
   
 
OET Nursing Writing Week 
 
Martha Brown 
 
 
 
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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
Paragraph Functions 
 
 

Introduction • patient name 
• general medical context 
• general request/purpose 

Timeline • Say what happened from the beginning of this medical context 
• Go towards the present 

Timeline - 
Current 

• How the patient is now 

Background  - 
medical  

• Unrelated but possibly useful information regarding 
health/medication  

Background – 
social  

• General lifestyle: Drinking/smoking, living situation, work etc 

Request • Specific detail about what we want  - actions to continue care 
 
 
 
 
Any other type: You choose – do you want another paragraph for a specific issue?  
 
 
 
 
 
-------------------------------------------------------------------------------------------------------------------------- 
 
Identifying Purpose & Choosing Case Notes:  
 
Ask yourself these questions about Martha Brown case notes:  
 

1. Who am I writing to?  
 

Community nurse 

2. What is the reader’s task? 
 

provide follow up care:  
 

3. Do they know the 
patient?  

 

No 

4. Does the writer have any 
tasks? 

appointment booked – 30th November 

5. Why am I writing today?  
 

Patient is ready for discharge 

6. Is it urgent?  
 

No 

 
 

https://drive.google.com/file/d/1_-nN-B9VCyajUAGnYVKRJHVq7dblrY_-
/view?usp=sharing  

https://drive.google.com/file/d/1_-nN-B9VCyajUAGnYVKRJHVq7dblrY_-/view?usp=sharing
https://drive.google.com/file/d/1_-nN-B9VCyajUAGnYVKRJHVq7dblrY_-/view?usp=sharing


   

 
 
 
 
   



   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
 
Paragraph Plan 
 
Make a paragraph plan using the planning and discussions in class, using any of the below 
paragraph functions:  
 
 
Letter Plan  
 

 
Introduction 
 

Patient:  
General Medical Context:  
General Request:  
 

 
 
 
 

 

 
 
 
 

  

 
 
 
 
 

 
 

 
 
Request  
 

 

 
 
 
Homework:  
 
Make a plan & write introduction and send through to paul@set-english.com 
 
 
Making a plan:  
 
1) Which paragraphs?  
2) What case notes?  
3) What level of detail for the case notes? Where would you summarise?  

mailto:paul@set-english.com

