listing the student name that
graduate or does not finish their study. All of the student information need to put in a box that has
been provided according the year the semester and the course of the student taken. The list that has
been done need to be print out and stick it to the box in order to make it easier to find. If the certain

name that need to be review, it can be detected. Plus all of the box are arrange to the year.

Next is, the practical student need to help the staff lifting the A4 paper and A3 paper from
the store at the Dewan Professional and move it to the HEA department store. All of the paper

needed because of the staff are using it as daily job in a department.
Office Work

The practical student need to be exposed to any kind of office work. It is because the office
work are vital whenever the practical student are responsible handle any kind of office work, for
example, photocopying, printing, etc. It is because the practical student are need to be familiar

with the surrounding of the office. There are list of

The most important job that given the practical student an experience is, to operate the
problem of personal computer and laptop of the staff. For example, formatting the PC and Laptop,
installing the software to the staff, whenever the problem occurred at the personal computer staff,

the practical student need to solve it.

Meanwhile, there is a staff from different department that needed a help from the practical
staff because the lack of their time. Despite from that, practical student need to help it such as,

doing the survey from Google Documents.
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Records Management

Figure 3.3 Records management

The record that need to be handle are the one that are no longer used. Thus, the record has
increased year by year in HEA department causing they are not systematically organized and
managed. As the result, the record are unorganized and the student record are hard to find and it
will lead to mishandling the student information. The practical student are responsible in managing
those record in order to make it easily to retrieve and it is needed to be sort using systematically

order according the year of the records created or closed.

The supervisor has make the meeting with the practical student in order to tell the flow on
how to make and how to arrange the record by the year. Firstly, the card box need to be flip and it
will become the boxes that has been provided by the archives. The boxes are anti chemical where

it is need to be preserve from the others threat. So, it can be stored for a longer time.

20
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Thus, the boxes need to be filled with the student file where they are already graduate and
those file are no longer used by the organization. The file that are does not have the boxes need to
be filled in the boxes. There are 2 kind of file where it is already have the list of the name, and the
file that does not have the list of it. The one with the list provided are just need to stick the list to
the boxes. Next, the one that does not have the list of the student name need to be relist into the
provided system (automation). It is in form of Microsoft Excel. All the information that need to be

listed is the student name, student matrix number, student semester of graduate.

Hence, all of the record in archive room to be moved to the different place as a temporary
record keeping. It is because all the record in archive room are does not well managed and the
boxes are all in the different places. Meanwhile, the practical student need to arrange the boxes

that contain student file need to arrange by the year.

The record that start with 1987 until 2000 are needed to be separate from others record
because it is need to be move to the library archive in order to prevent HEA archive lacking their
space. The HEA archive are so small that it is need to move some of their record to the library

archive. The record that 2001 until latest record need to store in the HEA archive.
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Labeling Records

Figure 3.4 Labeling process

The record that are newly arrives or the student that are newly graduate, their record need
to be tagged and it is need to be put in boxes that similar to their courses. All of the student name
should be key in to the provided Microsoft Excel. After the name of the student has finished key
in, the list of it should be print out and stick it to the boxes alongside year, courses, and matrix

number.
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Convocation Ceremony

Figure 3.5 Arrangement the franscripts graduate student

In a semester, there will be a Convocation where the graduate student attend it in order to
receive their scroll. Preparation of the student convocation should be taken seriously and the
practical student need to handle it alongside the staff. The practical student has been given a task
where at the early time, they need to check the unreturning convocation shirt and it should be
report to the staff if the number are decreasing or increasing. Same as the convocation bag, the
practical student need to count it. As the convocation day arrives, the practical student need to fill
the convocation bag with the goodies, transportation stickers and others stuff that has been
supervise by the supervisor. Also, the convocation shirt need to be given to the student one by one
according the Diploma or Degree level. Whenever the staff need to test the size of the convocation
shirt, they will ask the practical student to deliver it to them. The staff will take the name of the

student and the number of the shirt that has been provided in a shirt in order to prevent it from
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missing. After the convocation day, the student need to return the convocation shirt to the practical
student and staff that are ready up to receive it. The name and the number will be taken from the
student as they need to sign the form that say they have return the convocation shirt. The next
meeting are focusing on the convocation ceremony that the practical need to participate, the
meeting has been done and the supervisor are given the task on how to manage the convocation

ceremony.

Setup meeting room

Figure 3.6 Setup the meeting room

It is needed when the meeting between the staff is helped at the HEA meeting room there
will be a preparation in order to make the meeting run smoothly, for example, the laptop need to
be setup, the projector should be check regularly, and others task. While the staff participate in the
meeting, the practical need to lift the food from the café to the outside meeting room. All of the

furniture need to be enough alongside the participants who attend the meeting.

24




INDUSTRIAL TRAINING REPORT 2018

Manage University Program

= M F!E'::"'__; -
Japs =

Figure 3.8 Ending program Minggu Destini Siswa (MDS)

Practical student need to involve and manage university program Minggu Destini Siswa
(MDSB). Before we manage the program, we need attend the course and prepare meeting are about
the program. The practical student are needed to participate in manage the interim student and do
orientation for new student. The meeting consist of on how to control the student and the practical
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student has given one BIRO. There are a lot of the staff given the meeting or advice because this

kind a program are serious matter and it is an UITM program.

