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Getting  B, B, B, B  (or even higher)  in the OET   
or   Band 7 in IELTS Academic  requires . . .

 

correct grammar
correct spelling
appropriate words
more sophisticated vocabulary
correct punctuation
verbal and written fluency
quick comprehension skills
nerves of steel

If you are a skilled health professional  -   a high
achiever,   then  …



You will know how much hard work is involved in stepping
“up” to a higher level
 
You read widely – not just literature to do with your discipline –
but general everyday matters
 
You use English when involved in everyday conversations as
you go about your daily life

If you do all of the above –  as well as recognising symbols
instantly – then you are well on your way to mastering English at a
high level.      Remember,  letters/characters – are also symbols,
which need to be instantly recognisable, and the quicker you can do
this – the better. 



THIS  LITTLE  BOOKLET   INTRODUCES   YOU TO THE FINER POINTS OF USING  LOTS

OF USEFUL STUFF WHICH ARE ELABORATED ON AT THE ONLINE WRITING LAB

WEBSITE (LOCATED AT PURDUE UNIVERSITY IN THE U.S.A.)      It also provides
you with many useful self-testing exercising with a health-professional
flavour  –   and the answers are all located in the back of the book -  so you
can check yourself !  
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1. What exactly is a sentence?

An English sentence consists of a Subject,  a  Verb  and an  Object.
If you don’t have a subject, a verb and an object in a sentence – then you
don’t have an English sentence  -  what you do have is a “fragment” -  and
you will never get a high score by writing fragments.

Dr Jones was held up in traffic so he called the Clinic to
reorganise his day.

(S)           (V)                         (V)               -  -  -  (
O ) - - - -
Can you see a subject ?    a  verb word  ?    and an  object ?  (the reason for
writing this sentence in the first place?)

What about …

Temperature was very high at 39oC.
                             (V)       - - (O) - -           

His/The temperature was very high at 39oC.          Much better!
          - (S) -                    (V)        - - (O) - -
Exercise: Is it a sentence, or not?   
(Circle “Y” for yes;   “N” for no.  Answers are given at the end of the book)

1.1 She rushed at him with the scalpel in her hands. Yes  or No
1.2 Surgery had finished; lights were turned off. Yes or   No
1.3 BP was 160/90 – very high. Yes or   No
1.4 Make sure you fast before your Barium Meal. Yes or  No
1.5 Before a Barium Meal, fast. Yes or   No
1.6 Skeletal survey and urinanalysis test were ordered. Yes   or   No

1.7 Endoscopy was not recommended because of it could 
damage the oesophagus. Yes or   No



1.8 On examination, vital signs were BP 120/80, P 70/min.
regular, rest of the examination was clear. Yes or   No

1.9 Accordingly, Paracetamol/Codine mixture was added 
to the prescription. Yes  or  No

1.10 During hospital stay, surgical debridement of 
    wound as well as daily dressing was undertaken. Yes  or  No



2.    Adjectives and adverbs
  

Adverbs describe the verb, the doing word :   how fast / how much / to what
degree of speed or skill did someone run, teach, grow old, spend money,
recover from illness – and so on.      And adverbs nearly always have  “ l y
“  at the end.

The patient is recovering slowly.  
The doctor carefully explained the surgical procedure.         

Adjectives describe a noun. A car  -   a black car.

The elderly patient is recovering slowly.
The Sri Lankan doctor carefully explained the surgical procedure.

It’s a good idea to write adjectives next to the noun;   adverbs next to the
verb. 
 
Of course – one needs to ask the question:  Why bother?  Do we need
them?
Well – yes – because they make your writing more descriptive and come in
handy when trying to write concisely – and at the same time give details –
about a patient.

Can you pick the adverbs (ADV) / the adjectives (ADJ) / the nouns ? 
(Answers are given at the end of the book.)

2.1 Unfortunately, the patient had uncontrolled pain with persistant
numbness in the
           lower right leg.   [3 adjectives and 4 nouns]

2.2 His feet need to be examined by a podiatrist regularly.  [Adverb or
adjective?]
                                      [2 nouns / 1 verb / + ADV or ADJ?]

These two sentences, written without  adverbs or adjectives,  would end up:
2a   The patient had pain with numbness in the leg.
2b   His feet need to be examined by a podiatrist.



By adding adjectives and adverbs, you add richness, detail, a deeper
understanding of one’s particular patient - - which is valuable stuff for the
specialist - - and your chances of getting a pass in the OET or a Band 7 score
in IELTS.

Exercise:   Include the (bracketed) word in the appropriate place in the
sentence.
Answers are given at the end of the book).
2.3 (chronic) The patient is suffering from diahhorrea.
2.4 (Indian) I attended the Doctor yesterday.
2.5 (high) The baby has a temperature.
2.6 (amazed) The patient looked at the xray result:  no cancer!
2.7 (nervous) The new triage nurse made some silly mistakes.
2.8 (widowed) I am referring the above male, a 54 year old Engineer.



3.  Articles    “a”   “an”   “the”   -  or nothing at all

In English,  most  objects in a sentence require an article in front of them.
But not always !!!    Articles are NOT used before medical conditions /
diseases*
or proper/collective nouns.

“a” and “an”  are both  indefinite articles ….   The only difference
being,  “an” is used when the next letter is   a,  e,  i,  o,  u.     However -  the
word  “x ray”,  for example, starts with an  “ x “  -  yet we would say     The
patient had  an  xray.  Why?  
Because   xray   sounds like   ‘ex ray’  which begins with an  “e”  - so
use  “an”.

Another example:    If you use a University-publication, make sure you put it
back.
Why not “an”  before the “u” in University?   Because it sounds like  ‘You-
ni-versity” and “y”  does not need  ‘an’.    Confused?  Keep going!

Note the use of articles in these examples:
The patient had an appendectomy in 2001.
The operation was a success.   
The patient was walking on Day 2 after the hip replacement.
Mrs Jones first had cancer in 2002.     As a child she had measles and
mumps.*

Exercise:   Circle the correct option :   “a”  “an”  “the”  or   [ no article at
all ] in the following sentences.   Answers are given at the end of the book.)

3.1   a  /   an   /  the  /    ---       patient is still recovering.

3.2 Expert opinion seems to be that       a  /   an   /  the  /    ---       Western
medication is      a  /   an   /  the  /    ---        best thing for you at     
a  /   an   /  the  /    ---        this time.

3.3 I can understand why you are anxious, but there is no need to be. 
a  /   an   /  the  /    ---      medical team here in this Hospital is excellent.
Don’t worry!

3.4 The patient reports having      a  /   an   /  the  /    ---    measles  and



a  /   an   /  the  /    ---        mumps  as  a  child but  good health in her adult
life.
3.5 You need to exercise empathy when talking to Mrs Jones.  She has
a  /   an   /  the  /    ---       cancer  and only found out yesterday.

3.6 You need to exercise empathy when talking to Mrs Jones.  She has
a  /   an   /  the  /    ---       liver cancer and only found out yesterday.

3.7 These days, having  a  /   an   /  the  /    ---      cancer is not necessarily
a death sentence.

3.8 You need to cut down on surgary foods as they are
exacerbating  a  /   an   /  the  /    ---      pimples on your face.

3.9 Harry has terrible acne and is using    a  /   an   /  the  /    ---      soap
which his Doctor recommended.     a  /   an   /  the  /    ---       soap seems to
be helping.

3.10 She lives with her parents and two  brothers and studies
at                        
a  /   an   /  the  /    ---          Melbourne University.

4.  Apostrophes

APOSTROPHES are little marks, like a comma but written above the line,
and have three uses:

Use No.1 To show a letter has been left out.
I’ve done it.     Instead of:  I have done it!    

Use No.2 To show something belongs to someone
(singular possessive).  The apostrophe goes before the “s”   
The nurse’s mask was a blue colour.

Use No.3 To show things belonging to more than one
person (plural possessive).  The apostrophe goes after the “s”
.                The nurses’ masks were blue.

DO YOU NEED TO KNOW ABOUT THE APOSTROPHE ?   Yes! 



Because your patient’s name  [singular possessive]  might be Mr Blackmore. 
You might want to write: 
On review, Mr Blackmore’s vital signs had changed for the worse.

Now … what about a patient whose name is, say, Mrs Jones – her name ends
in an “s”.     On review,  Mrs Jones’ vital signs had changed for the worse.

Although Mrs Jones is only one person –    and the vital signs belong to her – 
strictly speaking you should write  Mrs Jones’s  vital signs … however, for
the past few decades, this convention has changed and now singular
possessive apostrophes for names ending in “s” – adopt the apostrophe after
the ‘s’.   If you read Christian articles, you will see Jesus’  name written with
the apostrophe after the “s”.

Another little word that connotes possession is  “ its “  .   Note there is NO
apostrophe.    If you write   “   it’s  “   -  it is equivalent to   It
is     Confused?  Keep going !      Here are some examples of using the
possessive apostrophe as well as  the word     its    in a possessive way:

Mrs Brown’s medication was increased to four-hourly.
Mrs Jones’  medication was increased to four-hourly.



Using possessive apostrophes – continued

The patient’s medication was increased to three times a day.
The patient’s history was noted and filed in the filing cabinet.
The dog’s owners were very happy with their dog’s new-found mobility.
The Physiotherapist’s exercise regime was closely followed by the patient.
The horse had calmed down.  Its fever had passed and it was on the road to
recovery.
The Nurses’ Station is manned 24 hours a day.
A Hospital needs to closely monitor hygiene levels otherwise its reputation
will suffer.

Note that   “its” used possessively – has NO apostrophe. 
Ah – English !    At times it’s not easy !

Exercises:    Apostrophes*        Do the following sentences require an
apostrophe?  (Answers are at the end of the book.)    *Pronounced   A-poss-
troh-feez

4.1  The patients behaviour was very strange.
4.2  Its OK to miss one tablet, but not two.
4.3   Mrs Stromess headaches were getting worse.
4.4   The doctors performing the surgery were all specialists.
4.5   The patients in the Waiting Room were becoming impatient and noisy

5.  Joining words  ( yet,   and,   but;  consequently,
therefore;   furthermore, in addition, moreover;  )
The definitions of these words can overlap, so you want to be careful about
how and when you use them.
 
consequently, therefore:  Something happened or something is true because
of something preceding it.
Example:  Jonathan read the company website and articles about the
company before his interview.  He was able to ask very good questions
during his interview.
Revision:  Jonathan read the company website and articles about the
company before his interview; therefore, he was able to ask very good
questions . . . ☐  



his interview; consequently he was able to ask very good questions   . . . ☐

furthermore, in addition, moreover:  Similar to the word “and,” but with more
of a relationship to the first part of the sentence. 
Example:  Soo-yeon checked the grammar in her college application essay
twice.  She asked her neighbor to check the grammar one more time.
Revision:  Soo-yeon checked the grammar in her college application essay
twice; in addition, she asked her neighbor to check the grammar one more
time.
 
however: Just like the word “but,” only for longer sentences.
Example:  Miguel’s car didn’t start this morning.  He got a jump start from
his
neighbor and was able to make it to his appointment on time.
 



