
 
 
 

1. Quick read of the case notes as a class 
2. What makes a good Introduction? 
3. Grade Introductions 

 
Homework: write paragraph 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

Introduction • ‘ongoing monitoring’ 
Timeline • August 2016: diagnosed with type 2 diabetes 

• December 2017: Wife dies and becomes non-compliant (grief?) 
• March 2018:  

a. Metformin  
b. Still non–compliant  
c. Blames poor memory 
d. Unmotivated  
e. Educated  
f. Memory aids  

• June 2018: hospitalised MI 
• Diagnosed with atrial fibrillation after MI 
• Condition worsens: signs of diabetic neuropathy  
• Mobility: walking stick 

 
Current 
condition 
 

• 22 Jan: attends clinic with daughter 
• Still non-compliant: missing doses and double dosing  
• Refuses to reduce – salt, sugar, fat and alcohol 
•  

Medication 
paragraph  
 

• All detail of medication  

Requests  • ‘ongoing monitoring & encouragement’ 
• Educate daughter 

 
Homework: write introduction and email to alain@set-english.com  
 
 
 
 
 
 
 
 
 
 
 
What makes a good Introduction paragraph? 
 

• Purpose must be clear 
• It must be concise (short & clear) 
• SET: who, where, why 



 
• SET: sentence 2: letter type & purpose 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

Original Improved 
 
I am writing to introduce Mr Dunbar, who is moving to 
Centreville to live with his daughter and is being transferred 
to you for ongoing monitoring of his medication and 
diabetic diet. 
 
 
 
 
 
I am writing regarding Mr Dunbar, who has been under our 
care due to being non-compliant with his diabetic regimen. 
He is moving to Centreville to live with her daughter and 
requires your ongoing care and monitoring. 
 
 
 
 
 
Reff: Peter Dunbar.  D.O.B: 18th march 1932. 
 
Dear  Sir/Madam, 
 
I am writing regarding Mr Dunmbar, who visited our clinic 
due to being diabetic.He is scheduled to be transferred to 
your facility and now requires ongoing monitoring. 
 
 
 
 
 
 
 
 
 
 
Thanks for seeing Mr Dunbar, who was monitoring due to 
being non-compliance with medication and  diet as well as 
having poor memory. He is scheduled to change his 
residence to your community health area, and requires 
ongoing monitoring and encouragement.  
 
 

 
I am writing to introduce Mr Dunbar, who is moving to 
Centreville to live with his daughter and is being transferred 
to you for ongoing monitoring of his medication and diabetic 
diet. 
 
 
 
 
 
I am writing regarding Mr Dunbar, who has been under our 
care due to being non-compliant with his diabetic regimen. 
He is moving to Centreville to live with his daughter and 
requires your ongoing care and monitoring. 
 
 
 
 
RE: Peter Dunbar,  D.O.B: 18th March 1932 
 
 
Dear  Sir/Madam, 
 
 
I am writing regarding Mr Dunbar, who has been visiting our 
clinic over the past 3 years due to being diabetic. He is 
scheduled to be transferred to your facility and now requires 
ongoing monitoring. 
 
 
will live there? 
 
Better: ‘into your care’  
 
 
 
Thank you for seeing Mr Dunbar, who was being monitored 
due to being non-compliant with his medication and diet as 
well as having poor memory. He is scheduled to change his 
residence to your community health area, and requires 
ongoing monitoring.  
 
 
 



 
 
 
 
 
I am writing to introduce Mr Dunbar, who is due to 
moved to another city in order to live with his daughter, 
and requires ongoing care and monitoring at your 
facility.    

Or 

 

 

I am writing to introduce Mr Dunbar, who is due to 
moving to another city in order to live with his daughter, 
and requires ongoing care and monitoring at your 
facility.    
 
 
 
 
 
 
14/02/2022 
Community Health Nurse, 
Eastern community health center,  
456 East Street,  Centreville. 
 
Dear madam/ sir, 
 
Re: Mr. Peter Dunbar. DOB: 18/03/1953. 
 
I am writing regarding Mr. Peter Dunbar who is 
being managed for type 2 diabetes with medication 
noncompliance, he requires your care assistance and 
education of his daughter on his diet modification. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Redundant – with a job  
 
 

I am writing to introduce Mr Dunbar, who is due to 
moved to another city in order to live with his daughter, 
and requires ongoing care and monitoring. 

 

 

or 

I am writing to introduce Mr Dunbar, who is moving to 
another city in order to live with his daughter, and 
requires ongoing care and monitoring from your facility.    
 
