
   
 
OET Nursing Writing Week 
 
Charlotte Price  
 
 
The task is: Write a letter to a healthcare professional requesting continuation of care for a 
patient.  
 
 
 
Planning  
 
10 - 15 minutes:  
 

• Find the purpose 
• Identify the case notes you will use 
• Organise the case notes into logical paragraphs 

 
 
 
What is the situation after the above steps?  
 
I can focus on writing  = Perfect circumstances in which to write a letter 
 
 
General Paragraph Purposes 
 

Introduction • Patient name 
• General medical context 
• General purpose 

Timeline 1 • Story from beginning to end – admission – today / 1st presentation - 
today 

Timeline 2 • Current situation – vital signs/ progress/capabilities 
Background 
– Medical  

• relevant / significant medical information – conditions, current 
medication / family history 

Background 
- Social 

• lifestyle – routines, job, social  

Request • Expanding on the purpose – specific request details 
 
 
 
 
 
 



   
-------------------------------------------------------------------------------------------------------------------------- 
 
Identifying Purpose & Choosing Case Notes:  
 
Ask yourself these questions about Charlotte Price case notes:  
 

1. Who am I writing to?  
 

Community Nurse 

2. What do they already know? 
 

Don’t know the patient / All nursing terms – medication, instructions, 
abbreviations 

3. What do they need to know 
in order to continue care?  

 

• Admission details/Diagnosis – summarise,  
• medication  
• medical / social background 
• requests 

4. Why am I writing today?  
 

Patient is being discharged – acute care is over 

5. Is it urgent?  
 

no 

 

 



   

 
 

 
Letter Plan 
 

Introduction • Charlotte Price  
• Admission reason – mild concussion 
• request: ongoing care  - home visits 

 
Timeline  • Admission date – 2nd December 

• Concussion – fall  
• Nursing management – concussion tests – satisfactory 
• Kept in 48 hours - Discovered infected toe 
• Toe – cleaned, dressed, antibiotics – dosage/instructions 
• optional – ready for discharge ( could be in request) 

Background – 
Medical / 
social  

• hypertension – ramipril (compliance issues – could be in request) 
• scoliosis – mobility issues/walking stick 
• lives alone – reluctant to find help / receive visitors 
• poor hygiene – conjunctivitis / gastroenteritis 

 
Request 

 
 



   
 
 
Write introduction: send to paul@set-english.com 
 
 
Introductions 
 

• language: spelling, punctuation, sentence structure 
• content: inaccurate- her/his/Mr/Mrs , wrong purpose/diagnosis 
• purpose: no purpose included / wrong purpose 
• conciseness:  too much information 
• organisation: information from timeline in intro 

 
Immediately introduce accurate purpose in the introduction and expand ‘later’ in the 
letter, normally in a request paragraph.  
 

Student Teacher 
Ms Leyla Ward 
Community Nurse 
Ashton Health Centre 
Somerville  
 
4th December 
 
Dear Ms Ward, 
 
Re: Charlotte Price , DOB: 4/08/1932 
 
I am writing regarding Mrs Price who has 
been recovering  from a mild concussion is 
being discharged today . She requires a 
home visit for assistance and ongoing care. 
 

 
 
 
 
 
 
 
 
 
 
I am writing regarding Mrs Price, who has 
been recovering from a mild concussion 
and is being discharged today. She 
requires home visits for ongoing care. 
 

I am writing to refer Mrs Price, 
who was admitted to our hospital 
due to a mild concussion. She is 
being discharged with home visits 
from a community nurse and now 
she requires ongoing care and 
support.  
 

I am writing to refer Mrs Price, 
who was admitted to our hospital 
due to a mild concussion. She is 
being discharged and requires 
home visits for ongoing care and 
support.  
 

 

 

 
 
 
 



   
 

Community Nurse  

04 December 2018  

Dear Nurse, 

 
Re: Charlotte Price, DOB 04.08.1932  

Mrs Charlotte Price was admitted on 2nd 
December 2018 having mild concussion. She is 
now ready for discharge back to her home 
requesting ongoing care from the community 
nurse.  

 

 
 
Don’t neglect the address! Just in case you 
forgot.  
 
 
 
 
 
 

Mrs Charlotte Price was admitted on 2nd 
December 2018 having mild concussion. She is 
now ready for discharge back to her home, and 
requires ongoing care.   

