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Outcomes Program Objectives (PO)
(PLO) PO-1 Students are able to design and compile teaching materials that are oriented towards developing the dimensions of knowledge, skills and
attitudes in accordance with student development in accounting learning based on the Skills aspect
PO -2 Students are able to design and compile teaching materials that are oriented towards developing the dimensions of knowledge, skills and

attitudes in accordance with student development in office administration learning

PO -3 Students are able to show performance in developing teaching materials that contain office administration learning content
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Short Course | The teaching materials development course is a course designed to help students develop abilities in developing teaching materials. This course will provide
Description knowledge and skills about various matters related to teaching materials. Things that will be discussed in this course include the role and types of teaching
materials, both printed, non-printed and display teaching materials, procedures for their development, how to use them in the learning process, and ways to
evaluate them.
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Week- (esagg_lsg;nlng stage [ Estimated time] [ References | Weight (%)
Indicator Criteria & Form Offline ( Online ( online ) 1
offline )
(1) (2) (3) (4) (5) (6) (7) 8)




Summarizing the 1.- Have an initial orientation about the | Criteria: Expository, Expository, question Material: 3%
ggﬁgﬁc‘ggéﬁ?pe' course - Know the scope of the course | 1.- Attitude question and | and answer, basic
position of developing - Know the objectives of the course - assessment answer, discussion, concepts of
teaching materials Know the position of the course in rubric (attached) | discussion, teaching
supporting the curriculum and learning - Suitability of 2X50 materials )
of Office Administration in Schools answers g:z?f;zzces'
2.Reorientation of lectures and learning 2.paper ) Arief S. (et al).
contracts presentation 2014,
Form of Etétg;:_tronal
Ass_e;sment S Under:standing
Participatory Activities
Development
and
Utilization.
Jakarta: PT
RajaGrafindo
Persada.
Understand the role of | - Explain the role of teaching materials in | Criteria: Expository, Expository, question Material: The 3%
teaching materials learning Office Administration - Identify - Attitude question and | and answer, FGD, role of
afnd th;a \éarlo(;Js types typttas _ofI p{;}nt;ad andlnon-;:targntl teaching assessment rubric | answer, FGD, | presentation, teaching
of printed and non- materials that are relevant to learnin - ) - X
priﬁteq teaching Office Administration 9 gé?gnﬁg?]ce presentation, | assignment materials )
materials that are assessment rubric - | aSsignment 2X50 Refe_)rences.
relevant in learning Answer sheet 2 X50 Sadiman,
Office Administration Arief S. (et al).
Form of 2014.
Assessment : Educational
Participatory Activities Media:
Understanding
Development
and
Utilization.
Jakarta: PT
RajaGrafindo
Persada.
- Students are able to - Identify factors that must be considered | Criteria: Demonstration, | Demonstration, Material: 3%
identify factors that in developing teaching materials - Analyze | - Performance question and | question and answer, | factors in
must be considered in | the procedures that must be followed in assessment rubric - | answer discussion teaching
developing teaching developing teaching materials Answer sheet - discuss}on 2 X 50 materials
materials - Students Suitability of .
are able to analyze answers 2X50 Reference:
the procedures that Sadiman,
must be followed in Form of Arief S. (et al).
ﬁ]ea\{tglr?a?llsng eaching Assessment : 2014.
Participatory Activities Educational
Media:
Understanding
Development
and
Utilization.
Jakarta: PT
RajaGrafindo
Persada.
Analyzing the Comparing (similarities and differences) Criteria: Demonstration, | Demonstration, Material: 3%
similarities and the use of modules/handouts/LKPD in - Attitude question and | question and answer, | selection of
gmergr:gga;?npnm— learning Office Administration assessment rubric | answer, discussion teaching
ase - ] d -
materials and ?heir g\étr?grhrﬁgl)wce discussion 2X50 m_aterlalls
uses assessment rubric - | 2 X 50 L|_br_ary.
Product assessment Ministry of
rubric National
Education.
Form of (2006).
Assessment : Guidelines for
Participatory Activities Selecting and
Preparing
Teaching
Materials.
Jakarta:
Directorate
General of
Primary and
Secondary
Education.
Analyzing the Comparing (similarities and differences) Criteria: Expository, Expository, simulation, | Material: 3%
similarities and the use of non-printed teaching materials - Attitude simulation, demonstration, selection of
differences in non- (audio, visual, multimedia, computer- assessment rubric | demonstration, | presentation, question | teaching
print based teaching assisted media) in arts and culture (attached) - tati ! d ! terial
materials and their learning Performance presentation,  fand answer, materials
uses assessment rubric | auestion and assignment Llp(ary:
Product assessment | answer, 2X50 Ministry of
rubric assignment National
2 X50 Education.
Form of (2006).
Assessment : Guidelines for
Participatory Activities Selecting and
Preparing
Teaching
Materials.
Jakarta:
Directorate
General of
Primary and
Secondary
Education.
Understanding - Identifying the environment for using the | Criteria: Expository, Expository, simulation, | Material: use 3%
environmental space internet as a learning resource - - Attitude simulation, question and answer, | of sources
and the use of Reviewing relevant literature (having assessment rubric | question and discussion, Library:
I&t:;g}g[r)?nrg(a{égvgﬁi:]ng novelty) sourced from the internet g?]té%?hew - Answer answer, assignmelnt, Musfigon, HM.
materials d|sc_uss|0n,t rz)r;ssegtatlon gOIZ.l ,
Form of assignment, evelopmen
Assessment : gr)e(sggtanon 22 gﬁ%a é
Par.tilcilpatory Resourges
Activities, Tests Jakarta: PT.
Pustakaraya

