
 

 

 

 

 

 

 

 

1 Review 

2 Introduction Paragraphs  

3 Next para: new assignment  

 

 

How many steps are there in planning? 

 

1 Understand – 5 questions  

2 Choose relevant case notes 

3 Organise paras  

 

  



 

 

 

 

 

 

Planning…  

STEP 1: Understand key points STEP 2: Selecting case notes  STEP 3: Organise paras 
 
Comprehension questions: 
 
1 Who is reader? Task?  
2 Patient knows reader? 
3 Who is writer? Task?  
4 Is it urgent? 
5 Why am writing today? 
 
Extra: 
Where are we? 
Where does patient live? 
 
 
 
 
 
 
 
 
 
 
 
 

 
How do I choose? 
 

 
 
OET say that ‘relevant’ means: 
 

• appropriate: (not 
essential but) useful, 
helpful, etc. - SOME 
 

• needed: essential - 
ALL 

 
This helps us in the exam 
because we can RELAX about 
relevance.  
 
 

 
 
In general, how do I organise… 
 
Introduction para: Task 
(evaluate, manage, etc.) 
 
2 – Injury & hospital  
 
3 -   Current Condition (2 days 
 
Requests: tell the reader the 
Task & any extra details 
 
 
Do not confuse reader  
 
 



 

 

 

 

 

 

 

  
  
  

Choose case… We must choose relevant case notes   
  
  
  
  
  
  
  

  



 

 

 

 

 

 

Introduction • Investigation, diagnosis, management 

 

Current Visits Today…(10th)  

 

• Increased pain (6/10) – due to – recent injury  

• Itchy at site 

• Disorientation 

• Bleed from site after dog accident  

• Antibiotics  

 

 
 

Worsened since yesterday (9th): 

 

• Pain 5/10 

 
 

 

NEXT ASSIGNMENT: 

 

 

alain@set-english.com  

 

 

 

Timeline   

Initially… 

 

 
 

Practicing summarising 
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Requests 

 

 

• Investigation, diagnosis, management 



 

 

 

 

 

 

Original Corrections & comments  

 

 

 

Dr Scarlett Mayfield 
Plastic surgeon  
Outpatient Burn Unite Hightown Hospital  
123High Street, Hightown,  
 
10th July 2020  
 
Dear Dr Mayfield  
 
Re: Miss Molly Smith, aged 3 -year - old  
 
I am writing to refer Molly Smith, who has 
suspected sepsis, requires  urgent definitive 
diagnosis, investigation and further management 
of her condition .  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dr Scarlett Mayfield 
Plastic surgeon 
Outpatient Burn Unit Hightown Hospital  
123 High Street 
Hightown 
 
10th July 2020  
 
Dear Dr Mayfield  
 
Re: Miss Molly Smith; 3-year-old  
 
I am writing to refer Molly Smith, who has 
suspected sepsis, requires urgent definitive 
diagnosis, investigation, and further 
management of her condition.  
 

 

 

A 1 sentence Introduction is risky. Much more 

chance of errors.   

 



 

 

 

 

 

 

 

 

I am writing regarding Miss Molly Smith, who had 

second degree burns and was treated accordingly. 

Now she is exhibiting signs and symptomssuggestive 

of sepsis and an infection at the burns site. She 

requires urgent investigation, definitivediagnosis and 

further management. 

 

 

 

 

 

 

 

 

 

 

 

Dr Scarlett Mayfield 
Plastic Surgeon 
Outpatient Burns Unit  
Hightown, Hospital  
  
Date: 10th July 2020 
  
Dear Dr. Mayfield, 
  
Re: Miss Molly Smith, DOB: 23rd June 2017 
  
I am writing to refer Miss Smith, who may possibly have 
an infection and sepsis due to second degree partial 
burns. Now she requires urgent investigations to confirm 
the diagnosis and further management. 
 
 
 
 

Style: More formal  

 

I am writing regarding Miss Molly Smith, who 

had second degree burns and was treated 

accordingly. She is now exhibiting signs and 

symptoms suggestive of sepsis and an infection 

at the burns site. She requires urgent 

investigation, a definitive diagnosis and further 

management. 

 

In the usual way – this is a way summarising  

 

 

 

 

 

 

 

 

Dr Scarlett Mayfield 
Plastic Surgeon 
Outpatient Burns Unit 
Hightown, Hospital  
  
10th July 2020 
  
Dear Dr Mayfield, 
  
Re: Miss Molly Smith, DOB: 23rd June 2017 
  
I am writing to refer Miss Smith, who may have an 
infection and sepsis due to second degree partial 
burns. She now requires urgent investigations to 
confirm the diagnosis and further management. 
 
She may eat  

 



 

 

 

 

 

 
 
 

 
Dr Scarlett Mayfield 
Plastic surgeon  
Outpatient Burn Unite Hightown Hospital  
123High Street, Hightown  
 
10th July 2020  
 
Dear Dr Mayfield  
 
Re: Miss Molly Smith, aged 3 -year - old  
 
I am writing to refer Molly Smith, who has 
suspected sepsis due to a burn. She now requires 
an urgent definitive diagnosis, investigation and 
further management.  
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Dr Scarlett Mayfield 
Plastic surgeon  
Outpatient Burn Unit Hightown Hospital  
123 High Street 
Hightown  
 
10th July 2020  
 
Dear Dr Mayfield  
 
Re: Miss Molly Smith, aged 3 
 
I am writing to refer Molly Smith, who has 
suspected sepsis due to burns. She now 
requires an urgent definitive diagnosis, 
investigation, and further management.  
 

Listing: Oxford is actually optional  

 

Robert Burns = famous poet  
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