At = living in the facility 
From = coming from the facility 
 
 
 
 
 
14th February 2022 
 
Community Health Nurse 
Eastern Community Health Center,  
456 East Street,  Centreville 
 
Dear Sir or Madam, 
 
Re: Mr Peter Dunbar, DOB: 18th March 1953  
 
I am writing regarding Mr Peter Dunbar, who is 
being managed for type 2 diabetes due to medication 
noncompliance. He now requires your care and 
assistance.  
 
Could be a problem? 
 
I like cheese, yet I saw a movie.  
 
 
 
 
 
 



 
 
 
 
I am writing regarding Mr Dunbar, who has been non-
compliant with his medication regimen. He is moving to 
another city to live with his daughter and now requires 
ongoing monitoring.  
 
 
 
 
 
 
 
 
 
 
 
 
I am writing regarding Mr Peter Dunbar, 
who is non-complaint with his medication and diet. He is 
moving to Centreville to live with his daughter and requires 
your ongoing monitoring. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I am writing regarding Mr Dunbar, who is moving to live 
with his daughter. 
He is being transferred into your care and now requires 
your ongoing monitoring. 
 
 
 

 
 
I am writing regarding Mr Dunbar, who has been non-
compliant with his medication regimen. He is moving to 
another city to live with his daughter and now requires 
ongoing monitoring.  
 
 
Great! What about diet? 
 
 
 
 
 
 
 
 
 
I am writing regarding Mr Peter Dunbar, 
who is non-complaint with his medication and diet. He is 
moving to Centreville to live with his daughter and requires 
your ongoing monitoring. 
 
 
Great! No errors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I am writing regarding Mr Dunbar, who is moving to live with 
his daughter. He is being transferred into your care and now 
requires your ongoing monitoring. 
 
Okay no problem! Mention the condition later 
 
 
 



 
 
 
 
I am writing  to  introduce Mr Peter Dunbar, who  requires 
ongoing monitoring and further education regarding 
medication and dietary compliance for Diabetes Mellitus.He 
is being transferred to your community area ,to stay with 
his daughter. 
 
 
 
 
 
 
Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
 
14th February 2022 
 
 
Re: Mr Peter Dunbar; DOB: 18th March 1932 
 
 
Dear Nurse, 
 
 
I am writing regarding Mr Dunbar, who presented to 
our clinic due to issues with his medication 
compliance. He is due to be transferred to your 
facility after moving to his daughter's house and will 
require ongoing monitoring. 
 
 
 
 
 
 
22 January  2019 
Community Health Nurse 
Eastern Community Centre  
456 East Street 
Centreville 
 
Dear Nurse 
 
D.O.B: 18.03.1932 
Mr Peter Dunbar 
 

 
 
 
I am writing  to  introduce Mr Peter Dunbar, who  requires 
ongoing monitoring and further education regarding 
medication and dietary compliance for diabetes mellitus. He 
is being transferred to your community area ,to stay with his 
daughter. 
 
 
 
 
 
 
Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
 
14th February 2022 
 
 
Re: Mr Peter Dunbar; DOB: 18th March 1932 
 
 
Dear Nurse, 
 
 
I am writing regarding Mr Dunbar, who presented to 
our clinic due to issues with his medication 
compliance. He is due to be transferred to your 
facility after moving to his daughter's house and will 
require ongoing monitoring. 
 
 
 
 
 
 
 
22 January  2019 
Community Health Nurse 
Eastern Community Centre  
456 East Street 
Centreville 
 
Dear Nurse 
 
D.O.B: 18.03.1932 
Mr Peter Dunbar – see examples above 



 
I am writing regarding Mr Dunabar, who has been in our 
care and now he is going to  be transfer to your community, 
to live with his daughter in Centreville and now requires 
ongoing care and monitoring. 
 
 
 
 
 
 
 
Community Health Nurse 

Eastern Community Health Center 

456 East Street 

Centreville 

  

22 January 2019 

  

Re: Mr. Peter Dunbar, DOB: 18 th February 1932 

  

I am writing regarding Mr. Peter Dunbar, who has been 
visiting our clinic since 2017 and is being transferred to 
you for ongoing monitoring due to his moving to his 
daughter’s place in Centerville. 

  

 
 
 
 
 
 
 
 
 
I am writing regarding Mr. Peter Dunbar, who has been 
monitored our center since 2017. He is scheduled to be 
transferred to your facility and requires continuous 
monitoring.  
 
 
 

 
I am writing regarding Mr Dunbar, who has been in our care 
and now he is going to be transferred to your community, to 
live with his daughter in Centreville and now requires 
ongoing care and monitoring. 
 
Okay – watch your spelling and verb suffixes.  
 