Achievement.




7 Understand models Identify models and procedures for Criteria: Expository, Expository, simulation, | Material: 3%
and formative formative evaluation of teaching materials - Attitude simulation, question and answer, procedures
evaluation procedures | (print/non-print) assessment rubric | question and | discussion References:
for pn(rjned arr:_d non- (attached) - Answer | gngyer, assignmer{t, Ministry of
Fr:!;tteerialtg aching sheet discussion, presentation National

assignment, 2 X 50 Education.
;errzszfmem . presentation (2006).

2 . 2X50 Guidelines for
Par_t iCipatory Selecting and
Activities, Project Preparin
Results Assessment / Tealz hin 9
Product Assessment Ma teria/g

Jakarta:
Directorate
General of
Primary and
Secondary
Education.

8 uTs assessment rubric Criteria: Midterm Exam | Midterm Exam (UTS) Material: 20%
test of . (UTS) concept to
understanding the | 2 x 50 preparation of
preparation of teaching
teaching materials materials

Library:
Form of -
Assessment : xg}zg ,Of
Test Education.
(2006).
Guidelines for
Selecting and
Preparing
Teaching
Materials.
Jakarta:
Directorate
General of
Primary and
Secondary
Education.

9 Implementing - Design the development of printed/non- | Criteria: Brainstorming, | Brainstorming, FGD, Material: draft 4%
stages/stepsin printed teaching materials to be used in - Attitude EGD, assignment preparation of
devtelc_lpllng teaching IOffl(l:e Adrpltrlllstr?non Ie?rgmglln schools - assessment rubric | assignment (collaborative project), | teaching
materials mplement the stages of developin - - : ; :
systematically tee?ching materialsgsystematicaIIF;/ (grafting gé?grhrﬁg?]ce (collaborative | presentation, review materials )
(drafting) 1) - Provide =~ assessment rubric | Project). 2X50 Reference:

input/suggestions/improvements Product assessment | Presentation, Ministry of
rubric review National
2 X 50 Education.
Form of (2006).
Assessment : Guidelines for
Participatory Selecting and
Activities, Project Preparing
Results Assessment / Teaching
Product Assessment Materials.
Jakarta:
Directorate
General of
Primary and
Secondary
Education.

10 Implementing the - Implement the stages of developing Criteria: Brainstorming, | Brainstorming, FGD, Material: draft 4%
stages/steps of teaching materials systematically (drafting | - Attitude FGD, assignment preparation of
developing teaching 2) Provide = assessment rubric | assignment (collaborative project), | teaching
materials : input/suggestions/improvements (attached) (collaborative resentation, review | materials
systematicallydrafting) project) g X 50 ’ Reference:

Forms of presentation, Musfigon, HM.
Ass_e;sment : review 2012.
Par_tlr_:l_patory . 2X50 Development
Activities, Project of Media &
Results Assessment / Learning
Product Assessment, Resources.
Portfolio Assessment Jakarta: PT.
Pustakaraya
Achievement.

11 Implementing Implementing the stages of developing Criteria: Brainstorming, Material: 6%
stages/steps in teaching materials systematically (editing - Attitude FGD, editing,
developing teaching 1) Providing =~ assessment rubric | assignment preparation of
materials input/suggestions/improvements/feedback | (attached) - (collaborative teachin
systematically Performance . : |g
(editing) assessment rubric - project), . m_att_erla S,

Product assessment | Presentation, blblu_)graphy:
rubric review Musfigon, HM.
2 X 50 2012.
Forms of Development
Assessment : of Media &
Participatory Learning
Activities, Project Resources.
Results Assessment / Jakarta: PT.
Product Assessment, Pustakaraya
Portfolio Assessment, Achievement.
Practice /
Performance

12 Implementing - Implement the stages of developing Criteria: Brainstorming, Material: 4%
stages/steps in teaching materials systematically (- - Attitude FGD, editing,
devtelc_Jpllng teaching Provide input/suggestions/improvements assessment rubric | assignment preparation of
materials hed) - . -
systematically é’aélr?grrﬁg?]ce (collaborative teachl_nglq
(editing) assessment rubric - | Project). materials,

Product assessment | Presentation, bibliography:
rubric review Musfigon, HM.
2 X 50 2012.