Revision:  Miguel’s car didn’t start this morning; however, he got a jump
start from his neighbor and was able to make it to his appointment on time.

indeed, in fact:  Similar to the word “and,” but there is a closer relationship to
the first part of the sentence, and it extends the information in the first part of
the sentence.
Example:  Priya seems to be a workaholic.  She spent the holiday in her
Clinic finishing the report.
Revision:  Priya seems to be a workaholic;   in fact, she spent the holiday in
her Clinic finishing the report.

nevertheless:  Very similar to the word “but,”   but the truth of what comes
before “nevertheless” is emphasized.
Example:  All his friends have been praising the high quality of service in
the new Pathology Department for months.  When he went there, the
Receptionist was quite rude.
Revision:  All his friends have been praising the high quality of service in the
new Pathology Department for months; nevertheless, when he went there, the
Receptionist was quite rude.

then:    Something happening in sequence, after a previous event.
Example:  Wenyu carefully reviewed the credit card offers she had received
this month.  She chose the one with the best terms and completed the
application.
Revision:  Wenyu carefully reviewed the credit card offers she had received
this month;   then, she chose the one with the best terms and completed the
application.

‘And’ is a simple joining word – be careful you use it only once in a
sentence  -  and try to think up a different joining word the next time you join
two connected ideas together!  

Consider this sentence:

Tom never attended lectures and somehow passed his exams and then he
went on to be a doctor in Guatemala and he has been living there for six years
now and has married and has two children and I think he likes his
life.   [AND it is boring, repetitive, uninspiring, poor English].   

So how do you make this long sentence better?    By making it into two



sentences!
 

Tom never attended lectures.   Somehow he passed his exams, went on
to be a doctor in Guatemala where he has lived for six years, married,
and had two children:  I think he likes his life.



6.  Making up complex sentences – joining 2 sentences together

If you are writing something like:

The patient presented with a severe headache.  One hour later the
patient suffered an episode of vomiting and diarrhoea. 

The above 2 sentences are all about the same thing:  the patient and his (or
her) problems.    The two sentences are also both independent clauses -  both
of them are sentences in their own right.   If you join them together –  two
independent clauses - into one long sentence – it will become better English,
more concise.  They will become a  compound  sentence.

The patient first presented with a severe headache which was followed
one hour later with vomiting and diarrhoea.

Another example:
The globalization of commerce is underpinned by smart technology. 
One problem is, however, ever increasing cyber attacks by computer
hackers who penetrate databases and password protected files.

These 2 sentences are both “stand alone” sentences in their own right – but
the second one is dependent on the first one -  there is no need for the second
clause unless you wrote the first one.  Joining these two together (an
independent and a dependent clause) will make this a complex sentence.

Better:   Globalized commerce, underpinned by smart technology, has
the rising  problem  of computer hacking –  unauthorised access to our
private data.

Handy words to use when joining two sentences together:
and so  /   consequently /  however /  therefore /  but /  and /   as well
as  /   which was followed by /  which first arose /   in addition to /  but,
unfortunately  /

Exercises:    Joining words*       Join the following sentences - make each
pair into one sentence, using an appropriate joining word.  Choose from 
however, but, so, subsequently, when.    (Answers are at the end of the
book.)   * Also known as  conjunctions.

1st half of sentence 2nd half of sentence



6.1   Spring is coming: a wonderful time of year.      The nights are cold and the days, sunny.
6.2    The patient received a blood transfusion.        After the transfusion, he turned pink.
6.3    Some mothers get post partum depression.      Most of them get over it and move on.
6.4    Some mothers get post partum depression.      Not all mothers are afflicted. 
6.5    Some mothers get post partum depression.      The fathers need to exercise patience.



More exercises on joining words:   choose from  and,  whereas,   despite,  unless,  moreover

6.6    The patient was very anxious about the dentist’s drill.     She was trembling all over.
6.7    The patient was scared about getting his teeth checked.   He kept his mouth shut tight.
6.8    The nurse explained everything.    The surgeon just kept his distance, waiting for the nurse to stop
talking.
6.9    The nurse explained everything. The patient being only semi conscious after the surgery.
6.10  All trauma accident victims require fluids of one kind or another.  Of course, this is not the case if
the accident victim has only sustained light injuries.

7.  Prepositions
Prepositions help describe position:     at school,  in the room,  on the table,  under the bed.
Prepositions help describe direction:  handed the paper to him,  I received a present from him.    I am
travelling to the city.    I will come to see you tomorrow.  I poured water into the jug.   I am standing
under the shower.

Prepositions pinpoint an actual time:  on that day,   on the 12th May,  in June of that year, 
in 2004,    on the first day of every month.
Below is a list of prepositions in the English language:

Aboard,    about,  above, across, after,                against,
along,                             amid,                             among,               around,                            before,                             behind,
below,                             beneath,              beside,                            between,             
beyond,               by,             
down,                             during,                             except,                             for,                             like,                            near,
of, off, onto, out, over,  past, 
since, through, throughout, toward, under, underneath,  
until, unto, up,  upon, with, within, 
without

To make these prepositions highly relevant to your letter
writing, consider the following examples:

The scars will reduce over time. 2001 2002 2003 2004 2005
The patient reached over the bench, lost his balance, fell down and twisted
his knee.
His slippers were under the bed and he could not find them.
The consultant sat down on the chair beside the bed.
The name on the chart behind the bed was incorrectly spelt.
The interns are  beside one another.
Two nurses, one behind  the other, were listening intently to the surgeon.



Exercises:    Prepositions   - Choose an appropriate preposition to complete
the following.  

You will need the following prepositions:     up / over / on / at / in / into / to / under / towards /
out

Exercise 7.1 – 7.13
(Answers are given in the back of this book.)

The nurse had good reason to complain. While checking (1) __   __   old Joe Brown this afternoon, she
could not help notice that he had taken out his dentures and placed them (2)____  the glass beside his
bed. It was one of his bad habits. He had also used his bedpan and pushed it (3) ____ the bed.  She
could smell the stale urine.  What a job she had!  And now her shift was almost (4) ____.   “Nurse! 
Nurse!”  someone cried (5) ____ .  She turned and saw Joe standing (6) ____  the doorway, holding
himself (7) ____ with a walking stick.  “What now?”  she thought.   She smiled and turning (8) ____ 
him, she queried:  “Yes?”              “You forgot this”, said Joe.    She looked (9) ____  what he held in
his hand.  It was an envelope.   “But . . .”  she started to say.  “No buts,” said Joe, “just take it.”   “What
is it?” she asked.  “Oh, just some scribblings of mine.  Here.”  Joe thrust the envelope (10) ______ her.
He turned and walked slowly (11) _____ his bed.   “Goodnight, see you tomorrow” she said. “Maybe” 
said Joe.   It was about an hour later when she had arrived home, taken off her shoes, made a coffee,
and sat down.  She could hear the clock ticking.  It was only then that she remembered the envelope
and opened it.   You light (12) ____  my days,  love Joe.  “Dear Joe”  she said quietly to herself.   She
decided to take a perfumed candle (13) ____ Joe in the morning.

8.  Punctuation

The ones discussed here are   the colon  :   the semi colon ;       and the
comma  ,
the ellipsis  . . .   [3 dots] ;     and      the dash  -      
First, the colon :    the semi-colon ;    and the comma    ,

-  Colons indicate the start of a horizontal list. 
-  Semi-colons separate the items in a list with each item itself having several
bits of information and all bits are equally important (the first mentioned is as
important as the last mentioned) 
-  Commas divide the sentence into digestible / easily understood  parts.



Examples:
The patient was taking much medication:  Amoxycillin, Lipitor, Aspirin and
Ramipril.     [Note the use of a colon    :     and commas after each drug tradename].

The patient was taking much medication:  Amoxycillin (120mg b.d.);  Lipitor
(20 mg 1/mane); Aspirin (100 mg  1/mane) and Ramipril (1.25mg 1/mane). 
[Note the use of a semi-colon    ;     after each drug tradename, strength and dosage information].

More examples:
The patient has had a long history of drug abuse:  alcohol, amphetamines,
smoking and caffeine.
Same sentence, but with more detail – and separating each “item” on the list with a semi-colon:   
Using semi colons means that every item is as important as each other – there is no hierarchy of
importance.
The patient has had a long history of drug abuse:  alcohol (4 x 750 ml. bottles
of beer every night);   amphetamines (cocaine and crack since the age of 18); 
smoking (20 to 30 cigarettes a day since the age of 15);  and caffeine (up to
10 strong coffees a day since the age of 16).

Exercise on using colons, semi-colons – or just commas
Should the following sentences have a colon,  semi-colons, commas  or a
mixture of all three?
 
8.1. The patient has been attending this Clinic for the past two years
complaining of  dyspepsia  GORD  hypertension and insomnia.
 
8.2. The patient has been suffering for the past week from a number of
complaints  a runny nose  bilateral headaches  dizzy spells  and  nausea.
 
8.3. The patient has been suffering for the past week from a runny nose
bilateral headaches dizzy spells and nausea.
 
8.4. Mr Jones has been coming to this Clinic for the past five years during
which time he has had a number of problems addressed chronic rhinitis
(2004), GORD (2005), hypertension (2007) insomnia (2008) and most
recently (June 2009) irregular blood pressure.

The comma  “  , ”



Commas divide up sentences into different (but related) parts.  If you regard
the comma as a way of indicating to the reader that this is the place where
you would pause briefly – and take a breath – that is probably spot on. 
Strictly speaking, a comma joins two independent  (stand alone) clauses
followed by  and, but, or, for, nor, so. 



Say the following out loud (no pauses) :    Good morning my name is Dr
Singh and I am on the Ward today I have just called by to see how you
are going Did you have a good sleep last night? I would just like to check
your temperature and look at the surgical wound Would that be
OK?     [Then you pause, to take a breath – before you turn blue].  

No .. you would probably say:   Good morning,  my name is Dr Singh and I
am on the Ward today.   I have just called by to see how you are going.  
Did you have a good sleep last night?   I would just like to check your
temperature,  and look at the surgical wound.  Would that be OK?   [Ah! 
Much better!]

Exercise on using commas -  please add them where you think they should
be.
(Answers are given in the back of this book).

9.1 I am referring the above patient who presented today with a severe
migraine for an EEG test.

9.2 This patient has been suffering from chonic pain for the past five days
and now requires I believe surgical intervention.

9.3 Dental procedures done on this patient in the past have been protracted
and somewhat painful and consequently the patient has now become highly
anxious.

9.4 The woman is suffering from post partum depression due largely to the
Caesarean section (performed without any problems) and her inability to
understand fully because of language difficulties why she had to have the
procedure rather than a normal delivery.

9.5 In the past triage nurses have had overall responsibility for the
patient’s care however new legislation will change this.  
 
9.6 As a discharge plan Mrs Jones and her family need your help in her
four hourly pressure area care her daily sponge bath assistance with all care
and application of Duoderm dressings to a small pressure sore on the right
buttock.