Outdoor program

Figure 3.9 Meeting with teacher librarian SMK Kuala Tiga

The faculty supervisor’ sir Akmal Faiz and me visiting school at SMK Kuala Tiga, Gual
Ipoh, Tanah Merah to meet with libary school to discuss about to develop system. Another lecture
from our faculty’s Madam Nor Kamariah Binti Chik. Besides that, I invite another practical student
from Pejabat Tanah Daerah Machang is Mohd Irfan Hafzhi Bin Zulkifli from Universiti Teknologi
Petronas (UTM) to join us and we make collaboration with him to involve in discussion. We meet
their teacher librarian’s Puan Che Noor Maar. We visit their library school and she ask us how to
make library become more interesting also have better management in the library. We give our
opinion, firstly about layout in the library. Secondly, filing library management. Lastly, about

develop system for loans and returns, register and records new book. There are three stage we
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discuss for renovation this library school. The duration for renovation is December 2017 until

December 2018.

3.2 Special Project

SA-SYSTEM

Bahagian Hil Ehwal Akademik TiT3I Cawangan Kslantan

p— p—

ANTA DISARAY MENGEFUIANAYT PLATFORIY MOTILLA FIREFOX TINIUK PAPARAT ke FU VNI LERTH BAIK
£ Hakelpts ave~ Sisvem Kehadiras Palajar (SA-Srstem) Hakopta Terpelibara
EATACIAN HAL EEWAY ARADEMIK, TS KELANTAN
Eukst Yhmm 38500 Machang . Yelamtam Darsl Naim, Mulayxia

Figure 3.10: Interface SA-Sys

Student attendance need to achieve 80% in 14 week for every course. That mean 79% and above
student will be disciplinary punishment by Hal Ehwal Akademik Department. SA-System is a

system that helping lecture and staff to manage process disciplinary of student absenteeism.

There have three (3) types of function that provide under SA-System to manage process of student

absenteeism.

1. Surat Peringatan Lisan
2. Surat Panggilan Temubual

3. Keputusan Panggilan Temubual
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3.2.1 History of Previous Process
Compare with previous process, the lecture need to fill the form that provide by the
Division of Academic Affairs UiTM Kelantan and it will take about few days to admin

approve the letter and process.

Figure 3.11: Example form Borang Peringatan Lisan
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Figure 3.12: Example form Surat Panggilan Temubual
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Figure 3.13: Example form Surat Keputusan Panggilan Temubual
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Figure 3.14: Example form Surat Peringatan Terakhir
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3.2.2 Innovation
Student Attendance System (SA-System) will improve the process which the lectures
can fill up the letter as online and sent to admin (staff Division of Academic Affairs).
Staff will receive the letter and make validation immediately. As a planning, this system
will be uploaded in official website of UiTM Kelantan. This situation can reduce
waiting time less than 1 day for each total (if the total of absenteeism student provide

by one lecture is to many).

By this way, lecture and staff get the both hardcopy and soficopy letter for evidence.
Lecture also need to print out the letter for store in own file and staff also do that. In

the system automatically the data about letter store in system.

It is also a fundamental role in Learn Management which is equivalent productivity and

decrease cost.

323 Objective
e Facilitate the lecture and staff Division of Academic Affairs UiTM Kelantan to
produce a letter and keep a record of the student, either individually or
collectively.
o Enable affairs issuance of letters and records as “web browser” through internet
access by lecture and staff.
¢ Provide comfort to lecture and staff to make the application letter also make

validation in any place with internet network.
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3.2.4 Scope
Student Attendance System (SA-System) was covered the service that provide by
Division of Academic Affairs UiTM Kelantan to their lecture as a user either in online
form or local application. This mean that SA-System can be access by user as online in

official website of UiTM Kelantan.

In SA-System, there have a few simple forms registration that user need to fill such as
a nama, no pekerja, fakulti, email, no phone, katanama and katalaluan. This registration
for lecture to use this system. For staff, there another forms registration that need to fill

to become admin for this system. In SA-System, user is lecture and admin is staff.

In order to provide this system for user, there have a few of limitation that need to be
faced by developer. Manual service which is by using form used by lecture and staff
Division of Academic Affairs UiTM Kelantan for a long time. The lecture need to fill
the form and sent to staff Division of Academic Affairs to get validation and wait for
few day. After that, staff will announce the result. So, majority of users become familiar

to request their application in previous ways.

In order to introduce this system to them, the trainee need to make a simple interface
for this system. With a few of simple instruction, it will help the users easy to

understand how the system is function.
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3.2.5 Hardware and Software Description
3.2.5.1 Hardware Requirement
e Laptop (Asus ASSv Series)
Asus A55v Series one of Asus product that categorized as personal notebook by
Asus Inc. It consist high quality materials including textured aluminum result in

great product strength, a solid feel, and sophisticated aesthetics.