 
 
 
 
 
Community Health Nurse 

Eastern Community Health Center 

456 East Street 

Centreville 

  

22 January 2019 

  

Re: Mr. Peter Dunbar, DOB: 18 th February 1932 

  

I am writing regarding Mr. Peter Dunbar, who has been 
visiting our clinic since 2017 and is being transferred to 
you for ongoing monitoring due to his him moving to his 
live with his daughter in Centerville. 

Not bad but your original is informal  

 
 
 
 
 
 
 
I am writing regarding Mr. Peter Dunbar, who has been 
monitored at our center since 2017. He is scheduled to be 
transferred to your facility and requires continuous 
monitoring.  
 
Repetition of monitor here. Can you rewrite it? Email to me.  
 



 
 
 
 
 
 
The Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
22nd January 2019 
 
Dear Nurse 
 
Re: Mr Peter Dunber DOB: 18.03.1932 
 
I am writing regarding Mr Peter Dunber, who is moving 
to Centreville 
to live with his daughter. He is into your care for regular 
monitoring 
and encouragement. 
 
 
 
 
 
 
Date: 15 FEB 2022 
Community Health Nurse 
Eastern community Health center, 
456 East Street, Centreville 
 
RE: MR Peter Dunbar (D.O.B. 18, March, 1932) 
To whom it may concern, 
 
I am writing regarding Mr. Dunbar, who visited our 
clinic due to being Diabetes .He is schedule to be 
transfer to your community health center and 
requires further care and assessment .  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
The Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
22nd January 2019 
 
Dear Nurse 
 
Re: Mr Peter Dunber DOB: 18.03.1932 
 
I am writing regarding Mr Peter Dunbar, who is moving to 
Centreville to live with his daughter. He will be in your 
care for regular monitoring of his diet and medication. 
 
 
Save encouragement for later as its not clear here 
what it means.  
 
 
 
Date: 15 FEB 2022 
Community Health Nurse 
Eastern community Health center, 
456 East Street, Centreville 
 
RE: Mr Peter Dunbar (D.O.B. 18, March, 1932) 
To whom it may concern, - see above for better 
examples 
 
I am writing regarding Mr. Dunbar, who visited our 
clinic due to being non-compliant with his diabetes. 
He is schedule to be transferred to your community 
health center and requires further care and assessment  
 
Why assessment?  
 
 
 
 
 
 
 



 
 
 
Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
22nd January 2019 
 
Dear Nurse 
 
Re: Mr Peter Dunbar: D.O.B 18th March 1932. 
 
I am writing regarding Mr Dunbar, who has been a client in 
our care, moving to live with his daughter in Centreville. He 
is due to be transferred to you, and now requires an 
ongoing monitoring. 
 
 
 

 
Community Health Nurse 
Eastern Community Health Centre 
456 East Street 
Centreville 
 
22nd January 2019 
 
Dear Nurse 
 
Re: Mr Peter Dunbar: D.O.B 18th March 1932. 
 
I am writing regarding Mr Dunbar, who has been a client in 
our care since ??, and is moving to live with his daughter in 
Centreville. He is due to be transferred to you, and now 
requires an ongoing monitoring. 
 
Some grammar issue here.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
SPEAKING CLUB 
 
 
Translation for SET students: 
 
Criteria Meaning  
D1 Active listening [uh hu, etc.] & avoid interruption  
D2 Open to Closed questions 
D3 No 2 questions at same time / No questions suggesting an answer  
D4 Make patient statements clear: “What do you mean by…” 
D5 Summarise back to a patient when they give complex information 

 
 
 
 
 
 
Why is it so hard for students to do this? 
 

1. Timing of questions (when to do it) 
2. Grammar 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
Grammar  
 

Open Questions: 
 
Question you don’t 
usually answer 
with yes or no 

Grammar of open question: 
 
 
1. Wh-              aux.               S                          verb [usually] 
What / why / etc.                do / have / be                      you/he/she/they                                                feel/not take/etc.  

 
 
2. Can you tell me…. 
Can you please tell me a bit more about your pain? 
 
  Could you tell me… [small amount more polite] 
  Could you tell me where the pain is? 
 

 
Quantitative  
 
(half open / half 
closed) 
 
You are asking for  
numbers / place 
 
 

 
 
 
1. How ____-              aux.               S                          verb [usually] 
What / why / etc.                                              do / have / be                      you/he/she/they                                                feel/not take/etc.  

 
 
How long – after ‘how long’ this auxiliary  
How much – after ‘how much’ you need the thing you asking about 
How many -  after ‘how many’ you need the thing you are asking about 
 
 

Close questions  

 
 
Are you…? / Is there…? / Is your pain radiating…? 
Have you…? 
Do you…? 
 

 
 
Would you = permission  
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