
 
1 Review  
2 Correct and grade about 5 paragraphs  
3 Assignment: paragraph 3  
  



 
 
3 Stages of Planning 
 
 
 
Understand 
Choose 
Organise 
 
 
 
 
 
 

Understand Choose Organise 
How? 
 
1 Reader? Task? 
2 Known patient for R? 
3 Writer? Task? 
4 Urgent? 
5 Why am I writing today? 
6 Location? 
 

How? 
 
Relevant case notes: 
 
* Needed: essential (all) 
 
* Appropriate: helpful 
(some) 

 
 
 
 
 

How? 
 

Introduction: PURPOSE 
Management, 
Investigate, monitor, 
assessment, diagnose 
 
Background: important 
things here for the OT  
 
Visit paragraphs  
 
 
Requests:  
Here we will expand on 
PURPOSE 

- Tell them what to 
do & details 

 

 
 
  



INTRODUCTION 
 
 
S1 
S2  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction • Management 
 

Social / Medical 
background  

 
GROUP TOGETHER INFO IS GOOD 
 
Write this paragraph only: alain@set-english.com 

Visit Paragraph • 10th June 
 

 
almost no summary 

 
 
Medication: only things directly related (paracetamol)  
Flexible: list names without dosage (short) 
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Todays  

 
 

Requests • Management 
Expand: 
Ergonomic assessment / wrist splint 

• Please note: Physio appointment 
 
  



 
Original Corrections 
 
 
 
Ms Weston has a demanding job as a 
supermarket manager and lives with her mother, 
for whom she provides care. Please note that she 
has a sedentary lifestyle and is overweight (BMI of 
32 Kg/m2). Her medical history includes 
appropriately treated diabetes, hypothyroidism 
and arthrosis. 
 
Good quality writing  
 
 
 
 
 
 
 
 
Ms Weston is a supermarket manager, who works long 
hours every day. She has type 2 diabetes, 
hypothyroidism, arthrosis, and obesity for which she 
takes metformin, enalapril, and levothyroxine. She also 
lives with his mother as a caregiver. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Regarding her background, Ms Weston has type 2 
diabetes mellitus, hypothyroidism and arthrosis. 
Additionally, she works as a supermarket manager and 
is a caregiver to her 80-year-old mother. She has a 
sedentary lifestyle, a high-fat and high-calorie diet, 
and a body mass index of 32. 
 
 
 

 
Be careful  
 
Ms Weston has a demanding job as a 
supermarket manager and lives with her mother, 
for whom she provides care. Please note that she 
has a sedentary lifestyle and her BMI is 32 
Kg/m2. Her medical history includes 
appropriately treated diabetes, hypothyroidism 
and arthrosis. 
 
Is this right? Do you mean ‘in expected way’? 
Slightly unnatural  
 
She was treated appropriately  
 
Phrases like this are the way we use that word 
usually  
 
 
Ms Weston is a supermarket manager, who works 
long hours every day. Additionally, she lives with his 
mother as a caregiver. She has type 2 diabetes, 

hypothyroidism, and arthrosis, for which she takes 

metformin, enalapril, and levothyroxine. Please also 

note that her BMI is 32.  
 
Do in the same order as the condition 
 
 
Medical obese = official number  
 
Obese = formal term  
Very strong  
 
 
Miss / Mrs / Ms = unknown / not important  
 
 

Regarding her background, Ms Weston has type 2 
diabetes mellitus, hypothyroidism and arthrosis. 
Additionally, she works long hours as a supermarket 
manager, and is a caregiver to her 80-year-old 
mother. She has a sedentary lifestyle, a high-fat and 
high-calorie diet, and a body mass index of 32. 
 
 
 



Medically, Ms Weston has diabetes, arthrosis, and 
hypothyroidism for which has been taking medications. 
She is a supermarket manager and works long hours, 
which she described her job as tiring. Additionally, she is 
a carrier for her mother. She has a sedentary lifestyle, her 
diet mainly consists of high fat and calories and her BMI 
is 32.  
 
 
 
Redundant details =  
 

1. No purpose 
2. Lose your job 

 
 
 
 
 
 
 
 
 
 
 

Ms Weston works as supermarket manager, lives 
and takes care of her mother. Her diet is high in 
fat, and calories. She had a sedentary life style 
with no physical activity. She is a known case of 
type 2 diabetes mellitus, hypothyroidism, and 
arthrosis. She's obese with BMI, 32kg/m². 
 
Judgemental / We are making own conclusions 
 
 
She has sedentary lifestyle therefore she is 
overweight  
 
 
 

Medically, Ms Weston has diabetes, arthrosis, and 
hypothyroidism, for which has been taking medications 
(summarises it all!). She is a supermarket manager and 
works long hours, which she described her job as tiring. 
Additionally, she is a carrier carer for her mother. She 
has a sedentary lifestyle, her diet not healthy, and her 
BMI is 32. – nice grouping together  

 
Substitutes for ‘supermarket manager’ 
 
The problems of reference is no one really know 
sometimes… 
 
I bought a car and an apple. It was red.  
 
Natives often assume it’s the previous noun 
 
 
 
 
First article error today! 
 
 
 

Ms Weston works as a supermarket manager, 
lives and takes care of her mother. She has a 
sedentary life style and an unhealthy diet. She 
has type 2 diabetes mellitus, hypothyroidism, 
and arthrosis. She's obese with BMI, 32kg/m². 
 