9.7 I am pleased to refer the above patient with multiple myeloma for monitoring of her diet plan
and medication .

9.8 I am pleased to refer Mrs. Brown a 70 year old lady  non smoker  non
alcoholic  widowed with 3 children  who lives alone with symptoms and
signs of myocardial infarction for further assessment and management.

And now,  the ellipsis  and  dash: 
 



The ellipsis     (3 little dots)   “  .  .  . ”

The ellipsis is very useful for all those academics out there writing long
dissertations. It is used when  you are quoting something – but omitting some
of the quotable text.  

Example:  According to Jones (2004)  “ …  without which it would not have
been possible.”    

The main thrust of what you are quoting is that Jones, back in 2004, did some
kind of research and concluded that the result would not have been possible
unless  abc  or  xyz  had been used / consulted.    The “bit”  left out could be
several hundred words – a couple of sentences or just the first clause of the
sentence.  It is up to you. But if you are quoting, word for word, then put in a
citation – and three little dots for the section you are omitting.

The Dash    “  -   ”

If used with care, a dash can be a very useful bit of punctuation.   Dashes are
particularly useful in an  appositive phrase -  setting off the main pieces of
information.  For example:

(A)  I am referring the above patient  -  forty three, divorced,  has
suffered a
     cardiac arrest thirty minutes ago  -  for admission and urgent
attention.

Be warned:  dashes are best left to the academics writing narratively.  If
you are an OET candidate, then it is safer to write this example as per
(B) below: 
 

(B) I am referring the above patient,  a forty three year old,  divorced
male,  who has suffered a cardiac arrest thirty minutes ago,  for
admission and urgent    attention.
 

Note the differences.

10.  Tricky words  (advise/advice    loose/lose    since/ago )

Advise is the verb form – the doing word.



Advice is the noun form – the thing you are giving – you are not giving a
card – you are giving advice.  [Think of ice -  advice  -  like  icecream  -  which is a noun –
so advice is the noun form.]

Loose is the opposite to tight -  His shirt was loose because he was so thin.
Lose is when you have lost something.  Have you seen my shirt? I don’t want
to lose it.

Since a particular time or event – something has happened.
Ago refers to things that happened before now – before this time.



More examples:

I advise you to brush more regularly.
If you want my advice, your problem is really bad oral hygiene.
The splint is too loose.
If you lose the splint, it will cost another $350 to replace – so look
after it.
Since attending this Clinic, the patient has had a lot of respiratory
problems.
The patient has had a lot of respiratory problems since 2001.
Nine years ago, when the patient first started attending this Clinic, he
had breathing problems.

Sometimes we use  “it”   to refer back to a particular subject -  be careful –
make sure  you are using  “it”  clearly -  that there is no doubt what or whom
you are referring to.  

The cat being chased by the dog jumped over a high fence.  It
was

an amazing sight.  

What was amazing?  The dog chasing the cat?  The cat jumping up and over
a very high fence?  Perhaps it was the amazingly high fence?  “It” is not
clear.

Exercise:  Choose the right word (noun or verb?) in each sentence.  
(Answers are given in the back of this book.)
 
10.1 If you want my    advise / advice   you will stay in bed.
10.2 I  advised / adviced  the patient to drink more fluids but he was non compliant.
10.3 The patient was   advised / adviced  to eat more fresh fruit.
10.4 I need you to   losen / loosen your tie.
10.5 Did you    lose / loose   something?
10.6 Hospital gowns are very    loose / lose   and revealing!
10.7 How long    since / ago    you saw her last?



10.8 It has been a long time   since / ago    I spoke to him – at least two years.
10.9 Since / Ago  that time many things have changed.
10.10 Since / Ago  then  the exam format has changed.
10.11 What have you been doing  since / ago  then ?
10.12 Since  2004 /  Ago 2004   the patient has had many epileptic episodes.
10.13 The patient has had many epileptic episodes ever since he starting seeing me

three years ago / since.
10.14 When this patient came to see me three weeks   since / ago,  she was very

anxious and confused.



11.  Verb tenses

The basic rule is to stick to the same tense if the action took place during the
same time  (the same morning, same day,  everything happened before the
operation, everything happened after the operation,  everything is planned to
take place after the patient is discharged). 

Example:  Yesterday *   the patient was suffering from   diarrhoea and was
advised to maintain his fluid intake to avoid dehydration.   Today ** he is
much better and is recovering.     [Incidentally, these two sentences are fine –
no problems at all.]

* = straight away, you are using past tense   [Past tense must be used]
** = now you are using present tense  [Present tense must be used]

Both these sentences are in the same paragraph – as they should be, as they
are both referring to the patient’s physical condition. 

Here is someone who clearly does not use the correct object: 
A man walked into the Medical Clinic saying:  “I’ve hurt my arm in several places.” 
The doctor said, “Well don't go there anymore.”
Q:  What should he have said – to make it perfectly clear to the doctor what has happened ?
A:   I’ve sustained several injuries to my arm. [Don’t use the word ‘places’]

Try some of these exercises -  make sure you use  the past tense of the doing
word (the ‘verb’ )  in sentences relating to things in the past -  and present
tense of the verb word for things relating to the present time.

Exercise:   Getting the verb tense right  

11.1 The patient    sat / sits   over there on that seat yesterday.

11.2 Last week, when I     see / saw    this patient, everything seemed fine.

11.3 I have  explain / explained  everything to him.

11.4 I    explain / explained   how to use the insulin syringe but he does not
listen.

11.5 Whenever this patient   try / tries / tried    to walk without the walking



frame,
she becomes nervous and slides her feet along the floor.

11.6 It’s amazing how     improve / improved   Mrs Jones was after just the
first

injection.

11.  Appositives

‘Appositives’ are modifying phrases or nouns, between two commas, adding
more information or detail.   Here is an example of an appositive (the noun is
in this colour, the appositive is in red).

The chief surgeon, an expert in organ-transplant procedures, took her
nephew on a hospital tour.

Note:  If you eliminated [took out] the appositive – you would end up with
the nuts-and-bolts of the sentence:
 
    The chief surgeon took her nephew on a hospital tour.  
    [The appositive just gives us more information about the surgeon].

You can put appositives to good use – in the opening paragraph of your
Letter of Referral.

I am referring the above patient, a 45 year old divorced male, who is
suffering from suspected colon cancer, for further investigation and
ongoing management.

Eliminate the appositive – and what have you got?

I am referring the above patient for further investigation and ongoing
management.

AND THAT IS WHY YOU MUST PUT A COMMA before and after the
appositive – to set it out clearly – because if you don’t put a comma before
and after the appositive, it will not be a grammatically correct sentence!

Let’s see if you can put a comma in before and after the appositive phrase
in the following sentences (in other words – can you identify the appositive
phrase) :



Exercise:   Writing appositives

12.1 Mrs Williams a forty five year old with lupus came to see me this
morning.
12.2 This patient requires urgent surgery if possible before noon tomorrow
in order

to prevent his inguinal hernia from increasing in size.
12.3 The nurse having instructed the patient on the correct dosage and need
to 

comply with the doctor’s instructions left the Outpatients Department
to go

home.
12.4 I am referring the above patient a sixty-three year old widowed
woman who 

is suffering from severe varicose veins for vascular surgery as soon as
possible.

12.5 The dental surgeon having completed the operation removed
his mask and
gloves  as he walked out the room.

12.  More tricky stuff:   Had / Has had / Had had 

Ah!  The past tense!  In English there are many kinds of past tense -  past
perfect, past imperfect, and past continuous.   Let’s try and simplify things.

If you look at the past as having different degrees of past -  recent past -  and 
long-time-ago past  -  then it makes it easier to use these ‘past participles’, 
little helping words “has”   as in  has had   and  “had”  as in had had. 
 
‘Had’ is used for recent past tense:   I had a coffee with my breakfast this
morning.

‘Had had’ is used for  long time ago past events  -  which will not recur:   The
patient

had had an appendectomy in 1995.

‘Has had’  is used for  long time ago  past events – which MAY recur:   The
patient



has had asthma in 2001 and 2004.

When you use    has had   in a sentence – it infers  the patient  has had
asthma in the past  and may get it again in the future:  the problem is still
occurring – or might occur – in the future.

But!   When you use  had had  in a sentence -  it infers the patient   had 
asthma in the past  and has made lifestyle changes -  bringing about a “cure”
– and the patient is not expected to ever get asthma again.   He/She is now
completely cured of asthma.

Exercise:  Using past participles   (Choose the correct option in the
following sentences):
                                                           All past tense
13.1 The patient       had / has      been very anxious when she arrived this
morning.

13.2 The patient      had / has       a prolapsed disk.

13.3 Three years ago, the patient     has had / had had     a  laminectomy.

13.4 Last week, the patient    had / has had / had had       a laminectomy.

13.5 Mrs Jones      has / has had / had had      much chronic pain over the
last two

years.

13.6 Mrs Jones      has / has had / had had     chronic pain over the last two
years

but with the new analgesics she found relief.

13.7 Bert Smithers   has / had / has had  /  had had     a vasectomy last
week.

13.8 Bert Smithers   has / had / has had  / had had   an appendectomy when
he was

only eighteen and now, in his seventies,  he     has / had / has had / had
had



a proctectomy just last week.

13.9 We  had / have had   a great time last Saturday at the party.

13.10 We  had / have had   many memorable office parties over the years.

Answers start on next page



ANSWERS  TO  THE  EXERCISES

Exercises on Is it a sentence or not?
1.1 Yes
1.2 No  ‘Surgery’ is not a subject.  The surgery – this would make it a
sentence.
1.3 No   The blood pressure …   would make it a sentence.
1.4 Yes
1.5 No.   Would need: Before a Barium Meal, you need to fast.
1.6 No. See 1.2 and 1.3
1.7 No. See 1.2 and 1.3
1.8 No.  Would need:  On examination, the vital signs …
1.9 No.  Would need:  Accordingly, the Paracetamol/Codine …
1.10 No.  Would need:  During the hospital stay, the surgical …

Exercises on Adjectives and Adverbs
2.1 3 adjectives:  uncontrolled  /  persistent /  lower right

No adverbs.
4 nouns:   patient / numbness / pain / leg

2.2 2 nouns:  feet / podiatrist
1 verb:   examined
“regularly” is the adverb  (an adverb of frequency)

Placement of adverb/adjectives in a sentence:
2.3 The patient . . . chronic diahhorrea.
2.4 . . . the Indian Doctor yesterday.
2.5 . . .  has a high temperature.
2.6 The patient looked amazed at the xray result: no cancer!
2.7 The new nervous triage nurse . . .
2.8 I am referring the above widowed male, a 54 year old Engineer.

Or:
I am referring the above male, a 54 year old widowed Engineer.

Exercises on Articles
3.1 The
3.2 Expert opinion seems to be that Western medication is the best thing
for you at this time.
3.3 … but there is no need to be. The medical team here …
3.4 … having measles and mumps as a child …



3.5 She has cancer and only found out yesterday.
3.6 She has liver cancer and only found out yesterday.
3.7 These days, having cancer is not necessarily …
3.8 … as they are exacerbating the pimples on your face.
3.9 Harry has terrible acne and is using the soap which his Doctor
recommended. The soap seems to be helping.
3.10 She lives with her parents and two brothers and studies at Melbourne
University.



