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OET Writing
Meeting the assessment criteria:
Organisation & Layout
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\_ - - v" Think about the reader’s perspective

v’ Prioritise key information

v Decide the most appropriate organisation for each set of case notes

What do the descriptors mean?

¢ v'Written in clear paragraphs
o *‘W v" Correct letter layout used
W v"Important information is easy to find
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v' |deas are logically grouped together

Clear Paragraphs

[Make a paragraph plan ’ /

[ Try to avoid overly long paragraphs }
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Layout
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Dr John Jacobs

Endocrinologist

[ Name (of recipient) ]—
[ Job Title (if provided) |

[ Name of Institution/Office |——— City Hospital
Street number + Street Name ]—-——' 4 New Road

Heathtown

—

Dr John Jacobs
Endocrinologist
——  City Hospital
4 New Road
Heathtown
—  Dear Dr Jacobs
[ Reference }———— Re: Mr Samuel Jenkins 23/4/1961

N 4

[ If you require any further information please do not hesitate to contact me. ]

[ Yours sincerely ] [ Yours faithfully ]

[ Kind regards ] [ Best wishes ]
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Information is easy to find

| am writing regarding Mr Manley, who is I'am writing regarding Mr Manley, who
) . y
being discharged back to your retirement unaemwsaeditolaiiglitigirgpiacermention
: : % 7 February due to a fractured right neck of
home today. He will require ongoing care
i fall. i i
and support. On 7 February , he was femur sustained after a fall. He is being

isch Kk
admitted to the hospital and given discharged back into your care today and

3 3 will require ongoing care and support.
analgesics for pain and an x-ray confirmed e oy PP

a fractured right neck of femur for which he

(denment a total right hip rep/acementj

Information logically grouped together

The overall letter:

~ ~
Introduce the Name of pt. Admitted for hip Introduce the Name of pt. Admitted for hip
Raisn: replacement. Ready for discharge. patient and replacement. Ready for discharge.
i reason for :
Whg  Needs ongoing care. ) writhg Needs ongoing care. y

e 2

Hospital Trega(mc_ent in hos,_o ital: analgesics, B /:I'reatmenr in hospital: analgesics,
treatment &ant’b’m‘cs) dressings changed. ) Wound cars antibiotics, dressings changed &
& pain — Post discharge needs: monitor
Progress & with wheelie walker. Reviewed by Staples removal on 19/02/21.

physiotherapist and provided =2
\exercises.

current state

J
~N

< /Mobiﬁry has progressed — can
("Post discharge care: monitor h walk with wheelie walker.

Post wound/ paracetamol for pain. Mobility & _| | Reviewed by physiotherapist and
discharge Assist with ADLS. Physio — 2x physiotherapy provided exercises. Post
needs week Staples removal on discharge: Needs help with ADLs /

{ (Mobiﬁty has progressed — can wa.'k\ management wound and paracetamol for pain.

\_19/02/21. J physio 2x week.

{

Within each paragraph:

/ \ KMr Manley's wound will need monitoring and he will \

. . require assistance with ADLs. Paracetamol 1g can be

Discharge plan: given as needed and an anti-embolic stocking must
Paracetamol 1g as needed be worn for 2 weeks. An appointment has been

arranged for staple removal on 19/02/20 at the

Monitor wound outpatient clinic and the physiotherapist will contact

Help with ADLS the retirement home where Mr Maniey will receive
hysiotherapy twice a week.
Staples removal (19/02/20) \p 4 Py Y,

Anti-embolic stocking (for 2 weeks)
Ghe physiotherapist will contact the retirement home\
where Mr Manley will receive physiotherapy twice a
retirement home week. Mr Manley’s wound will need monitoring and he
will require assistance with ADLs. An anti-embolic
stocking must be worn for 2 weeks. An appointment
/ has been arranged for staple removal on 19/02/20 at

the outpatient clinic and paracetamol 1g can be given

as needed.
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Physiotherapy twice a week — Physio will contact
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