 
 
No contraction AT ALL in the letter 
 
I’m writing regard.. 

 
 
 
 
 
 
 
 
 



Introduction • Management 
 

Social / Medical 
background  

 
Visit Paragraph  

 
 

Write this paragraph only: alain@set-english.com 
Todays  

 
 

Requests • Management 
Expand: 
Ergonomic assessment / wrist splint 

• Please note: Physio appointment 
 
 
 
 
 
 

Original Corrections 
 
 
Ms Alison Goody  
Occupational Therapist  
Northwood Community Health Centre  
Northwood  
  
17 June 2018 
  
Dear Ms Goody 
  
Re: Betty Weston DOB: 12 February 1964 

 
 
Ms Alison Goody  
Occupational Therapist  
Northwood Community Health Centre  
Northwood  
  
17th June 2018 
  
Dear Ms Goody 
  
Re: Betty Weston, DOB: 12th February 1964 
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I am writing regarding Ms Weston, who has carpal tunnel 
syndrome and is being referred to you for further 
assessment and management. 

 
 
 
 
 
 
 
 
 
 
I am writing regarding Ms Betty Weston, who was 
diagnosed with carpal tunnel syndrome. She 
requires your further management. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I am writing regarding Ms Weston , who visited our clinic 
for carpal tunnel syndrome.He is being referred to your 
facility and now requires further management . 
Sent from my iPhone 
 
 
 
 
 
 
 
 

  
I am writing regarding Ms Weston, who has carpal tunnel 
syndrome and is being referred to you for further 
assessment and management. 
 
This is all one relative clause? 2 ideas? Actually we can do 
this.   

 
 
 
 
 
 
 
I am writing regarding Ms Betty Weston, who was 
diagnosed with carpal tunnel syndrome. She is 
scheduled to be referred to you and requires your 
further management. 
 
 
 
Do I need to mention the letter type? 
 
It is suggesting the OET Writing guide that this is 
good 
 
 
Implied 
Indirectly hunted  
Clues  
 
 
 
 
 
 
I am writing regarding Ms Weston, who visited our clinic 
due to having carpal tunnel syndrome. He is being 
referred to your facility and now requires further 
management. 
Sent from my iPhone 
 
For = planned things 
Due to = unplanned  
 
 
Retrospective = when you look back to a previous time 
and you know something that you did not  
 



 
 
 Ms Alison Goody 
Occupational Therapist 
Northwood Community Health Centre 
Northwood 
 
17th June 2018 
 
Dear Ms Goody,  
 
RE: Ms Betty Weston, DOB: 12/2/1964 
 
I am writing regarding Ms  Weston, who has carpal 
tunnel syndrome. She now requires your further 
management.  
 
 Socially, Ms Weston works as a supermarket manager 
and lives with her elderly mother for whom she provides 
care.  Regarding her medical background, she is 
sedentary and has type 2 diabetes Mellitus, 
hypothyroidism and arthrosis. Additionally, Ms Weston 
has a BMI of 32 . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ms Alison Goody  

Occupational Therapist  

Northwood Community Health Centre  

Northwood 

 

17th June 2018 

  

 
 
 Ms Alison Goody 
Occupational Therapist 
Northwood Community Health Centre 
Northwood 
 
17th June 2018 
 
Dear Ms Goody 
 
RE: Ms Betty Weston, DOB: 12/2/1964 
 
I am writing regarding Ms  Weston, who has carpal 
tunnel syndrome. She is being referred to you, and now 
requires your further management.  
 
                 OET suggest ‘letter type’ is a good thing 
 
  
 
You = small clinic / practice  
 
Your facility = care home / hospital / any large building  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ms Alison Goody  

Occupational Therapist  

Northwood Community Health Centre  

Northwood 

 

17th June 2018 

  

 



 

Dear Ms Goody, 

 

Re: Betty Weston, DOB:12th February 1964 

I am writing regarding Betty Weston, who has 
carpal tunnel syndrome. She is being referred to 
you for further management of her condition.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ms Alison Goody, 
Occupational therapist, 
Northwood Community Health Centre, 
Northwood, 
 
17th June 2018. 
 
Re: Mrs Betty Weston, DOB:12th February 1964. 
 

Dear Ms Goody, 

 

Re: Ms Betty Weston, DOB:12th February 1964 

I am writing regarding Ms Weston, who has carpal 
tunnel syndrome. She is being referred to you for 
your further management of her condition.  

 

I like the simplicity  

 

If we don’t know the title: 

 

Formal: 

Ms = unknown if married or not / not important  

Betty Weston = formal and polite  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ms Alison Goody, 
Occupational therapist, 
Northwood Community Health Centre, 
Northwood, 
 
17th June 2018. 
 
Re: Mrs Betty Weston, DOB:12th February 1964. 
 
I'm I am writing regarding Mrs Betty Weston, who 
visited our out-patients clinic, and reported a 
painful right hand. She's She is now being referred 
to you for your further management. 



I'm writing regarding Mrs Betty Weston, who visited 
our outpatients clinic, and reported painful right 
hand. She's now being referred to you for your 
further management. 
 
 
 
 
 
 
 

 
Do not use contractions  in Writing 
 
 
 
 
 

 
 
 
 

Introduction • Management 
 

Social / Medical 
background  
 
 
 
1 min – read and 
think 
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