3.2.5.2 Software Requirement
e JavaScript (JQuery)
JavaScript was formalized in the ECMA Script language standard and is primarily
used in the form of client-side JavaScript, implemented as part of a Web browser
in order to give enhanced user interfaces and dynamic websites. This enables
programmatic access to environment. JQuery is a cross-browser JavaScript library

designed to simplify the client-side scripting of HTML.

e Warm Server 2.0
Wamp Server is a Windows web development environment. It allows creating web
applications with Apache2, PHP and a MySQL database. Alongside, PhpMyAdmin
allows managing easily the databases. The function by using this software is as the

temporary server for the system which is only for simulation not the actual system.
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Sublime Text 3
Sublime Text is built from custom components, providing for unmatched
responsiveness. From a powerful, custom cross-platform Ul toolkit, to an

unmatched syntax highlighting engine, Sublime Text sets the bar for performance.

Database (MySQL)

MySQL is a multi-user SQL database management system (DBMS). MySQL is an
open source relational database management system. The SQL part of MySQL
stands for "Structured Query Language," which is the most common language used
to access databases. Information in a MySQL database is stored in the form of
related tables. MySQL databases are typically used for web application
development and for embedded web applications, and have become a popular due

to its speed and reliability and ease of use

PHP

PHP is general-purpose server-side scripting language originally designed for web
development, to produce dynamic web pages. It is one of the first developed server-
side scripting languages to be embedded into an HTML source document, rather

than calling an external file to process data.
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Adobe Dreamweaver CS6

Adobe Dreamweaver CS6 is the industry-leading web development tool, enabling
users to efficiently design, develop and maintain standards-based websites and
applications. Adobe Dreamweaver is available for both OS X platform and
Windows. Recent versions have improved support for Web technologies such as
CSS8, JavaScript, and various server-side scripting languages and frameworks

including ASP, ColdFusion, and PHP.

36




INDUSTRIAL TRAINING REPORT 2018

3.2.6 Logical Design

Student info Student info

Figure 3.15: Context Data Flow Diagram

1.0
l
Lecture register ATS-
systemn

1.1

{ acture view and odit
profie ATS-aystem

20

Leciure insert student

Dt | Student Dats

4.0

Lecurs grve pnm letler
10 student and warmning

D2 | Waming Letter Data D3 | Waming Leftor Data

Figure 3.16: Data Flow Diagram
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tbl_pensyarah
id be tbi_pelajar
nama l A
no_pekerja id
fakufii nama
email. no_pelajar
no phone program
username kursus
password kod_Kursus
img_profile semester
3
thi fakutti

FAKULTI PENGURUSAN MAKLUMAT

FAKULTI SAINS PENTADBIRAN DAN PENGAJIAN POLISI
FAKULT! SAINS KOMPUTER DAN MATEMATIK

FAKULT! SENI LUKIS DAN SENI REKA

FAKULT! PENGURUSAN PERNIAGAAN

FAKULTI PERAKAUNAN

Figure 3.17: Entity Relationship Diagram
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4.1 Application of Knowledge, Skill and Experience in undertaking the task (Knowledge

gained)

Along five (5) months practical training in Division of Academic Affairs UITM Kelantan

give a lot of new experience to the trainee. From this session, the trainee got to feel the real

situation of becoming one of the staff in Division of Academic Affairs UiTM Kelantan. As

been said by the lectures, the true nature of work really different from the way that was

learned in the classes.

4.1.1

412

Interpersonal Skill

This is most of common and one of the most important skills during trainee
internship period. This skill helps a person to interact with others in much better
and pleasant manner. It is an art to present one’s views, thought, and ideas before
its listeners. During trainee internship period, it helped trainee to build good report
with the other employees who guided me in the best possible manner. The

interaction and dealings with the staff helped trainee broaden her social network.

Build the Relationship

In early, it is really awkward to communicate with the other staffs in the
department. However, in order to manage the awkwardness between the trainee and
the other staffs, the trainee approach and introduce himself to them. Day by Days,
then the trainee recognizes that the senior staffs actually are quite friendly with new
out comers. They could accept the new members without being of any compromise.

So, it is easier for the trainee to communicate with them.
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Personal Thoughts and Opinion

Based on industrial training session, the trainee managed to learn some new working

experience from the real working situation that been showed by the Division of Academic

Affairs UiTM Kelantan staffs.

Proper Self-Management

A proper self-management help the trainee in handling the entire practical session.
During the practical session, a good self-management teaches the trainee to handle the
entire task perfectly. Different with having complication with job, it also could increase
quality and productivity towards your job and projects because good environment will

drive us into improvement in work surrounding.

Time Management

Trainee felt that, a lot of lesson learnt that has been acquired during this training and
one of them is time management. A good time management is being showed by most
of Division of Academic Affairs UiTM Kelantan staffs. Early come to the office but
usually become the last person went to home could be great motivation for the trainee.
Most of seniors’ staff will come to the office at 7.30 am in the morning. This is because,

it will help them to prepare early in order to face a lot of requirement on the days.
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Communications and Soft Skills

The main lesson learnt that trainee gained while working under Division of Academic
Affairs UiTM Kelantan is communications and soft skills. This communication skill is
very important in order to help the trainee being very successful person in life. This
thought trainee to become quicker thinker to persuade audiences.

Besides, by meet the student everyday will make the trainee try to communicate with
them in different ways since being one of Division of Academic Affairs UiTM
Kelantan. This is because, in Division of Academic Affairs UiTM Kelantan there are
students come here every day with difference of needs and problems. So, in order to
handle and solve their problems, we need to communicate with them with suitable
approach based on their situation and problem. A good soft skill will help the trainee

in communicate approach and the way to solve any problem occur.