 
Thank you for taking over the care of Mrs 
Price, who is recuperating from a 
concussion and an infected toe, and is 
being referred to you for home visits and 
the continuation of care, following her 
discharge. 
 

 

 
Community Health Nurse 
 
 
04/12/2018 
 
 
Dear Nurse, 
 
 
Re: Mrs Charlotte Price  DOB: 04/08/1932 
 

 
I am writing regarding Mrs Price, who was 
admitted to our hospital with mild concussion 
after fell, also noticed she is experiencing an 
infected right toe. Mr Price is due to be 
discharge today and requires further care and 
support. 
 

 
 
 
 
 
 
 
 
 
 
 
I am writing regarding Mrs Price, who was 
admitted to our hospital with mild concussion 
after a fall / falling. Additionally, an infection in 
her right toe was found. She is due to be 
discharged today and requires further care and 
support.  
 
Home visits?  
 

12/07/2022  
  
Community Nurse  
  
Re: Mrs Charlotte Price, D.O.B: 2/12/1932  

 
 
 
 
 
 



   
  
Dear Nurse,  
  
I am writing to introduce Mrs Price, who has 
been staying at our hospital for the last 2 days 
due to having experienced a mild concussion 
following a fall at her home. Additionally, an 
infection in her right toe was found. Now she is 
ready to be discharged and requires ongoing 
care from your facility.  
 

 
 
 
 
 
 
 
 
 
 
Home visits?  
 

 
I am writing to request home visits for Mrs 
Price, who was admitted to our hospital due to 
a mild concussion. She requires your ongoing 
care and monitoring after being discharged 
today. 

 
 

 

  I am writing regarding to Mrs 
Charlotte Price , who was admitted to 
our hospital due to mild concussion 
following a fall. She is due to be 
discharged today and now 
requires ongoing care at home.  
 

I am writing regarding  
I am writing with regard/s to 
I am writing in regard/s to 
 
It seems like 24 hour care is necessary!  

Ms Leyla Ward 
Community Nurse 
Ashton Health Centre 
Somerville 
 
11th July 2022 
 
Dear Ms Ward 
Re: Mrs Charlotte Price, DOB 4th September 
1932 
 
I am writing to refer Mrs Charlotte Price, who 
was admitted to our hospital with a severely 
infected right toe. She is being discharged 
today and now requires home visits and 
ongoing care from your 
facility. 
 

 
 
 
 
 
 
 
 
 
 
 
She wasn’t admitted for toe infection , it 
was discussed later  

I am writing regarding Mrs. Charlotte Price, 
who was admitted to our hospital due to mild 
concussion following a fall. Now she is ready to 

Home visits would make it clearer.  



   
be discharged and requires your further care 
and support. 
 
I am writing regarding Mrs Charlotte 
Price, who had a mild concussion after 
a fall. She is ready for discharge today 
and requires your home visits, as well 
as ongoing care. 
 

 

I am writing to refer Mrs Charlotte 
Price, who was admitted two days ago 
and diagnosed with mild concussion, 
due to a fall at home. She requires 
your ongoing care and home visits 
after her discharge today.  
 

 

Community Nurse 

Address 

 

 

4 December 2018 

 

Re: Mrs Charlotte Price (DOB: 4 August 2018) 

Dear Nurse, 

 

I am writing regarding Mrs Price, who was admitted 

to our hospital due to concussion following a fall. She 

is due to be discharged today and now requires your 

continued care and monitoring. 

 

 

Ms. Leyla Ward 
 Commynity Nurse 
 Ashton Health Centre, Somerville 
 
December 4,2018 
 
Re: Mrs. Charlotte Price, Age: 86 years old 
 
Dear Ms. Ward, 
 
I am writing regarding Mrs. Charlotte Price, 
who was recently admitted to our hospital 
due to mild concussion after a fall at home. 
She is due to be discharged and now 

 



   
requires further home care monitoring and 
support.  
 
  
I am writing to introduce Mrs Price, who was 
admitted to our hospital due to a mild 
concussion following a fall. She is being 
discharged today, and will require home visits 
for her ongoing care. 
 

 

I am writing regarding Mrs Price, who 
was admitted to our hospital due to 
mild concussion following a fall. She is 
scheduled be discharged today and 
now requires your ongoing care and 
support.  
 

 

 
 
 
 
Send your timeline paragraphs to alain@set-english.com 
 