Exercises on Apostrophes
4.1 The patient’s behaviour was very strange
4.2 It’s OK to miss one tablet …
4.3 Mrs Stromess’  headaches were …
4.4 The doctors performing …
4.5 The patients in the …

Exercises on Complex sentences using joining words (conjunctions)
6.1 Spring is coming: a wonderful time of year when the nights are cold
and the days are sunny.
6.2 The patient received a blood transfusion and afterwards, turned pink.
6.3 Some mothers get post partum depression but most of them get over it
and move on.
6.4 Some mothers get post partum depression however not all mothers are
afflicted.
6.5 Some mothers get post partum depression so the fathers need to
exercise patience.
6.6 The patient was very anxious about the dentist’s drill and was
trembling all over.
6.7 The patient was scared about getting his teeth checked:  moreover he
kept his mouth shut tight.
6.8 The nurse explained everything, whereas the surgeon just kept his
distance, waiting for the nurse to stop talking.
6.9 The nurse explained everything, despite the patient being only semi-
conscious after the surgery.
6.10 All trauma accident victims require fluids of one kind or another
unless, of course,  the victim has only sustained light injuries.

Exercises on Prepositions
7.1 up  on
7.2 in
7.3 under
7.4 over
7.5 out
7.6 in
7.7 up
7.8 towards
7.9 at



7.10 towards
7.11 towards  /  to
7.12 up
7.13 to



Exercises on Punctuation: colons, semi colons, commas
8.1 The patient has been attending this Clinic for the past two years, 
complaining of dyspepsia, GORD, hypertension and insomnia.
8.2 The patient has been suffering  for the past week from a number of
complaints:  a runny nose,  bilateral headaches,  dizzy spells  and  nausea.
8.3 The patient has been suffering, for the past week, from a runny nose,
bilateral headaches, dizzy spells and nausea.
8.4 Mr Jones has been coming to this Clinic for the past five years, during
which time he has had a number of problems addressed:   chronic rhinitis
(2004);  GORD (2005);  hypertension (2007);  insomnia (2008);  and most
recently (June 2009), irregular blood pressure.

Exercises on Punctuation:  using commas
9.1 I am referring the above patient, who presented today with a severe
migraine, for an EEG test.
9.2 This patient has been suffering from chonic pain for the past five days,
and now requires, I believe, surgical intervention.
9.3 Dental procedures done on this patient in the past have been protracted
and somewhat painful and, consequently, the patient has now become highly
anxious.
9.4 The woman is suffering from post partum depression due largely to the
Caesarean section (performed without any problems), and her inability to
understand fully, because of language difficulties, why she had to have the
procedure rather than a normal delivery.
9.5 In the past, triage nurses have had overall responsibility for the
patient’s care, however, new legislation will change this.  
9.6 As a discharge plan, Mrs Jones and her family need your help in her
four hourly pressure area care, her daily sponge bath, assistance with all care,
and application of Duoderm dressings, to a small pressure sore on the right
buttock.
9.7 I am pleased to refer the above patient with multiple myeloma, for monitoring of her diet plan
and medication .
9.8 I am pleased to refer Mrs. Brown, a 70 year old lady,  non smoker, 
non alcoholic , widowed, with 3 adult children, who lives alone, with
symptoms and signs of myocardial infarction, for further assessment and
management.

Exercises on: tricky words



10.1 If you want my advice you will stay in bed.
10.2 I  advised the patient to drink more fluids but he was non compliant.
10.3 The patient was  advised to eat more fresh fruit.
10.4 I need you to loosen your tie.
10.5 Did you lose something?
10.6 Hospital gowns are very loose and revealing!
10.7 How long  since you saw her last?
10.8 It has been a long time since I spoke to him – at least two years.



10.9 Since that time many things have changed.
10.10 Since then the exam format has changed.
10.11 What have you been doing  since then ?
10.12 Since 2004 the patient has had many epileptic episodes.
10.13 The patient has had many epileptic episodes ever since he starting
seeing me

three years ago.
10.14 When this patient came to see me three weeks ago, she was very

anxious and confused.

Exercises on:  Getting the verb tense right
11.1 The patient  sat over there on that seat yesterday.
11.2 Last week, when I saw this patient,  everything seemed fine.
11.3 I have  explained  everything to him.
11.4 I  explain how to use the insulin syringe but he does not listen.
11.5 Whenever this patient tries to walk without the walking frame,

she becomes nervous and slides her feet along the floor.
11.6 It’s amazing how  improved Mrs Jones was after just the first

injection.

Exercises on:  using appositives
12.1 Mrs Williams, a forty five year old with lupus, came to see me this
morning.

12.2 This patient requires urgent surgery, if possible before noon
tomorrow, in   order to prevent his inguinal hernia from increasing in
size.

12.3 The nurse, having instructed the patient on the correct dosage and
need to 

comply with the doctor’s instructions, left the Outpatients Department
to go

home.
12.4 I am referring the above patient, a sixty-three year old widowed
woman, who 

is suffering from severe varicose veins, for vascular surgery as soon as
possible.

12.5 The dental surgeon, having completed the operation, removed
his mask and



gloves as he walked out the room.
Exercise:  Using past participles
13.1 The patient  had been very anxious when she arrived this morning.
13.2 The patient  had a prolapsed disk.
13.3 Three years ago, the patient had had a  laminectomy.
13.4 Last week, the patient had a laminectomy.
13.5 Mrs Jones has had much chronic pain over the last two years.
13.6 Mrs Jones had had chronic pain over the last two years,  but with the
new
             analgesics she found relief.
13.7 Bert Smithers had a vasectomy last week.
13.8 Bert Smithers had had an appendectomy when he was  only eighteen
and now, 
              in his seventies,  he had a prostectomy just last week.
13.9 We  had a great time last Saturday at the party.
13.10 We  have had  many memorable office parties over the years.

Good luck with your OET Test – or IELTS Test.   If you have any queries, please   Email: 
info@oetworkshop.com



GrammarforOET

VerbTenses

 PresentPerfect

Presentperfecttenseisusedtodescribeaneventwhichstartsinthepastandcontinuesuntilthepresent.
Masteryofthispatternisanessentialforwritingsuccessfulreferralletters.Threecommonwaystoform present
perfectwhenwritingreferrallettersareasfollows:

PresentPerfectSimple PresentPerfectProgressive PresentPerfectPassive

Form:have/has+pastparticiple

 IhavetreatedMr.Smithat
thishospitalfor3years.

 DrXhastreatedMr.Smithat
thishospitalfor3years.

Form:have/has+been+____ing
(presentparticiple)

 IhavebeentreatingMr.Smith
atthishospitalfor3years.

 DrXhasbeentreatingMr.
Smithatthishospitalfor3
years.

Form:have/has+been+past
participle

 Mr.Smithhasbeentreatedat
thishospitalfor3years(..by
DrX).

 Theyhavebeentreatedatthis
hospitalfor3years(..byDrX).

Presentperfectisoftencombinedwithfor/since/over.Comparetheusagebelowandnotetimemarkersused.

For Since Over

Forisusedtodescribeaperiodof
time

 Ihavebeentreatingthe
patientfor3years.

 Thepatienthasbeenonthis
medicationfor6months.

 Ihaven’tseenthepatientfor
1year.

 Thepatienthasbeeninpain
for5hours.

 Thepatienthasbeenwaiting
for15minutes.

 Hehasbeencomplainingof
backpainforaweek.

 Hehasnothadbowel
motionsfor3days.

 Hehasbeenasmokerfora
periodof25years.

Sinceisusedtorefertothestartof
periodoftime

 Ihavebeentreatingthe
patientsince2007.

 Thepatienthasbeenonthis
medicationsinceJanuary.

 Ihaven’tseenthispatient
sinceDecember2009.

 Thepatienthasbeeninpain
since10am.

 Thepatienthasbeenwaiting
since11.45am.

 Hehasbeencomplainingof
backpainsincelastweek.

 Hehasnothadbowel
motionssinceSaturday.

 Hehasbeenasmokersince
1985.

Overusessimilartimemarkerstofor
butisusedtoexpressachangein
condition,ortodescribearepeated
event.

 Thepatient'sconditionhas
deterioratedoverthepast3
months.(changeincondition)

 Thepatienthaspresented
severaltimesoverthelast
year.(repeatedevent)

 Thepatient'sbackpainhas
worsenedoverthelast
week.(changeincondition)

 Hehastriedtoquitsmoking
severaltimesoverthepast25
years.(repeatedevent)

 Thepatienthasexperienced
seizureson3occasionsover
thepastyear.(repeatedevent)

HandyTip
Whenusingtimemarkerssuchas...forthepast20years,...forthelast3months,...forthenext3monthsor....for
theprevious3monthsalwaysusethedefinitearticle"the"asititsfunctionistospecifyaparticularperiodoftime.

CommonErrors

Incorrect Correct

 Thepatientwasdiagnosedhypothyroidism since
2007

Explanation:Pasttensecannotbeusedwithfororsince

 Thepatienthashadhypothyroidism since
2007.(presentperfect)

 Thepatientwasdiagnosedwithhypothyroidism
in2007.(simplepast)



 Shehasbeenproblemswitharthritisinherhands.

Explanation:Problemsinthissentenceisanounsoyou
cannotuse“been”withanoun.Youmustusehaveorhas
+nounorbeen+___ingverb.Youcanalsousebeen+
adjective

 Shehasbeenhavingproblemswitharthritisinher
handssince2007.(presentperfectprogressive)

 Shehashadproblemswitharthritisinherhands
since2007.(presentperfectsimple)

 Shehasbeenarthriticsince2007.(present
perfectsimple+adjective)

 Shehashadarthritissince2007.(presentperfect
simple+noun)

 Heissmoking2packsofcigarettesadayforthe
past25–30years.

 Overthepastweeksheremainsfreefrom severe
painandhasbeenabletotolerateafluiddiet.

 Also,thereisanulcerontherightlowerlateral
borderofthetonguewhichispresentformore
thanoneyear.

 Mr.Diamondisapatientofminesince2000
 Mr.Eddyisaknownsmokerfor25-30years.

Explanation:Theverbsinthesesentencesareinsimple
presenttense.Presentperfectneedstobeusedbecause
youarereferringtoatimeperiodwhichstartedinthepast
andhascontinuedtothepresent.

 Hehasbeensmokingtwopacksofcigarettesa
dayforthepast25-30years.(presentperfect
progressive)

 Overthepastweekshehasremainedfreefrom
severepainandhasbeenabletotolerateafluid
diet.(presentperfectsimple)

 Also,thereisanulcerontherightlowerlateral
borderofthetongue,whichhasbeenpresentfor
morethanoneyear.(presentperfectpassive)

 MrDiamondhasbeenapatientofminesince
2000.(presentperfectsimple)

 Mr.Eddyhasbeenasmokerfor25years.
(presentperfectsimple)

 Mrs.Brownhasbeenpresentingtomeonseveral
occasionsoverthepastfewmonths.