Work Experience

Work experience is important for a fresh graduate student. This is because a valuable
opportunity for students to gain experience before getting into the real working world.
With the knowledge, skills and experience it will give students the opportunity to put
what they learned into practice. Besides that, work experience also provides the ideal
preparation for a future interview, because the student will have examples and
experience to bring in an interview. Once have some form of practical experience in
the workplace, having overcome a difficult interview questions by using existing

knowledge.
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4.2.1 Opinion
In my opinion, this industry practical is an important thing as it can trained the
skills learned by students in their learning in the lecture hall where it can be
applied effectively. This is also a branch to build self-confidence students for the
real working world that will be encountered in the future. This is because the
industry practical has been to provide appropriate disclosure regarding the ins-
outs of preparing students for work in the working environment in the future. In
addition, it also has allowed me to know the purpose of the lessons in the

management of the resources that i have learned.

The training is not only able to increase my self- confidence to face the real
working environment, but also has helped me improve the way I communicate
with people. Cooperation in the training of staff is very good and this has taught
me how the great sense of cooperation. I feel very proud and fortunate to have
the opportunity to undergo training in this industry. This is because at present,
to get a job in any organization or company we must have the skills that we’re

in position.
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During 5 month industrial training in Division of Academic Affairs as a
Bahagian Hal Ehwal Akademik (HEA), I am satisfied with the cooperation
attention and guidance that have been provided by the staff no matter what their
rank or position. Knowledge and skills acquired during the practical have helped
me a lot in improving the performance capability and identify weaknesses that

exist in addition to sharpen the theory learned in college.

4.3 Lesson Learnt

Industry training is a good method in which the process can help students in terms of
practical methods, as can students acquire some of the activities and tasks performed so
students can know every responsibility and role when training period. In addition the
industrial training is very effective because it is the students an opportunity to learn the ins
and outs of the world of work and conscious of the tasks around is very good for students,
especially to open the minds and brains to be more creative and highly knowledgeable and

able to deal with the problem and this problem resulting in an actual work situation.

Industrial training as well, not only helped me in a real work situation even helped me
improve the way we communicate with the users. Cooperation between the employees
benefit me a lot about the sense of teamwork that has been able to build myself when a
good job and have a big impact on me when experienced her future.

During my practical rainfly, is an alternative to myself to be knowledgeable and
experienced in myself and to benefit me in terms of progress in carrying out the work
assigned when a real job someday. There are some lessons that I have learned during

practical training in which it will explain every skill and knowledge that I’ve learned in the
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Division of Academic Affairs as a Bahagian Hal Ehwal Akademik (HEA). Here are the

lessons that I learn in:

Human Management

During practical training there are many experiences that I have faced with the
different character of people and also different situation. Sometimes the experienced
teach me about the conceptual of adopting good behavior. Brave, confident, honesty,
hardworking and many more of good behavior should be adopted in our daily life
especially when we working with the other peoples. During practical training if I
could not do the work, I learn to ask someone or staff to help me to do the works. I

also learn to do a work in a group because it can save the energy and time management.

Customer Service Department

The customer service department is the department that gives a lot of skills and also
provides many related skills towards effective management. This is because the
customer service department managing all the aspects related to the academic user and
also parent. The skills learned also had given an insight towards the academic staff
main service of severing their user effectively and efficiently where involvement in this
particular service had given valuable experience in developing good academic staff

competencies.
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4.4 Limitation And Recommendation

4.4.1 Limitation

Side tasks

The trainee not only got the tasks based on the system management and development.
The trainee was asked to assist the clerks at the front desk of Division of Academic
Affairs UiTM Kelantan by facing the student’s needs every day.

It may cause misunderstanding between the trainee and students about every
information that both of them tried to inform. This is because, the trainee was not given
enough information in order to handle the front desk while the clerks were out on the
time. Besides, it also may disturb early plan by the trainee which is want to focus on

system development on the day.

Allewance
As training in UiTM, there have no allowances that provided for any trainee along five
(5) months. That situation quite difficult for trainee to living in such expensive cost
hiving. The HEA should consider as trainee should also pay for their rent house that
might cost RM150 per month per head. Additionally, the loan from Perbadanan
Tabung Pengajian Pendidikan (PTPTN) was ended as there have problem in early
agreement. The trainee needs to look for other alternative in other to gather extra

money as they don’t have any job to be work.
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Lack of using technology
The staff in HEA also still lacking in using the technology that need practiced to

enhance their skills and knowledge’s.

Lack of IT Staff
Besides, during internship, the trainee had been hard the time to communicate with the
staff in consultation about system development. The trainee also can’t get enough

information to complete their task regarding of the lack of IT staff.

Lack of space
The file room has many of documents that need to dispose follow the date. The record
or documents in file room at HEA department are not organized well and not follow
the record keeping procedures which are current record, semi current records and non-
current records. The documents in HEA mostly not rearrange in the file follow the

order such the file administration, student file and more.

4.4.2 Recommendations

Side tasks

Assisting front desk of Division of Academic Affairs UiTM Kelantan may give an
opportunity to the trainee in order to discover broader of their job scope so that they
would gain more valuable information and experience to be used for their work. But

first, Division of Academic Affairs UiTM Kelantan should provide enough information
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to the trainee in order to improve the knowledge while cooperate with the clerks and

students in front desk.

