[image: A screenshot of a computer

AI-generated content may be incorrect.]



KINGDOM OF SAUDI ARABIA

IBN SINA NATIONAL COLLEGE FOR MEDICAL STUDIES



[image: ]





STAFF PORTFOLIO 
 (2025 – 2026)

Staff Name: 

Department Name: 


Introduction
The Staff Portfolio consists of eight sections defined by their purpose at ISNC (to be filled annually and submitted to respective department head/chairmen) 
Section 1: Personal Details
Section 2: Teaching
Section 3: Professional development activities 
Section 4: Research and Scholarly Activity to be provided through the link 
[bookmark: _Hlk230120308]   https://forms.cloud.microsoft/r/SyMs0gNS4t 
  Section 5: Academic, Administrative and Professional Service
Section 6: Self Evaluation and comments
Section 7: Head of Department comments
Section 1: Personal Details
	1.1 Personal Details

	Name
	

	Academic Rank 
(eg. Prof., Assoc. Prof, Asst. Prof., Lecturer, Teaching Assistant)
	

	Program 
	

	Department
	

	Employee Number
	

	Telephone Number Ext
	

	Mobile number
	

	Email Address
	

	1.2:  Qualifications, Awards, Memberships (Achieved this academic year: If any)

	1.2 A:  Qualifications (most recent first)

	Qualification
	Institution (if relevant)

	
	
	

	
	
	

	
	
	

	

	1.2 B:  Awards 
(most recent first)
	Description

	
	

	
	

	

	1.2 C:  Memberships (most recent first)
	Description

	
	

	
	

	
	

	
	



Section 2: Teaching


	2.1 Teaching 
	Fill in actual hours spent in scheduled award-related teaching (list most recent first).  For each semester, include a ‘Total’ line, summing the total contact hours across all courses for that semester.

	Year/ Semester
	Course Code 
	Total Credit of Course
	Total formal contacts hours contributed by you in course per semester.  
(Do not include preparation time).  
	Number of students in class  

	Semester - I
	
	T(L+P+C)
	Lectures: 
Practical/Lab:
Clinics/Tutorials:
	Class Size: 

	
	
	T(L+P+C)
	Lectures: 
Practical/Lab:
Clinics/Tutorials:
	Class Size: 

	Semester -II
	
	T(L+P+C)
	Lectures: 
Practical/Lab:
Clinics/Tutorials:
	Class Size: 

	
	
	T(L+P+C)
	Lectures: 
Practical/Lab:
Clinics/Tutorials:
	Class Size: 


*Please add a separate row for each section taught within the respective course (if any).  



Section 3: Professional development activities
	3.1:  Workshop, Training programs attended (most recent first)

	Sl. No.
	Title
	Place & Date

	1) 
	
	

	2) 
	
	

	3) 
	
	

	4) 
	
	

	5) 
	
	

	6) 
	
	

	7) 
	
	

	8) 
	
	

	9) 
	
	

	10) 
	
	

	11) 
	
	

	12) 
	
	

	13) 
	
	

	14) 
	
	

	15) 
	
	

	16) 
	
	

	17) 
	
	

	18) 
	
	

	19) 
	
	

	20) 
	
	

	21) 
	
	

	22) 
	
	

	23) 
	
	

	24) 
	
	

	25) 
	
	

	26) 
	
	



[bookmark: _Hlk136243698]Section 4: Research and Scholarly Activity
Kindly provide the details of research and scholarly activities information through link https://forms.cloud.microsoft/r/SyMs0gNS4t 
PLEASE NOTE: Staff portfolio is incomplete without submitting the Research and Scholarly Activity data through the above link. 
Section 5: Academic, Administrative and Professional Service
	List your Assignments. 
	Summary of Impact of your service. 
	Self-reflection and plan for improvement. 

	5.1:  Service to ISNC (Administrative, Mentoring and Quality Assurance)
(e.g. course coordinator, academic advising & guidance, committee members, task team, etc.)  

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5.2:  Service to the Community Partnership and Extracurricular Activities 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5.3:  Service Specific to your Profession 

	
	
	

	
	
	

	
	
	

	
	
	



Section 6: Self and Peer Evaluation and comments
	Peer Evaluation and comments 
(if any)
	

	Self-Evaluation

	Strength
	

	Areas of improvements
	

	Action Plan for Improvement
	



“Staff should submit the completed form to the concerned Head of Department through the official email within the specified deadline. Please note that submission to and from the official email addresses will be considered as an authentic for appraisal purposes.” 


Section 7: Head of Department Evaluation and Comments
	Strength 
	

	Areas of improvements
	

	Improvement Plan
	



Section – 8: Reference Criteria for Rating Staff in Annual Appraisal
	Categories
	Description
	Rating

	Not Applicable
	The rating factor is not applicable
	NA

	Unsatisfactory
	Performance is of very low standard.
	1

	Needs Major Improvements
	Performance is of average standard.
	2

	Needs Minor Improvements
	Performance is as per the standard but lacks consistency.
	3

	Meets Expectations
	Performance is as per the standard and consistent.
	4

	Exceeds Expectations
	Performance is above the standards and consistent.
	5


Note - 1: After reviewing the staff information provided in the portfolio and incorporating the required improvement plans, kindly archive the portfolio in the department folder within the Information Center on OneDrive. Please coordinate with the Program Quality Coordinators for any clarifications.
Note - 2: Kindly utilize the information provided in this portfolio to conduct the appraisal of the concerned staff member using the prescribed format. The reference criteria for rating the individual parameters in the appraisal form are provided above in Section 8. Once the appraisal forms are completed, ensure that the improvement plans are aligned with the staff portfolio. Finally, the Head of Department should discuss the appraisal with the concerned staff member, obtain their signature, and submit the completed appraisal form to the Vice Dean’s Office for review and approval.
********************
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