Explanation:Progressiveform notrequired.

 Mrs.Brownhaspresentedtomeonseveral
occasionsoverthepastfewmonths.

SimplePastorPresentPerfect

Thereisoftenconfusionofwhethertousesimplepastorpresentperfecttense.Thebasicruletorememberisifyou
arereferringaparticulartimeinthepastthenyoumustusesimplepasttense.Ifyouarereferringtoaperiodoftime
thatstartsinthepastandcontinuesuptonowusepresentperfecttense.

Therearesomecommontimemarkersusedwithsimplepastandpresentperfect.Itisimportanttostudy,learnand
usethesetensescorrectlywhenwritingreferrallettersasyoumustrefertobothpasteventsandperiodsoftime
leadingtothepresent.

TimeMarkerswithSimplePast TimemarkerswithPresentPerfect

 Hesuckedhisthumbuntilhewas5.
 Mrs.Kellyhaddiverticulitiswhenshewasa

teenager.
 Hefirstcametoseemein2004.
 Thepatientdidn’trespondtotreatment.
 Thepatientwasdiagnosedwithcancer3months

ago.
 Thepatientstoppedtakingmedicationyesterday.

 Hehasbeensuckinghisthumbforfiveyears.
 Mrs.Kellyhashaddiverticulitisforthelast12

years.
 Hehasbeenseeingmesince2004.
 Thepatienthasn’trespondedtotreatmentyet.
 Thepatienthasshownnosignsofimprovement

uptonow.
 Thepatienthasstoppedtakingmedication



recently.

CommonErrors

Incorrect Correct

 Shehasunderwenttriplecoronarybypasssurgery
on10.08.09

 Sheunderwenttriplecoronarybypasssurgeryon
10.08.09

ActiveandPassiveVerbFormation

Inwritingareferralletteritisnecessarytouseavarietyofverbformsincludingbothactiveandpassiveverbs.Using
activeverbsisgoodwhenyouwishtocreateapersonaltoneorimpartsubjectiveinformation.However,passive

verbsandsentencestructuresenablethewritertobemoreobjectiveandfocusattentiononwhatismostimportant
inasentencesuchasthepatient,proceduresandtreatmentratherthanonthemselves.

Compare

1. Iadvisedthepatienttostopsmoking.
2. Thepatientwasadvisedtostopsmoking(focusonthepatient)

1. Iadvisedhertodobedexercisestopreventfurthercomplicationssuchasdeepveinthrombosis.
2. Bedexerciseswereadvisedtopreventfurthercomplicationssuchasdeepveinthrombosis.(focusonthe

treatment)

1. YouneedtotakeFlucloxacillincapsulestwiceadayforadurationof2weeks.
2. Flucloxacillincapsulesneedtobetakentwiceadayforadurationof2weeks.(focusonthemedication)

Toform thepassive,usethebeverb(be,is/are;was/were;hasbeen/havebeen)+pastparticipleasdescribedinthe
tablebelow.

Active Passive

Presentsimple

 Thepatienttakesaspirindaily.

Presentsimple

 Aspirinistakendaily.

Presentsimplecontinuous

 Thepatientistakingaspirindaily.

Presentsimplecontinuous

 Aspirinisbeingtakendaily.

Pastsimple

 Thepatienttookaspirindaily.
 Thepatienttook3tabletsdaily.

Pastsimple

 Aspirinwastakendaily.
 3tabletsweretakendaily.

Pastsimplecontinuous

 Thepatientwastakingaspirindaily.

Pastsimplecontinuous

 Aspirinwasbeingtakendaily.

Presentperfect Presentperfect



 Thepatienthastakenaspirindailyforaperiodof
oneyear.

 Thepatienthastakenaspirin,notenandnormison
foraperiodofoneyear.

 Aspirinhasbeentakendailyforaperiodofone
year.

 Aspirin,notenandnormisonhavebeentakenfor
aperiodofoneyear.

Presentperfectcontinuous

 Thepatienthasbeentakingaspirindaily.

Presentperfectcontinuous

 Nil:Thisform israrelyusedinthepassive.

Pastperfect

 Thepatienthadtakenaspirindailyforaperiodof
oneyear.

 Thepatienthadtakenaspirin,notenand
normisonforaperiodofoneyear.

Pastperfect

 Aspirinhadbeentakendailyforaperiodofone
year.

 Aspirin,notenandnormisonhadbeentakenfora
periodofoneyear.

Pastperfectcontinuous

 Thepatienthadbeentakingaspirindaily.

Pastperfectcontinuous

 Nil:Thisform israrelyusedinthepassive.

Future

 Thepatientwilltakeaspirinintheevening

Future

 Aspirinwillbetakenintheevening.

Modalform

 Thepatientshouldhavetakenaspirininthe
evening.

Modalform

 Aspirinshouldhavebeentakenintheevening.

Pleasereviewthelistofcommonmistakesbelow.

Incorrect Correct

 Shewasperformedacolostomyaccompanied
withapartialbowelresection.

 Acolostomywasperformedwithapartialbowel
resection.

 Acolostomywasperformedonthepatientbythe
doctorwithapartialbowelresection.

Thefirstexampleisbetterasitmoreconciseandalsoit
isobvioustherolesofpatientanddoctorsoitis
unnecessarytostatethem.

 Asperthedoctor’sorder,wewereorganizeddaily
homevisits.

 Asperthedoctor’sorder,dailyhomevisitswere
organized.(passive)

 Asperthedoctor’sorder,weorganiseddaily
homevisits.(active)

Bothsentencesaregrammaticallycorrectbutthefirst
exampleispreferredbecauseitfocusesattentiononthe
procedure.



 On9.7.06hewaspresentedtomeforhisregular
checkup.

 On9.7.06hepresentedtomeforhisregular
checkup.(active)

Activevoiceispreferredhereasthepatientisthesubject
andmostlikelypresentedhimself.

 Onthesubsequentvisitthetreatmentoptions
wasdiscussed.

 Onthesubsequentvisitthetreatmentoptions
werediscussed.

Becausethenounispluralthepluralverb“were”is
required.

 Shehaddonecolonoscopy3yearsago.  Acolonoscopywasdone3yearsago.
 Shehadacolonoscopydone3yearsago.

Inthesesentencesitisunimportantwhoperformedthe
colonoscopysopassivevoiceisused.

 Initially,shecametomeon14/01/2006fora
generalcheckupandwasfoundherblood
pressure160/90.

 Initially,shecametomeon14/01/2006fora
generalcheckupandherbloodpressurewas
foundtobe160/90.

Aftertheconjunctionandasubjectisrequired.

 Inaddition,herbabywillneedtomonitorhis
growthandgeneralhealthcondition

 Inaddition,thebaby’sgrowthandgeneralhealth
conditionwillneedtobemonitored

Futureform ofthepassive.

 Noten50mg1/2tabletdailywasprescribedwhile
ZocorandCalcium Caltratewerecontinued
taking.

 Noten50mg1/2tabletdailywasprescribedwhile
ZocorandCalcium Caltratewerecontinuedtobe
taken

 TodayatmysurgeryattendedMr.Attard
complainingofpaininhisupperleftmolar.

 Today,Mr.Attardattendedsurgerycomplaining
ofpaininhisupperleftmolar.

Useactiveform hereasyouneedtofocusonyourpatient,
notyoursurgery

PastPerfect
PastPerfectisanimportanttenseinreferralletters.Themainfunctionsofthistenseare:

 Whenusedwithsimplepastitallowsthewritertodistinguishtheorderofevents:
o Shehadnotbeenabletoconceiveoverthepreviousfourmonthsandasaresultshewassuffering

from depression.Thismeans:firstshecouldnotconceive,thenshebecamedepressed.
 Whenusedinreportedspeech.Thecasenotesmaydescribethepatient'sconditionatatimeinthepast,i.e

patientfoundbloodintoiletbowl2times.Thiscanbewritteninthereferralletterasfollows:
o Attoday’sconsultation,Ms.Leonreportedthattherehadbeenbloodinthetoiletbowlon2

occasions.

Sothemainbenefitofusingpastperfectisthatitallowsthewritertoexpresstheorderinwhichcertainhealth



eventsoccurredlogicallyandclearly.

HandyHint1
Donotusepastperfectwhendescribingonepasteventasitisnotnecessary.
Compare

 Thepatienthadbeenfeelingunwelllastweek.(incorrectif1pasteventdescribed)
 Thepatientwasfeelingunwelllastweek.(correct)
 Thepatienthadbeenfeelingunwelllastweekandwasadmittedtohospitalforobservation.(correctas2

pasteventsneedtobedistinguished)

HandyHint2
Pastperfectisoftenusedwiththewordpreviousinsteadofagotodemonstratethatyouarereferringtoatime
beforeaparticulardateinthepast,notthedateyouarewritingtheletter.Seebelowforexamples.

Incorrect Correct

 Shepresentedtomeon03/07/2010foraregular
checkupbecausesheexperiencedseveral
episodeofheartflutteroverthepastfewweeks.

o Pastperfecttenseisnecessaryhere(had
experienced)todifferentiatewhat
happenedpriortothecheckup,whichis
alsointhepast.

o Asyourmeaningispriorto03/07/10and
notthedayofwritingtheletter,you
shouldusethewordpreviousinsteadof
past.

 Shepresentedtomeon03/07/2010foraregular
checkupbecauseshehadexperiencedseveral
episodesofheartflutteroverthepreviousfew
weeks.

 Onreviewtwoweekslater,thefrequencyof
headachedecreased.

o Usepastperfecttoindicatethat
frequencyofheadachehaddecreased
priortotheconsultation.

 Onreviewtwoweekslater,thefrequencyof
headachehaddecreased.

 Areviewon25/04/10showedthepatient’s
generalhealthimprovedandherbloodpressure
droppedto140/85andshelost4kg.

o Pastperfectisusedwhendescribinga
conditionthatwastrueatacertaintime
inthepast.

 Areviewon25/04/10showedthepatient’s
generalhealthhadimprovedandherblood
pressurehaddroppedto140/85andshehadlost
4kg.

 Shepresentedtomeyesterdayeveningwith
abdominalpain,mostlyontheleftiliacfossa,and
wassince24hours.

o Notethatinthecorrectversion3different
timesneedtobeconsidered

2. Thepresenti.etoday:timeofwriting
3. Yesterdayeveningsconsultation
4. Symptomswhichoccurredbefore

yesterday'sconsultation.

 Shepresentedtomeyesterdayeveningwith
abdominalpain,mostlyontheleftiliacfossa,
whichhadbeenoccurringfortheprevious24
hours.



 ShewasadmittedinRoyalBrisbaneandWomen’s
Hospitalon24/07/08becauseshecollapsedat
home.

o Usepastperfecttensetocreateatime
line,sopastperfectindicatesthe
collapseoccurredbeforetheadmission.

 ShewasadmittedinRoyalBrisbaneandWomen’s
Hospitalon24/07/08becauseshehadcollapsed
athome.