Allowances

Division of Academic Affairs UiTM Kelantan should consider by giving the
allowances to the trainee. This is because of the high cost living with there is no other
space for student to make part time work as they must attending very packed training
that has been provide to them. So that, the organizations should revise back this matter
as o contented the trainee feeling and does not feel worry about the money needed to
survive. The organizations also should reflect back by given allowances to trainee for

overall duration of their internship.

Using technology
The department need hire the expertise that has more experiences and skills to handle

the information technology activities in the HEA

Lack of Space
To make sure all the record students can be save in the academic affairs, I recommend

that the academic affairs need to change their arrangement of the file room student.
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Conclusion

Overall, the industry training undertaken by students in their final semester is very especially for
me. With industry training, it is a platform for me to get to know the real scope of work and wider.
In addition, the knowledge acquired during studies at UiTM fully applied in the world of work.
The difference in the current study in UITM and practical training is widely divergent, especially

how to communicate with the outside.

A more mature style of communication is something that I get to improve my communication
skills. Therefore, this training was very good and should continue to produce graduates better
quality in line with the government’s intention to create dynamic professionals. During the
industrial training in the Bahagian Hal Ehwal Akademik (HEA) UiTM Kampus Machang, a lot of
knowledge and new experiences I had when I do work in the office. This knowledge and

experience 1s useful to develop themselves and help to facilitate future.

1 also have a lot exposed to various activities and tasks in this department are indirectly i also know
every responsibility and role of each employee in the department. Exposure to the real working
environment is good for the student especially to open their minds to be more creative and
knowledgeable. Students can also identify and address the problems that often arise in a real work

situation.

Even the many challenges that have been encountered by each student fling the training varies
from one industry to another, but what is important is that one should be more positive in the face
of every situation so that the experience gained can be used in the future. Lastly, I express all my
gratitude to all the Bahagian Hal Ehwal Akademik (HEA) staffs, from all level of the management

for their support, cooperation, guidance and advice in order to help me finishing my practical
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training successfully. I hoped that in the future the valuable knowledge gained in Bahagian Hal
Fhwal Akademik (HEA) will be able to provide a steady and good development in continuing to

serve the UiTM community with pride.
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PEJABAT TIMBALAN REKTCOR Uriversit Teknologi MARA (Kelantan)
(Hal Ehwal Akademik) Eakit i 18505 Machang Kelanter Malaysia

Deputy Rector Office VVEBSite . hittn. Ywaaw kelantan uim edu my

{Academic Affairs) Tel (00876 2000226 ¥

Jaks (0L G7E ;
E-Wiai G SRINILEEsatden it €40 1y

Surat Kami : 600-KK(HEA 2/1/11) (UP)
Tarikh © 3 Oktober 2016

Semua Pensyacah
Universiti Teknologi MARA Cawangan Kelantan

Assalamu alaikum wrl wbt & Salam Sejahtera

YBhg. Prof Madya/DriTuan/Puan

PELAKSANAAN PEMBERIAN STATUS ZZ KEPADA PELAJAR
Dengan segala hormatnya perkara di atas adaiah dirujuk.

2. Adalah dimaklumkan bahawa pengiraan peratusan ketidakhadiran kuliah adalah
bermula pada mingagu ketiga kuliah bermula sehingga minggu keempat bcias kuliah. Surat
panggitan temubual kepada pelajar berkaitan akan dikeluarkan selewat-lewatnya pada minggu
kedua belas. Bersama-sama ini disertakan Pekeliling Akademik Bilangan 2/2012 serta dokumen
berkaitan uniuk makluman, panduan dan tindakan YBhg. Prof Madya/Dr/Tuan/Puan
sefanjutnya.

<)e Prosedur pelaksanaan ini hendaklah dipatuhi dengan tepat agar pemberian status Z2Z
wepada pelajar dapat dilaksanakan dengan adll dan saksama. Kegagalan pihak YBhg. Prof
Madya/Dr/Tuan/Puan mengemukakan dokumen/ bahan bukti yang lengkap boleh menyebabkan

kes pelajar berkenaan tidak dapat dibawa ke Jawatankuasa Tatatertib Akademik untuk tindakan
selanjutnya.

4, Kerjasama dan komitmen YBhg. Prof Madya/Dr/Tuan/Puan dalam perkara ini didahului
dengan ucapan tibuan terima kasih.

Sekian.

Yang benar,



i Il
i

¥

i it
BiL 2/2012

Semua

Dekan Fakulti

Rektor Universiti Negeri'Kampus Cawangan

Pengarah Pusat Pengajian/Ketua Bahagian/Ketuz Untt
Universiti Teknologi MARA

YBhg Datuk/Date/Protescr/Tuan/Puan

PENYELARASAN PFLAKSANAAN PEMBERIAN STATUS Z7 KEPADA
PELAJAR

Dengan hormatnys kami ingin menarik perhatian YBhg Datuk/Dato’/Profesor/T uan/Puan
mengenai perkara di aias

2 Femberian status ZZ kepada pelajar yang hadir ke kuliah kurang daripads 80% di
dalam satu semester pengajian telah dipraktikkan seperti yang termaktub dalam Perkara
2.10.2 Peraturan Akademik (Edisi Pertama 2008) bagi program Asasi, Perkara 2 11.2,
Peraturan Akademik (Pindaan 2011, Bil 1) bagi program Pra Diploma, Perkara 2 13 2 dan
¢ 133, Peraturan Akademik (Pindaan 2011, Bil 1) bag program Dipioma dan jjazah
Sarjana Muda.

