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 OTLA Procedure Checklist for ungraded observations 

The following is a step by step guideline for the OTLA procedure:-

· Make arrangements with the tutor of your intended visit and discuss with them the areas of practice they are most keen to improve or validate, and arrange a time when you are both able to discuss the observation.

· Complete the whole Teaching Observation Form during your visit.

· Complete the first page and the action plan of the document (including the negotiated Key Strengths and Key Areas for Improvement)

· Pass a complete copy (all documents) to the Programme Area manager for inclusion in programme area OTLA folder 

· Copy pages 1 and the action plan of the OTLA report and pass to The Head of Performance and Standards and the Head of Curriculum and Planning for moderation and inclusion into the Service OTLA records. 
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