
 
1 Review  
2 Look at your work 
3 Next assignment  
  



 
Betty Weston 
 
CTS 
55 
 
Referral to OT 
 
 
 
 
 
3 Stages of Planning 
 

Understand Choose Organise 
How? 
 
Ask critical questions 
 
 
important / assessment 
 
Example: 
 

1. Reader? Task? 
 
 
Etc.  

How? 
 
We need relevant case 
notes… 
 

• Needed: directly 
connected / 
essential ALL 
 

• Appropriate: useful, 
helpful (maybe), 
indirectly 
connected (usually) 
Not essential SOME 
 
 
 

How? 
 
You cannot have 3 pattern 
that fits all cases  
 
We need a flexibly 
structure  
 

Introduction 
 

???? 
 

????? 
 

Requests  
 

 
 
  



INTRODUCTION 
 
S1: WHO / WHERE / WHY 
 
         Not planned 
 
I am writing regarding Mr Smith,  who was admitted to our hospital due to a car accident  
                                                                    who visited our clinic.                          for a check up 
 
         planned 
 
 
S2: LETTER TYPE / PURPOSE 
 
He is scheduled for + noun      , and now (might) require ____?_________ 
He is scheduled to be + verb    , and now (may) require ______?_________ 
 
 
Discharge / discharged      Management / treatment / Etc.  
Transfer / Transferred  
Referral / referred  
 
You writing to UPDATE a GP  
 
No reader TASK! Say ‘might’ and giver very general suggestion 
 
A follow up = informal 
 
A follow up appointment = formal   



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction • Management 
Write this paragraph only: alain@set-english.com  

Social / Medical 
background  

 
Visit Paragraph • 10th June 

 

 
almost no summary 

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

Todays  
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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 
  
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
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 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 
for carpal tunnel syndrome.He is being referred to your 
facility and now requires further management . 
Sent from my iPhone 
 
 
 
 
 
 
 
 
 
 
 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 . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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 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 

  

 

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 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. 
 
 
 
 
 
 
 

 
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. 
 
Do not use contractions  in Writing 
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1 min – read and 
think 
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