k! Penyelarasan pelaksanaon pemberian stalus 22 kepada pelajar adalah periu bagi
membantu kelancaran pengurusan akacdemik di fakulti, pusat pengajian, UiTM Negeri dan
kampus cawangan Bersama ini dilampirkan proses kerja, templat borang dan surat yang
berkaitan dalam pengoperasian pembarian statys 77 kepada pelajar

4 YBhg Deatuk/Datc'/Profesor/Tuan/Puar dimohon untuk memanjangkan maklumat
ini kepada semua pihak yang berkenaan untuk tindakan

£ Pekeliling ini berkuatkuasa serte-mentz.
Sekian, terima kasih

Yang l%{'-%’i -4 L



PROSES KERJAIPELAKSANAAN PEMBERIAN STATUS 22 KEPADA

PELAJAR
 TANGGUNGJAWAB TINDAKAN
Pensvarah P \thxﬁébﬁ?ggn senaral nama f)gi;mr darj sistem 181S dj awal semester.
Pensvarals > Menentu dan merekod dengan jelas sama ada knawdai\had—naﬁnpam;x i

diberi hebenaran atau tidak: seperti berikot:
X Tidak hadir dengan kebenaran
() Tiduk hadir tanpa kebenaran

Pensvarah 3 Memberi Permgatan Lisan Repdda pe!mm vang tidak hadir dua kali
pertemuan, Peringatan fisan hendakiah direkodkan.
¢ Ist Borang Pengesahan Peringatan 1.isan (Jthat Lampiran 1)

!

Pensvuraly 3. ‘\k*m erahkan kepadd Pejahar Akademik Senarai I\cdatangan ‘
Pelajar dan mengenalpasti pelajar vang tidak  hadir sekurang-
kurangnya 10% jam pertemuvan untuk diberi Peringatan T erakhir.

" Penoleng Pendattar s \knuehlzn]\dn Surat Pcrmmﬂan Terakhir kepada pelajar dengan

Akademik menggeunakan satu format standard.
t Seciakan Surat Peringatan Terakhiv (Hhat [ejpiran 2

Pumamh ¢ 6 Menverahkan  Senarai chatangan l’elajar kmdda Pejabar
Akademsh dan mengenaipasti pelajar vang tidak hady sekurang-
kurangnva 20% jam pertemuan.

Penolong Pendadiay T, '\igw;eiuﬂr}\dn Surat Panggllan “Temuhual Rr:p'u a pelajar untuk
Akademik ; hadir ke sesi temubual dengan pihak Fakulti & Pusat Akademik
: Institut £ UiTM Negeri / Cawangan.
¢ Sediakan Surat Panggilan Temubual (lthat Lampiran 3)
T Penolong Pendaftar & ’\ﬁenueluexkd; .Svd"r';;f‘*}:‘eputusa;r' temubual dan tindakan pemberian
Abadennk statux 2/ kepada pelajar. sekiranva didapat! bersalah.

¢ Sediakan Surat Keputusan Sesi Temubual (libat | ampiran daib)

4. Keputusan adalah ‘muktamad Tiada ravuan akan ’wcmmbangkan

ov3- g6} £ 4773
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Contoh . Kod Kursus CTU101 - Jam Kontek : 2 Jam Seminggu
< B = 28 Jam / Semester
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Pelajar Tidak Hadir Untuk 2 Minggu Kuliah
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Contoh pengiraan :
Y% Tidak Hadir Ke Kuliah: ( A )/ { B ) x 100% =
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‘ LAMPIRAN !

UNIVERSIT! TEKNOLOGI MARA

MAKLUMAT PELAJAR

NO,

PELAJAR : g
KOD | PROGRAM
KURSLS /SEMESTER
. NAMA

PIRTY A Y ATy
P LMLV

BAHAGIAN HAL EKWAL AKADEMIK

BORANG PERGESAHAN PERINGATAN LISAN

Sava mengesahkan telah membert peringatan kepada pelajar inl mengenai

kehadiran yang tidak memuaskan pada

"NAMA PENSYARAH

FAKLUT T17JABATAN

TANDATANGAN
PENSYARAM TARIKH
"TANDATANGAN

PEL AJAR ' TARIKH
Nota

I Pensyarzh petlu menyimpan rekod ini dalam Portfolio Pengajaran

; s
o -
v %/.S
!)(L = v
b
2% %
2%
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l.LAMPIRAN 2

Surat Kami 1 300-UiTM (AKASSAD
Tarikh

Nema Pelejar

No. Pelajar

Namz Program - scmesier
UiTM

Saudara,

PERINGATAN TERAKHIR: KETIDAKHADIRAN PERTEMUAN BAGI KURSUS

Adalah dimaklumhan bahawa rekod kehadiran saudara ke kuliah bagi tempoh masa
_ ~ schingga sepenti di Lampiran A {Senarai Kehadiran
Pelajar) adalah tidak memuackan,

2 Merujuhk kepada Perkara 2.13.2 dan 2.13.3, Peraturan Akademik (Pindaan 2011):

2132 Pelajar yang tdek mencapai kehadiran 80% dari jumlok fam termu wintek
setigp  kursus  tunpa  mendapat  kebemaran  bernslis  dari
Fakulti/Cawangan/Pusat  Pengafian  tidok  dibenotkon  menduduki
peperiksuan akpir Kursus.