Form of
Assessment :
Participatory
Activities, Project
Results Assessment /
Product Assessment

Development
of Media &
Learning
Resources.
Jakarta: PT.
Pustakaraya
Achievement.




13 Implementing - Implement the stages of developing Criteria: Brainstorming, Material: 3%
stages/steps in teaching materials systematically (Provide | - Attitude FGD, revision of the
dmeavlgquglisng teaching input/suggestions/improvements assesﬁrraem rubric | assignment preparation of

I - . .
systematically (Paé‘r?gmfa% e (collaborative teaching
(revising) assessment rubric - | Proiect), materials

Product assessment | Presentation, Reference:
rubric review Musfigon, HM.
2X50 2012.
Form of Development
Assessment : of Media &
Project Results Learning
Assessment / Product Resources.
Assessment Jakarta: PT.
Pustakaraya
Achievement.

14 Implementing the - Implement the stages of developing Criteria: Brainstorming, | Brainstorming, FGD, Material: 4%
stages/steps of teaching materials systematically (Provide | - Attitude FGD, assignment revision of the
developing teaching input/suggestions/improvements assessment rubric | assignment (collaborative project), | preparation of
;n aterials (attached) - (collaborative | presentation, review | teaching

ystematically Performance . :
(revising) assessment rubric | Project), 2X50 materials
Product assessment | Presentation, Reference:
rubric review Musfigon, HM.
2X50 2012.
Form of Development
Assessment : of Media &
Project Results Learning
Assessment / Product Resources.
Assessment Jakarta: PT.
Pustakaraya
Achievement.

15 Summarizing all Implementing the stages of developing Criteria: Presentation, | Presentation, reflection | Material: 4%
stages of developing teaching materials systematically presentation reflection 2 X 50 preparation of
teaching materials (publishing) assessment rubric | 2 x 50 teaching
(print/non-print) materials

Form of Reference:
Assessment : Musfigon, HM.
Participatory 2012.
Activities, Project Development
Results Assessment / of Media &
Product Assessment Learning
Resources.
Jakarta: PT.
Pustakaraya
Achievement.
16 Final Semester assessment rubric Criteria: Final Semester | Final Semester Material: 30%
Examination (UAS) Final Semester Examination Examination (UAS) preparation of
Examination (UAS) [ (UAS) teaching
materials
Form of Reference:
Assessment : Musfigon, HM.
Test 2012,
Development
of Media &
Learning
Resources.
Jakarta: PT.
Pustakaraya
Achievement.

Evaluation Percentage Recap: Project Based Learning
No | Evaluation Percentage
1. | Participatory Activities 26.83%
2 Project Results Assessment / Product Assessment 17.33%
3. | Portfolio Assessment 2.83%
4. | Practice / Performance 1.5%
5 Test 51.5%
99.99%
Notes
1. Learning Outcomes of Study Program Graduates (PLO - Study Program) are the abilities possessed by each Study Program graduate which are the
internalization of attitudes, mastery of knowledge and skills according to the level of their study program obtained through the learning process.
2. The PLO imposed on courses are several learning outcomes of study program graduates (CPL-Study Program) which are used for the
formation/development of a course consisting of aspects of attitude, general skills, special skills and knowledge.
3. Program Objectives (PO) are abilities that are specifically described from the PLO assigned to a course, and are specific to the study material or
learning materials for that course.
4. Subject Sub-PO (Sub-PO) is a capability that is specifically described from the PO that can be measured or observed and is the final ability that is
planned at each learning stage, and is specific to the learning material of the course.
5. Indicators for assessing abilities in the process and student learning outcomes are specific and measurable statements that identify the abilities or
performance of student learning outcomes accompanied by evidence.
6. Assessment Criteria are benchmarks used as a measure or measure of learning achievement in assessments based on predetermined indicators.
Assessment criteria are guidelines for ors so that nents are consistent and unbiased. Criteria can be quantitative or qualitative.
7. Forms of assessment: test and non-test.
8. Forms of learning: Lecture, Response, Tutorial, Seminar or equivalent, Practicum, Studio Practice, Workshop Practice, Field Practice, Research,
Community Service and/or other equivalent forms of learning.
9. Learning Methods: Small Group Discussion, Role-Play & Simulation, Discovery Learning, Self-Directed Learning, Cooperative Learning, Collaborative
Learning, Contextual Learning, Project Based Learning, and other equivalent methods.
10. Learning materials are details or descriptions of study materials which can be presented in the form of several main points and sub-topics.
11.

that sub-PO, and the total is 100%.
12. TM=Face to face, PT=Structured assignments, BM=Independent study.

The assessment weight is the percentage of assessment of each sub-PO achievement whose size is proportional to the level of difficulty of achieving
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