
 

 

 

 

 

 

 

1. Review  
2. Grade Introduction Paragraphs 
3. Next assignment  
  



 

 

 

 

 

 

 

 

 

with sense / reasonable  

 

3 logical steps... 

 

Understand  Choose  Organise 

 
1. Reader? Task? 
2. Known Pt? 
3. Writer? Task? 
4. Urgent 
5. Why am I writing 

today?  
 
 

 
What do OET say about choosing? 
 
They say choose ‘relevant’ 
information: 
 
1 Needed: directly connected  
2 Appropriate: indirectly 
connected 
 
 
 
Maybe useful / maybe helpful   
 
 

 
Paragraphs:  
 

Introduction:  
PURPOSE 

Current Condition 
 

Timeline: Past Simple 
Medication 

Requests: 
Tell details what to do 
EXPAND 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

 

 

 

 

 

 

 

Introduction  • Purpose: care and support  
 
Write this paragraph: alain@set-english.com  

Timeline: Story 

 

    SUMMARISE / REMOVE 

Background: 
 
 
 

SUMMARISE / REMOVE  
 

Requests: 
Tell reader details of 
what they need to do 

• Purpose: care and support 
 

 
 

mailto:alain@set-english.com


 

 

 

 

 

 

 

What makes a good Introduction? 

• Clear 

• Concise (short) 

• Must give PURPOSE  

 

 

 

 

 

 
 
4th July 2020 
Ms Barbara Keller 
Manager 
Green Acres Care Home 
200 Green Street  
Newtown 
RE: Mr John Beattie, Age: 90  
Dear Ms Keller,  
 
I am writing regarding Mr Beattie, who was 
admitted to geriatric ward due to his left 
side trauma following a fall. he is now 
scheduled to be discharged today. Please 
provide him ongoing care and monitoring.  
 
C+ / B level  
 
GMC = 350 in Writing  
 
 
alain@set-english.com  
 
 
 
 
 
 

 
 
4th July, 2020 
 
Ms Barbara Keller 
Manager 
Green Acres Care Home 
200 Green Street  
Newtown 
 
RE: Mr John Beattie, Age: 90  
 
Dear Ms Keller,  
 
I am writing regarding Mr Beattie, who was 
admitted to our hospital due to a left side 
trauma following a fall. He is scheduled to 
be discharged today and requires ongoing 
care and monitoring.  
 
 
Do I really need 3 sentence? 
 
 
 
 
 
 
 

mailto:alain@set-english.com


 

 

 

 

 

 

 

 
 
 
 
Ms Keller 
Care Home Manager 
Green Acres Care Home, 
200 Green Street, 
Newtown 
 
04/07/2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie, DOB: 23/03/1930 
 
I am writing regarding Mr Beattie, who was 
admitted to our hospital with minor trauma 
on his left side. He is now ready for 
discharge and requires your ongoing care 
 
B level  
 
 
OET do not say if the diagnosis, or 
symptoms need to in Introduction 
 
 
 
 
 
 
 
Ms Barbara Keller 
Manager  
Green Acrees Care Home 
200 Green street  
Newtown 
 
4th July 2020 
 
Re: Mr John Beattie 
DOB: 23th March 1930 

 
Ms Barbara Keller 
Care Home Manager 
Green Acres Care Home 
200 Green Street,            commas only for address 
Newtown 
 
4th July 2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie, DOB: 23/03/1930 
 
I am writing regarding Mr Beattie, who was 
admitted to our hospital with a minor 
trauma on his left side. He is scheduled for 
discharge and requires ongoing care. 
 
 
Ready to discharge = incorrect 
 
Ready to be discharged = correct 
 
Ready for discharge = correct 
 
 
 
Ms Barbara Keller 
Care Home Manager  
Green Acres Care Home 
200 Green Street  
Newtown 
 
4th July 2020 
 
Re: Mr John Beattie, DOB: 23th March 1930 
 
Dear Ms Keller, 
 
 
 
 
 



 

 

 

 

 

 

 

 
Dear Ms Keller, 
 
 
 
 
 
I am writing regarding  Mr Beattie, who was 
admitted to our hospital recently with 
minor trauma due to falling down at home. 
He is ready to discharge today , and 
requires ongoing care. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ms Barbara Keller 
Manager 
Green Acres Care Home, 
200 Green Street, 
Newtown 
 
4th July 2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie, DOB: 23rd March 1930 
 
I am writing regarding Mr John Beattie, 
who was admitted to our Emergency 
Department after falling. He is being 
discharged today and requires ongoing 
care. 

 
I am writing regarding Mr Beattie, who was 
admitted to our hospital recently with a 
minor trauma due to a fall. He is ready to 
be discharged today, and requires ongoing 
care. 
 
 
 
 
We don’t normally: 
 
He had a fall down 
He had a falling down                  not natural  
 
 
Natural: 
 
He had a fall 
 
 
 
 
 
 
 
Ms Barbara Keller 
Manager 
Green Acres Care Home 
200 Green Street, 
Newtown 
 
4th July 2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie, DOB: 23rd March 1930 
 
I am writing regarding Mr John Beattie, 
who was admitted to our Emergency 
Department after a fall. He is being 
discharged today and requires ongoing 
care. 



 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Ms Barbara Keller 
Care Home Manager 
 Green Acres Care Home 
200 Green Street 
Newtown 
4 July,2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie 
D.O.B: 23/03/1930 
 
I am writing to refer Mr John Beattie, who 
has agreed to transfer to your care 
following his recovery from a fall related 
injury at  home. He requires further follow 
up. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This look good – no errors or issues 
 
 
 
 
 
 
 
 
 
 
Ms Barbara Keller 
Care Home Manager 
 Green Acres Care Home 
200 Green Street 
Newtown 
4 July,2020 
 
Dear Ms Keller, 
 
Re: Mr John Beattie 
D.O.B: 23/03/1930 
 
I am writing to refer Mr John Beattie, who 
has agreed to transfer to your care 
following his recovery from a fall related 
injury at home. He requires further follow 
up. 
 
Okay this is a different style to what I 
usually see but its good! I see no issues.  
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

 

 

 

 
 
Dr Barbara Keller 
Manager  
Green Acres Care Home  
200 Green Street 
Newtown 
 
04 July 2020 
 
Dear Dr Barbara, 
 
Re: Mr John Beattie  
DOB: 23 /03/1930 
 
I am writing regarding Mr Beattie, a 90 year 
old widow, who was admitted to our 
hospital following a fall. He is now being 
discharged to you for ongoing care 
requirements. 
 
 
 
 
 
 

 
 
 
 
Dr Barbara Keller 
Manager  
Green Acres Care Home  
200 Green Street 
Newtown 
 
04 July 2020 
 
Dear Dr Barbara, 
 
Re: Mr John Beattie, DOB: 23 /03/1930 
 
I am writing regarding Mr Beattie, who was 
admitted to our hospital following a fall. He 
is now being discharged to you for ongoing 
care requirements. 
 
Very good. Age not needed as we already 
have it here 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  



 

 

 

 

 

 

 

 

Introduction  • Purpose: care and support  
 
  

Timeline: 
Story 

 

     
 
alain@set-english.com 
 
 

Background: 
 
 
 

SUMMARISE / REMOVE  
 

Requests: 
Tell reader details of 
what they need to do 

• Purpose: care and support 
 

 
 

mailto:alain@set-english.com