2,133 Bagi kursus yang liude peperiksaan akhir, kerjo kursus tidak diberikan
penilaicn.

K} Dengan ini anda diberi PERINGATAN TERAKHIR bahawa sekiranyva kehadiran

vang tidek memuaskan ini berterusan. pthek 1UHTM berhak mengambil tindaken terhadap
ande berdasarkan Perkara 2.13.2 dan 2.13.3 Peraturan Akademik (Pindaan 2011) seperti di
atdn.

Sekian, harap maktum.

Yung Benar

Timbalan Rektor (Akademik)/Timbalan Dekan (Akademik)

1 Ketua Pusat Pengajian

)

i
!

2 Pensyarah
3 Penmasihiat Akademik
4. Waris Pelajar \\
5 Yail Pelajar ,/
’f -
7

-



L. AMPIRAN 3

Surat Kaenyt - 500-171TM (AKASSR)
Tankh

Neme Pelejar

o, Pelajar

Name Program  semester
UiTM

Saudaran,
PANGGILAN TEMUBUAL KETIDAKBADIRAN PERTEMUAN BAGI KURSUS
Adalsh dimaklumkan bahawsa rekod kehadiran saudarasi ke kuliah bagi tempoh masa

sehingga . seperti di Lampiran A (Senarai Kehadiran
Pelajar) adalah tidak memuaskar.

2. Sehubungan dengan i savdara/i diminta hadir ke sesi temubual seperti butiran
berikut

Tarikh

Masa

Tempat
3. Sila pastikan saudara’/i hadir sendiri dengan membawa sebarang dokumen

sokongan. sijil atau afidavit bagi menjelaskan sebab ketidakhadiran. Sekiranya saudara’i
gapel menghadirkan diri ke sesi temubual ini. pihak UiTM berhak mengambi) tindakan

tcthadap saudare berdasarkan Perhara 21372 dan 2.12.3, Peraturan Akademik {Pindaen
2010

o
)
Lay
‘a

Peiajar vang tidak mencepai hehadican 86% dori jumlak jam temu wntud
setiap  kursus  tanpa  mendapai  kebemgran  bertulis  dari
Fokulti’Cawangan/Pusat  Pengajian ' tided  dibenarkan  menduduki
peperiksaun akhir kursus.

2133 Bagi kursus yang ticde peperikscan akhir, herje kursus tidok diberikati
penilaian.

Sekian. harap mahium.

Yang bener

Penolong Pendafiar (Akademik) R KV\«DOLQ)(!

Aeb

!

i

H



www.kelantan.uitm.edu.my

PEJABAT TIMBALAN REKTOR Universiti Teknologi MARA (Kelantan) bR DAY
(Hal Ehwal Akademik) Bukit limu, 18500 Machang, Kelantan Malaysia UNIVERSITI
Deputy Rector Office Website : http://www.kelantan.uitm.edu.my TEKNOLOGI
{Academic Affairs) Tel ; (09)976 2000/2266/2162 ‘@ A N !
Faks: (09) 976 2156 MARA

E-Maii: tpheakin@kelantan.uitm.edu.my

Surat Kami  : 600-CK(HEA 2/1/11UP)
Tarikh : 27 NOVEMBER 2017

SAUDARI NIK NUR AYUNI BINTI MOHD HATTA

NO. PELAJAR :2016614084 / PROGRAM : IM110 / SEMESTER : 3
LOT 2116, JALAN RAJA PEREMPUAN ZAINAB 2

KAMPUNG PANCHOR

16100 KOTA BHARU

KELANTAN

Saudari
PERINGATAN TERAKHIR : KETIDAKHADIRAN JAM TEMU BAGI KURSUS IMD123

Adalah dimaklumkan bahawa rekod kehadiran saudari ke kuliah bagi tempoh masa 24 Oktober
2017 hingga 31 Oktober 2017 seperti di Lampiran A (Senarai Kehadiran Pelajar) adalah tidak

memuaskan.

2. Merujuk kepada perkara 2.13.2 dan 2.13.3, Peraturan Akademik (Pindaan 2017);

2.132 Pelajar yang tidak mencapai kehadiran 80% darl jumiah jam temu untuk
setlap kursus tanpa mendapat kebenaran bertulis dari Fakulti/Pusat
Akademlik/UITM Neger/ tidak dibenarkan menduduki peperiksaan akhir
kursus.

2.13.3 Bagi kursus yang tiada peperiksaaan akhir, kerja kursusu tidak diberikan
penilaian

3. Dengan ini saudari diberi PERINGATAN TERAKHIR bahawa sekiranya kehadiran yang

tidak memuaskan ini berterusan, pihak UiTM berhak mengambil tindakan terhadap saudari
berdasarkan Perkara 2.13.2 dan 2.13.3 Peraturan Akademik (Pindaan 2017) seperti di atas.

Sekian, harap makium.