 InitiallyshepresentedtomeinJuly2010witha
complaintofchestdiscomfortforthreeweeks.

o Ifyouusethistimeexpression:forafew
weeksthenyoumusteitherusearelative
clauseandpastperfectverbtense,orthe
veryconciseandusefulexpression:
of______duration.

 InitiallyshepresentedtomeinJuly2010witha
complaintofchestdiscomfortwhichhadbeen
presentforthreeweeks.

 InitiallyshepresentedtomeinJuly2006witha
complaintofchestdiscomfortof3weekduration.

 Mrs.JoneshadtakenMicrogynon30forthe
previous5yearsbuthadstoppedinMay2009.

o Thereisnoneedtousepastperfect
twice.

 Mrs.JoneshadtakenMicrogynon30forthe
previous5yearsbutstoppedinMay2009.

 Onrecheckingat10.45pm,herconditionhas
furtherdeterioratedandanambulancewas
arrangedfortransfertohospital.

o Usepastperfectandsimplepast
togethertodistinguishtheorderof
eventsi.eherconditiondeterioratedthen
anambulancewascalled.

 Onrecheckingat10.45pm,herconditionhad
furtherdeterioratedandanambulancewas
arrangedfortransfertohospital.

Subject-VerbAgreement

Subjectverbagreementisanareawhereaccuracyisimportant.Belowaresomeimportantruleswhichyoushould
remember.

Singularsubject&verb Pluralsubject&verb Explanation

 Thesuturehasbeen
removed.

 Thesutureshavebeen
removed.

 Oneofthemedications
is
unavailable.

 Allofthemedications
are
unavailable.

Theverb
agreeswith
thesubject
whichis
thiscaseis
either
singularin
oneor
pluralinall.

 Oneofthemedications
hassideeffects.

 Allofthemedications
havesideeffects

Theverb
agreeswith
thesubject
whichis



thiscaseis
either
singularin
oneor
pluralinall.

 Mrs.Prattlivesinrental
accommodation.

 Mr.&Mrs.Prattlivein
rentalaccommodation.

 Heneedstobeassisted
withactivitiesofdaily
living.

 Theyneedtobeassisted
withactivitiesofdaily
living.

CommonErrors

Incorrect Correct

 Alison’sschoolmedicalrecordrevealsthather
attendancehavebeendeclininginrecentpast.

 Alison’sschoolmedicalrecordrevealsthather
attendancehasbeendeclininginrecentpast.

 Allthesefindingshasbeenconfirmedwithbite-
wingradiographs.

 Allthesefindingshavebeenconfirmedwithbite-
wingradiographs.

 Iam writingtoreferthispatientwhoIsuspectis
sufferingfrom rheumaticfeverandneedurgent
admission.

 Iam writingtoreferthispatientwhoIsuspectis
sufferingfrom rheumaticfeverandneedsurgent
admission.

 Ibelievethattheteeth65and54needstobe
extractedfollowedbyspacemaintainer.

 Ibelievethattheteeth65and54needtobe
extractedfollowedbyspacemaintainer.

 Threadwormslookslikefinepiecesofcotton
threadthatcangrowupto1.5cm long.

 Threadwormslooklikefinepiecesofcotton
threadthatcangrowupto1.5cm long.

 Athreadworm lookslikefinepiecesofcotton
threadthatcangrowupto1.5cm long.

ArticleUsage

ArticlesUsagewithCountable&UncountableNouns

Whetheranarticleisrequiredornotdependsonthenounthatfollows.Forthispurposenounscanbeclassifiedinto
twotypes:countable&uncountablenouns.Thedifferenceisbasedonwhetherthenouncanbecountedornot.For
examplecomplaintisacountablenounasitcanbecounted.Thereforeitispossibletosay1complaintor2
complaints.Adviceontheotherhandcannotbecountedsoitisnotpossibletosay1adviceor2advices,The
correctexpressionissome/anyadviceortheexpressionapieceofadvice.

Countablenouns
Thesenounshaveasingularform andpluralform.



Singular
Inthesingularform anarticleisusuallyusedbeforethenoun.Example:Thedoctorreceivedacomplaintfrom her
patient.
NB.Exceptions:Thearticlecanbeleftoutifitisreplacedwithanotherdeterminersuchashis/herorthis/thator
any/each/every.E.g.Thedoctorlistenedtoeachcomplaint.Hercomplaintwasrecorded.

Plural
Inthepluralform thearticleisusuallynotusedbeforethenoun.Example:Thedoctorreceivedcomplaintsfrom her
patients.

Remember:Alwaysusearticleswhenreferringaparticularjobsuchas:
doctor/dentist/nurse/pharmacist/physiotherapist/teacheretcetc.

Countablenouns Singularform
Notetheuseofanarticlebeforeeach
nouninsingularform,eitheras
a/an/the

Pluralform
Notetheabsenceoftheindefinite
articlesa/anbeforeeachnounin
singularform,butthedefinitearticle

abscess Thepatienthadanabscessonher
gum.

Thepatienthad3abscessesonher
gum.

ache Thepatientreportedadullacheinher
abdomen.

Thepatientsufferedfrom achesand
pains.

accountant Mr.Hagenisanaccountant. Mr.&Mrs.Hagenareboth
accountants.

appointment Afollow-upappointmentwas
scheduled.

Thepatientdidnotattendherfollow-
upappointments.

cavity Thecavitywasexposed. Thecavitieswereexposed.

checkup Thepatientattendedforacheck-up. Regularcheck-upswillkeepyou
healthy.

complaint Ifyouhaveacomplaint,tellyour
doctor.

Ifyouhaveanycomplaints,tellyour
doctor.

condition Youhaveaconditionknownas
tuberculosis.

Thereare3conditionswhichcan
indicatethepresenceofcancer.

deposit Acariousdepositwasevidentontooth
32.

Cariousdepositswereevidentonteeth
32&33.

doctor Thepatienthasnotseenadoctorfor
severalyears.

Threedoctorswereinvolvedinthe
treatmentofthepatient.

episode Thepatienthadanepisodeofheart
flutter.

Thepatientreported3episodesof
heartflutter.

examination Anexaminationisnecessarytorule
outcancer.

Bloodurineexaminationsrevealedno
abnormalities.

gum Thegum surroundingtooth23was
inflamed.

Thegumswereinfected.

increase Therewasanincreaseinthesizeof
theswelling.

Thepatientpresentedwithnumerous
swellings.

interpreter Aninterpreterisrequired. Interpreterswillberequired.

investigation Aninvestigationisrequiredtoruleout
bowelcancer.

Investigationsarerequiredtoruleout
bowelcancer.

limp Thepatientwalkedwithalimp. Allthepatientshadlimps.

parasite Thethreadworm isaparasite. Threadwormsareparasites.

lip Thepatienthadaswollenlip.(onelip)Thepatienthadswollenlips.(both
lips)

smoker Sheisasmoker. Theyaresmokers.

operation Anoperationisnecessary. Twooperationsarenecessary.

painkiller Thepatientrequestedapainkiller. Painkillersarenotnecessarywiththis
procedure.



physiotherapist Anappointmentneedstobea
arrangedwithaphysiotherapist.

Twophysiotherapistsworkatthis
rehabilitationcentre.

result Thepatienthopedforapositiveresult.Theresultswerepositive.

review Areviewwasscheduledafter2weeks.Thenursereceivedpositivereviews
from herpatients.

sensation Thepatientreportedatingling
sensationinhisfingers.

Thepatientexperiencetingling
sensationsinhisfingers.

socialworker Asocialworkerhasbeenarrangedto
offerongoingcare.

Twosocialworkershavebeen
arrangedtoofferongoingcare.

teacher Steveisateacher. SteveandChrisareteachers.

test Abloodtestwasordered. Bloodandurinetestswereordered.

visit Pleaseorganiseavisitbyasocial
worker.

Regularvisitsbyasocialworkeris
required.

Uncountablenouns
Thesenounscannottakeapluralform suchas:cancer,anaesthesiaandinformation.Forthesewordsnoarticleis
required.However,thedefinitearticletheaswellasquantifierssuchassomeandanycanbeusedbeforethenoun.

Uncountablenouns Indefinitearticlescannotbeusedwithuncountablenouns.
Howeverdefinitearticle“the”aswellasquantifierssuch

assomeandanycanbeused.

accommodation Thepatientlivesinrentalaccommodation.

advice Adviceondietisrequested.

assistance Thepatientwillrequireassistanceupondischarge.

attention Thepatientrequiresurgentattention.

behaviour Onexamination,thepatient'sbehaviourwasabnormal.

cancer Thepatienthascancer.

caries Deepcarieswerepresentonseveralteeth.

concentration Thepatienthaspoorconcentration.

damage Thescanconfirmeddamagetothemedialcartilage.

discomfort Ifyouexperiencediscomfort,pleaseconsultyourdoctor.

information Shouldyourequirefurtherinformation,pleasedonot
hesitatetocontactme.

pain Thepatientexperiencedpainonpalpation.

progress Thepatienthasmadegoodprogress.

tissue Shehashealthy,softtissue.

treatment Theconditiondidnotrespondtotreatment.

research Furtherresearchisrequired.

surgery Thepatientchosenottohavesurgery.

Commonmistakes

Incorrect Correct

Woundonherleftkneehasbeenstitched. Awoundonherlefthandhasbeenstitched.

Iam writingtoreferMarvin,7yearoldboywhowas
admittedtohospitalon21/11/10.

Iam writingtoreferMarvin,a7yearoldboywhowas
admittedtohospitalon21/11/09.

MrBrownhasbeenpatientofminefor7years. MrBrownhasbeenapatientofminefor7years.

Pleasenote,thepatienthashadprostheticheartvalvefor
year.

Pleasenote,thepatienthashadaprostheticheartvalve
forayear.

Examinationrevealedabscessonhergum. Examinationrevealedanabscessonhergum.

Apartfrom bruisestoherbody,X-raysrevealthatshehas
fractureoftherightankle.

Apartfrom bruisestoherbody,X-raysrevealthatshehas
afractureoftherightankle.

MrJoneshadaheartsurgeryin2009. MrJoneshadheartsurgeryin2009.

Thepatienthasacancer. Thepatienthascancer.



Shehadahealthysofttissue. Shehadhealthysofttissue.

Hehadlaceratedlipandswollengum. Hehadalaceratedlipandswollengums.

Thepatienthaspollenallergy. Thepatienthasapollenallergy.

Thepatienthastenderrightelbowjoint. Thepatienthasatenderrightelbowjoint.

Thepatientpresentedforregularcheck-upon12/2/10. Thepatientpresentedforaregularcheck-upon12/2/10.

 NewInformationVsPreviouslyMentionedInformation

IndefiniteArticle:AorAn
Whenyoumentionsomethingforthefirsttimetheindefinitearticlea/anisrequired.Thissignifiestothereaderthat
ithasn’tbeenmentionedbefore.

DefiniteArticle:The
Whenyoumentionsomethingforthesecondandsubsequenttimesthatwementionitthedefinitearticletheis
requiredbecausewearereferringasomethingwhichhasbeenmentionedbefore.
Example:Initially,shecametomeon03/07/06forabloodtest.Theresultsofthebloodtestwerenegative.