Yang benar ) ’

PROF MADYA DR ZULKIFLI MOHAMED
TimbaIMAkademik

s.k 1. Ketua Pusat Pengajian Fakulti Pengurusan Makiumat
2. Penasihat Akademik : MOHD AKMAL FAIZ BIN OSMAN
3. Nama Pensyarah : Noor Rahmawati Alias
4 Fail Peribadi Pelajar
5. \bu/Bapal/Penjaga
MOHD HATTA BIN MAT HUSEIN
LOT 2116, JALAN RAJA PEREMPUAN ZAINAB 2
KAMPUNG PANCHOR
16100 KOTA BHARU

KELANTAN
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[1 AMPIRAN 4

Sargt Kami o 30001V (ARKAS S 13

Tarixh

Nama Pelajar

No. Pelajar
Nema Program somesior
RS

Saudara 1.

KEPUTUSAN SESI TEMUBU AL DENGAN PELAJAR MENGENAL
KETIDAKHADIRAN PERTEMUAN BAGI KURSUS

Merujuk kepada heputusan temubual yvang diadakan pada Fakiin Posmt

Akademik ©Insttut VTN Negeri - Cawangan bersetuju:

1. R i vvmiers Jovo Lot o S T
S8U SIS R & rkan caudara menduduki PUPCTIRSUEn

PR INPION

Menerime keteran
hugl Kursus

Tidah menciimae heierangan saudaat dan Gdab wembenarhan savdara mendudubi

peperiksaan bagt Kursug dan diberi Gred F dengan status /7.

Didah membenarkan saudara 't menduduki peperik<aan bagi Kursus dan diber;
1 Gred | dengan siatus /.7 Kerana saudara gagal menghadiri sesi temubual vang tehih
ditetaphan,

heputasan Foahult Pusat Akademik Institut THIM Negeri Cavwangan adalah muktamad,

ot b -
R I J‘KAALA) S5l

Yang benat

Dekan Rekior Kampus

1. KNetua Program/Koordinator

s}

3. Penasthat Akademik

Waris Pelajar e

Fail Pelajar { \)\
RN

. Penisyarah

R

e



34

Sural Kam: AO0-1THEND (AR ACSSA )

Tarikh

Nama Pelajar
No. Pelajur

Namez Program semester

KEPUTUSAN SESE TEMUBUAL DENGAN
KETIDAKHADIRAN PERTEMUAN BAGI KURSUS

Merujuh kepada Keputasan temubual vang diadakan pada
Akademik Institut  USTM Negeri - Cawangan bersetuju:

[ LANIPIRAN b |

[ E—

PELAJAR MENGENAL

Fakult  Pusat

Menerima Keterangan saudara/i dan mencrima penilaian kerja hursus yang diberikan

hagt Ruisus vang tada peperiksaan akhir.

Tidak menerima keterangan saudara dan penilalan Keria Rursus bhagr Kursus
vang tiada peperiksaan akhir tidah diterima dan diberi Gred | dengan

statas /7

Penitaian Kerja kursus bagt Kursus vang tada peperiksaan akhiy udak

ida

diterima dan diheri Gred bodengan status 77 kerane saudara gagal menghadini cesi

o teateads (Torae o
1 LA L0l NAL LN

=

il
[RZAN =2

keputusan Fahulti Pusat Akademik Institut UiNN Negeri Cavwangan adalah mukiamad.

Sehign. harap maklum. .

Yane benar

Dekan  Rektor Kampus

s
1 Ketua Pusat Pengajian
2. Pensyarah
Penasihat Akademik
Waris Pelajar

a3 Velajar
Fail Pelajan

L. a2

rn



www.uitm.edu.my

Unit Kepimpinan Pelajar (UKP} | Univarst Tekmolog) MARA Kefantan %‘;ﬁ"’éﬁé
Hei Ehwal Pelajar 18500 Machang, Kelantan, MALAYSIA 2 TEKNOLO
o Tel: (+09) 976 2000/2084,/85/86,/92,/93/94 L~
{ eadership Unit Faks: (+09) 976 2081 MARA
Ruj. Kami : 100-CK (HEP/UKP 31/8/2)
Tarikh : 28 Disember 2017

Saudara Mohd Syahir Hakimi Bin Zulkifli
No.Pelajar : 2015279322

Universiti Teknologi MARA Cawangan Kelantan
Kampus Machang

Bukit llmu

18500 Machang

KELANTAN DARUL NAIM

IR B o el

Saudara

PELANTIKAN SEBAGAI PEMIMPIN MINGGU DESTINI SISWA SESI MAC — JULAI 2018
( DIPLOMA INTERIM )

Perkara di atas adalah dirujuk.

2. Sukacitanya dimaklumkan bahawa Bahagian Hal Ehwal Pelajar UiTM Cawéhgan
Kelantan akan mengadakan Program Minggu Destini Siswa pada 02 — 05 Januari 2018.

3. Sehubungan dengan itu, pihak Universiti dengan sukacitanya melantik saudara
sebagai Pemimpin Minggu Destini Siswa Sesi Mac — Julai 2018 ( Diploma Interim ).

Dengan pelantikan ini diharap saudara dapat memberikan komitmen yang padu demi
membantu Universiti bagi memastikan kelancaran perjalanan program tersebut.

Sekian, terima kasih.

Yang bena
DR HAJI TUAN MOHD ROSLI TUAN HASSAN
Rektor
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