Correctapplicationofthisrulecreatescohesioninyourletterasyouareabletoconnectideas,asintheexample
above,wherethereaderknowswhichbloodtestisbeingreferred.Conversely,incorrectusecanconfusethereader.

Example:Initially,shecametomeon03/07/06forthebloodtest.Theresultsofabloodtestwerenegative.

Intheexampleabovetheideasarenotconnectedandthereaderwillbeconfused.

Incorrect Correct

 Thepatienthasthefamilyhistoryofdiabetes.

Explanation:Ifitisthefirsttimetogivethisinformation
thentheindefinitearticleisrequiredforcountablenouns.

 Thepatienthasafamilyhistoryofdiabetes.

 Inaddition,thepainintherightkneejointhas
appearedoverthelast2days.

 Thankyouforseeing,MrandMrsConway,who
havepresentedtomeforfertilityadvice.

Explanation:Ifitisthefirsttimetogivethisinformation
andthewordisanuncountablenoun,suchaspainor
advice,thennoarticleisrequired.Note,thiserrorhasabig
effectonmeaning:theinthiscaseimpliesthatthis
subjecthasbeenmentionedpreviously,whichofcourseit
hasn't.
Formoredetailsoncountable&uncountablenounsclick
here

 Inaddition,painintherightkneejointhas
appearedoverthelast2days.

 Thankyouforseeing,MrandMrsConway,who
havepresentedtomeforfertilityadvice.

 Thankyouforseeingthispatient,aneightyearold
girlwhopresentedtodaywiththebrokenleftarm
followingtheaccidentathisschoolplayground.It
hasbeenfortyminutessinceaccident.

 Thankyouforseeingthispatient,aneightyearold
girlwhopresentedtodaywithabrokenleftarm
followinganaccidentathisschoolplayground.It
hasbeenfortyminutessincetheaccident.

ReferringtoSomethingSpecific

Thedefinitearticleisusedwhenreferringtosomethingspecific.Itisveryimportanttoincludethisarticletosignify
theinformationisspecific.

Note:Thesearticlesareusuallyomittedinthecasenotes.Thisisbecausethecasenotesareinshortnoteform and



standardgrammarrulesdonotapply.Howeverforreferrallettersitisnecessarytoapplyandadheretostandard
grammarrules.

Incorrect Correct

 ShewasonMicrogynon30forprevious5years.
 Hehasbeenasmokerforlast12years.
 Mr.Robertshasbeenaresidentatournursing

homeforpast2years.
 Thismedicationneedstobetakentwiceadayfor

next3days.

Explanation:Alltheexpressionsabovearereferringtoa
specificperiodoftimesoadefinitearticleisrequired.

 ShewasonMicrogynon30fortheprevious5
years

 Hehasbeenasmokerforthelast12years.
 Mr.Robertshasbeenaresidentatournursing

homeforthepast2years.
 Thismedicationneedstobetakentwiceadayfor

thenext3days.

 MrsSangeaniscurrentlyonfollowingmedication:
karvea150mgdaily,oroxinen0.1daily.

Explanation:Inthiscase,thewriterisreferringtospecific
medication.i.ethatwhichfollows.

 MrsSangeaniscurrentlyonthefollowing
medication:karvea150mgdaily,oroxinen0.1daily

 Thepatientreportedpaininleftankle.

Explanation:Herethewriterisreferringtoaspecificside,
i.enottherightsidebuttheleftside.

 Thepatientreportedpainintheleftankle.

 Patientcomplainedofchestpain.

Explanation:Patientrequiresanarticletoindicatewhich
patientthewriterisreferringto.

 Thepatientcomplainedofchestpain.

 Examinationrevealedaslightlyswollenjointanda
tenderspotonmedialaspectofit.

Explanation:Herethewriterisreferringtoaspecific
region,i.enottheanterioraspectbutthemedialaspect.

 Examinationrevealedaslightlyswollenjointanda
tenderspotonthemedialaspectofit.

 Basedonaboveinformation,Ibelievethepatient
needsurgentadmissiontohospital.

Explanation:Herethewriterisreferringtoaspecific
information,i.enottheinformationonthemedicalchart
buttheinformationwrittenabove.

 Basedontheaboveinformation,Ibelievethe
patientneedsurgentadmissiontohospital.

 Thankyouforseeingthispatientwhopresented
atmysurgeryregardingtooth54whichhasbeen
temporaryfilledbyschooldentalservice.

Explanation:Herethewriterisreferringtoaspecificdental
service,i.enotthecommunitydentalservicebutthe
schooldentalservice.

 Thankyouforseeingthispatientwhopresented
atmysurgeryregardingtooth54whichhasbeen
temporaryfilledbytheschooldentalservice.

SpecialUsageofArticles



Therearesomesituationswhereyoushouldalwaysusethedefinitearticleandtherearesomesituationswherethe
indefinitearticleisrequired.Understandingtheserulescangreatlyreducethenumberof"minor"errorsinyour
writingsopleasestudytheserulescarefully.

HandyHint!
Articlesareusuallyomittedinthecasenotes.Thisisbecausethecasenotesareinshortnoteform andstandard
grammarrulesdonotapply.Howeverforreferrallettersitisnecessarytoapplyandadheretostandardgrammar
rulesincludingarticleusage.

BodyParts

Thedefinitearticle"the"shouldbeusedwhenreferringtopartsofthebody.

Incorrect Incorrect

 Paininleftgroin.
 Paininstomach.
 Isuspectittobeadenomaofparotidgland.
 Mr.Smithhadanoperationonaleftknee.

 Painintheleftgroin.
 Paininthestomach.
 Isuspectittobeadenomaoftheparotidgland.
 Mr.Smithhadanoperationontheleftknee.

NamesofDiseases
Donotuseanarticlefornamesofdiseasesorconditions.

Incorrect Correct

 Thepatientissufferingfrom thehighblood
pressure.

 Recently,thepatienthascomplainedofthe
headache.

 Thepatientwasdiagnosedwiththearthritis.
 Thepatienthashadtheinfluenzaforthreedays.

 Thepatientissufferingfrom highbloodpressure.
 Recently,thepatienthascomplainedofheadache.
 Thepatientwasdiagnosedwitharthritis.
 Thepatienthashadinfluenzaforthreedays.

Same
Alwaysusethedefinitearticlewiththisword.

Incorrect Correct

 Shehasafamilyhistoryofsamediseasethathad
beencontrolledbyRisperidone.

 Thechildrenweretreatedbysamedentist.
 Themedicationissameaslasttime.

 Shehasafamilyhistoryofthesamediseasethat
hadbeencontrolledbyRisperidone.

 Thechildrenweretreatedbythesamedentist.
 Themedicationisthesameaslasttime.

ArticleswithGerunds
Agerundisthe…ingform ofaverbwhichtakesonthegrammaticalfunctionofanoun.Itcanbethesubjector
objectinasentence.Usuallynoarticleisrequiredwithgerunds.

Incorrect Correct

 Onreviewtoday,MrWalkerhasreducedthe
smokingfrom 20to10cigarettesperday.

 Thepatientwasadvisedtostopthedrinking.

 Onreviewtoday,MrWalkerhasreducedsmoking
from 20to10cigarettesperday.

 Thepatientwasadvisedtostopdrinking.

ArticlesandNominalisation
Nominalisationisaprocesswhereverbscanbeturnedintoa"nounphrase".Forexample:Thepatientsuckedhis
thumbuntilhewasfivebecomesThepatienthadahabitofthumbsuckinguntiltheageoffive.



OfteninmedicalEnglish,itisnecessarytousenominalisationsuchas:Theexcessivedrinkingofalcoholwill
adverselyaffectyourhealth.Thereductionofweighthasledtoimprovedhealth.Itiscommoninthesecasestouse
anarticlebeforethenominalisedexpression.

Theotherbenefitofusingthestyleofwritingisthatitcreatesaformaltoneandallowsyoutosummarisedetails
from thecasenotes.

Incorrect Correct

 Thepatientiscomplainingofdiscomfortduring
passingofurine.

 Thepatientiscomplainingofdiscomfortduring
thepassingofurine.

AppropriatenessofLanguage 

Informal&CasualExpressions
ThewrittenlanguageofEnglishisdifferenttothespokenlanguageinthatitisquiteformalwhereasthespokenform
ismorecasual.Ifspokenlanguageexpressionsareusedinformallettersitaffectsthe“toneandregister”ofthe
letter.Therefore,itisimportanttomaintainaformaltoneandusestandardexpressions.Belowisalistof
inappropriatecasualexpressionswithmoreformalappropriateexpressions.

ExampleWords

Casual Formal Casual Formal Casual Formal Casual Formal Casual Formal Casual Formal

asksforrequests think believe get became so very but however kids children

say state get receive got become about regarding really greatly sad depressed

said stated got received So Therefore abit slightly kid child till until

like include like suchas don't donot Thanks Thank-
you

kids children lots alotof

ExampleSentences

InappropriateCasualorSpokenExpression AppropriateFormalExpression

 Sherefusestoeatsolidsandprefersfluidsonly
likeapplejuiceandlemonade.

 Thereareseveralmeasureswhichcanbetakento
reducetheriskofinfectionliketakingashowerin
morning,usingseparatetowelforeveryone,
changingunderwearandbedsheetsregularly,
vacuumingcarpets,keepingthenailsshortand
washinghandthoroughly.

 Shewasgivengeneraladviseforsofteningher
stool,likechangingherdietaryhabitbutshewas
noncompliant.

Explanation:Likeisacasualexpression,andthetwo
commonlyusedformalexpressionswiththesame
meaningaresuchas&including.

 Sherefusestoeatsolidsandprefersfluidssuch
asapplejuiceandlemonade.

 Thereareseveralmeasureswhichcanbetakento
reducetheriskofinfectionincludingtakinga
showerinmorning,usingseparatetowelfor
everyone,changingunderwearandbedsheets
regularly,vacuumingcarpets,keepingthenails
shortandwashinghandthoroughly.

 Shewasgivenhergeneraladviseforsofteningher
stoolsuchaschangingherdietaryhabitbutshe
wasnoncompliant.

 ThanksforseeingMr.Brown.
 Thanksforarrangingahomevisitforthispatient.

Ifyouhaveanyfurtherquestions,pleasefeelfree
toaskme.

 ThankyouforseeingMr.Brown.
 Thankyouforarrangingahomevisitforthis

patient.Ifyouhaveanyfurtherquestions,please
befreetoaskme.



Explanation:Thanksisacasualexpressionandshouldbe
writteninfull.

 InviewoftheabovesignsandsymptomsIthink
sheissufferingfrom schizophrenia.

 Thepatient'sfamilyisthinkingaboutareduction
inhermedication.

Explanation:thinkisinformalandpreferableexpressionis
eitherbelieveorconsider,dependingonthecontext.

 InviewoftheabovesignsandsymptomsIbelieve
sheissufferingfrom schizophrenia

 Thepatient'sfamilyisconsideringareductionin
hermedication.

 Iwouldreallyappreciateyourattentionregarding
furthermanagementofthispatient.

Explanation:Reallyisspokenlanguageandshouldbe
avoidedinformalwriting.

 Iwouldverymuchappreciateyourattention
regardingfurthermanagementofthispatient.

 Iwouldgreatlyappreciateyourattentionregarding
furthermanagementofthispatient.

 Abouthisdietaryhabits,heeatsalargeamountof
oilyandsweetfood.

 Ifyourequireanyotherinformationabouther
condition,pleasedonothesitatetocontactme.

Explanation:Aboutisacasualexpression,regardingis
moresuitable.Lotsofisalsocasual.“Alargeamountof”
ismoreformal.

 Regardinghisdietaryhabits,heeatsalarge
amountofoilyandsweetfood.

 Ifyourequireanyotherinformationregardingher
condition,pleasedonothesitatetocontactme.

 Shehadlotsofpain.
 Heeatslotsofoilyfood.

Explanation:Lotsisaspokenexpression

 Shehadalotofpain.
 Heeatslargeamountsofoilyfood.

 Therewasnothingsignificantinhissocialhistory.

Explanation:Nothingismorecommonlyaspoken
expressionwhichisnotsuitableforwriting.

 Therewerenosignificantfindingsinhissocial
history.

 Pleasedonothesitatetocontactmeifuneed
additionalinformation.

Explanation:DefinitelynotextorSMSlanguageinformal
letters.Replacewith:you

 Pleasedonothesitatetocontactmeifyouneed
additionalinformation.

 Shehasgotmaternalpostpartum haemorrhageof
800mls.

 MrO’Rileygotanappointmentforafollowupvisit
withhisgeneralpractitioner,Dr.AvrilJensen.

 Themothergotsickforafewdays.

Explanation:Got/Getarecasualexpressionsandshould
generallybeavoidedinformalletters.

 Shehashadmaternalpostpartum haemorrhageof
800mls.

 MrO’Rileyhasanappointmentforafollowup
visitwithhisgeneralpractitioner,Dr.AvrilJensen.

 Themotherbecamesickforafewdays

 Shouldyouhaveanyconcernsregardingthem,
pleasedonothesitatetocontactme.

Explanation:Thepronounthem soundscasualhere.Itis
muchbettertousethepatient’sname,especiallyinthe

 ShouldyouhaveanyconcernsregardingMaryand
herchild,pleasedonothesitatetocontactme.



finalsentenceoftheletter.

 Atthemoment,sheisweakanddisorientated
sometimesbutseverepainhasbeenalleviated.

Explanation:Sometimesisacasualexpression.More
formalexpressionsinclude:attimesoronoccasions

 Atthemoment,sheisweakanddisorientatedat
timesbutseverepainhasbeenalleviated.

 9.Atthemoment,sheisweakanddisorientated
onoccasionsbutseverepainhasbeenalleviated.

 Thispainwasexaggeratedtocoldandhotthings

Explanation:Thingsisacasualexpressionandshouldbe
avoided

 Thispainwasexaggeratedtohotandcoldstimuli.

 Arepeatvaginalexaminationrevealedavery
tenderrightvaginalfornix.Butherbloodpressure
pulseiswithinnormalrange.

Explanation:ItisnotgoodEnglishtobeginasentence
withtheconjunctionbutInthiscaseuseHowever,asitis
moreformal

 Arepeatvaginalexaminationrevealedavery
tenderrightvaginalfornix.However,herblood
pressurepulseiswithinnormalrange.

 Hertemperatureandbloodpressurewerenormal
whilepulsewaselevatedat88.SoIrecommended
thatshereturntodayforabloodtestand
reassessment.

Explanation:Soisacasualword,youcanuseitwithina
sentence,butnottostartasentenceinformalwriting.
Replacewith:Therefore,

 Hertemperatureandbloodpressurewerenormal
whilepulsewaselevatedat88.Therefore,I
recommendedthatshereturntodayforablood
testandreassessment.

 Therewasevidenceofpoororalhygiene,carious
lesionsandactiveperiodontaldiseasetoo.

Explanation:tooisinformal,amoremoreformal
expressionisaswell.

 Therewasevidenceofpoororalhygiene,carious
lesionsandactiveperiodontaldiseaseaswell.

 Herhusbandwasupsetbecause,shewasnot
showinginteresttowardsthekids.

 Mark'sdadalsosuffersfrom thiscondition.
 Theteacherspoketohermum regardingthe

regularabsencesfrom school.

Explanation:kids,dad,mum areallspokenexpressions
whichareinappropriateinformalletters.

 Herhusbandwasupsetbecause,shewasnot
showinginteresttowardsthechildren.

 Mark'sfatheralsosuffersfrom thiscondition.
 Theteacherspoketohermotherregardingthe

regularabsencesfrom school.

 Shehadhadterminationofpregnancy10years
back.

 Heisaregularsmokeranddrinkerwiththeonly
relevantpasthistoryofleftinguinalhernia
operation2yearsback.

Explanation:Backisusedasaspokenexpressionnota
writtenexpression.

 Shehadhadterminationofpregnancy10years
ago.

 Heisaregularsmokeranddrinkerwiththeonly
relevantpasthistoryofleftinguinalhernia
operation2yearspreviously.

 Hehadahabitofthumbsuckingtilltheageof5.  Hehadahabitofthumbsuckinguntiltheageof5.



Explanation:Tilliscasual,untilisformal

 Shewassoanxious.

Explanation:Soisinformalandsubjective,whereasveryis
moreformalandobjective.

 Shewasveryanxious.

 Owenhasbigtonsils.

Explanation:bigisinformalanddoesnotsound
professional.

 Owenhasenlargedtonsils

 Iam writingtorequestafollow-upforthispatient.
 Examinationrevealedthathisvitalswerestable

andleftkneewasswollenwithouteffusion.
 Examinationrevealednormalvitals.

Explanation:Vitalsandfollowupareincomplete
expressions,commonlyusedinspokenEnglish,butnot
suitableforformalwriting.

 Iam writingtorequestafollow-upvisitforthis
patient.

 Examinationrevealedthathisvitalsignswere
stableandleftkneewasswollenwithouteffusion.

 Examinationrevealedthathisvitalsignswere
normal.

 Mrs.Jonesisawidowwhocomplainedof
persistentchestpainatroughly1.45pm.

 MissRobertsstartedsmokingaround6months
ago.

Roughlyandaroundarecasualorvagueexpressions.

 Mrs.Jonesisawidowwhocomplainedof
persistentchestpainatapproximately1.45pm.

 MissRobertsstartedsmokingapproximately6
monthsago.

 Irecommendsomeinvestigationstoruleout
cancer.

 Irequestedsomebloodtests.

Explanation:Someisvagueanddoesnotsound
professional.

 Irecommendfurtherinvestigationstoruleout
cancer.

 Irequestedadditionalbloodtests.

 HerBMIwas28andalltherestofthe
examinationswerenormal.

Explanation:alltherestofsoundsinformal.

 HerBMIwas28andtheremainderofthe
examinationswerenormal.

 Abdominalexaminationrevealedasmallright
groinswellingthat’sconsistentwithinguinal
hernia.

 Thankyouforyourexpertcareandpleasedon't
hesitatetocontactusifyourequirefurther
information.

Explanation:Itisbesttoavoidcontractionsinformal
lettersastheseareusedmoreinspokenEnglish.

 Abdominalexaminationrevealedasmallright
groinswellingthatisconsistentwithinguinal
hernia.

 Thankyouforyourexpertcareandpleasedonot
hesitatetocontactusifyourequirefurther
information.

 Inaddition,sheisjustabletotoleratefluids.

Explanation:Justcansoundinformalattimes.

 Inaddition,sheisonlyabletotoleratefluids.



MedicalTerminology
ThemedicalcasenotesfortheOETexam oftencontainabbreviations,medicalacronymsandtechnicallanguage.
Thetaskforthewriteristoexpandtheseintofullwordsandsentences.Thereare3reasonswhythisisimportant.

1. AstheOETisatestofEnglish,youneedtodemonstrateyourabilitytotransfertechnicallanguageinthe
casenotesintostandardEnglish.

2. Forsomelettersyouaremayhavetowritetosomeonewhoisnotahealthprofessionalsuchasasocial
workerorfamilymember.

3. Areferralletterisnotareportsothestandardconventionsofletterwritingrequireaformalstylewhich
includesusingcompletewordsandsentences.

 HandyHint:ItisatestofEnglishnotLatin,sowherepossibleavoidtheuseofLatinbasedacronymsand
words.

HereisalistofcommonabbreviationsusedinAustralia.


Acronym/ShortForm FullExpression Acronym/ShortForm FullExpression

Abdo Abdomen mane inthemorning

AC beforemeals min minute

ADL activitiesofdailyliving NAD noabnormalitydetected

& and nocte intheevening

BD/bid 2timesaday OPG orthopantomogram

BP bloodpressure P/PR Pulse/PulseRate

BW x-rays bitewingx-rays PMH pastmedicalhistory

C/O complainsof PRN asrequired

cap capsule QID 4timesaday

DOB DateofBirth R right

ECG electrocardiograph tab tablet

F/- fluorideapplication sid onceaday

FBC fullBloodCount TDS/tid 3timesaday

FTA failedtoAttend w/o without

IV intravenous y/yrs year

h hour ?rheumaticfever possibilityofsomething

hx history 6/h 6hourly

L left + positive

lab laboratory 3/12 3months

Exceptionstothisruleincludeabbreviationsofmeasurement.Thereforeitisacceptabletousethefollowinginshort
form:

Acronym/ShortForm FullExpression Acronym/ShortForm FullExpression

cm centimeter ml millilitre

g gram mg milligram

kg kilogram mm hg milligram ofmercury

CommonErrors

Incorrect Correct

 HercurrentmedicationsincludesidMetformin
500mg.maneandnocte,Glycosamine5mg.mane
andCandesartan10mg.nocte.

 Hercurrentmedicationsincludeadailydoseof
Metformin500mg.inthemorningandatnight,
Glycosamine5mg.inthemorningand
Candesartan10mg.atnight.



 Afterdischargefrom hospital,Mrs.Joneshas
beentoldtotakeAperients(PRN)andAldomet
(250mgbid).

 Afterdischargefrom hospital,Mrs.Joneshas
beentoldtotakeAperientswhenrequiredand
Aldomettwiceaday.

 ItreatedClaudiawithprednisolone5mg1t/sidfor
sevendays.

 ItreatedClaudiawithprednisolone5mgtablet
onceadayforsevendays.

 Onexamination,therewastendernessand
reboundtendernessovertheR.iliacfossa.

 Onexamination,therewastendernessand
reboundtendernessovertheright
iliacfossa.

 Iam writingtoreferMrs.Wilson,a45yrold
womanwhoissufferingfrom signsand
symptomssuggestiveofadvancedEnglish.

 Iam writingtoreferMrs.Wilson,a45-year-old
womanwhoissufferingfrom signsand
symptomssuggestiveofadvancedEnglish.

 Shepresentedtomeyesterdayeveningwith
abdominalpainmostlyintheleftiliacfossawhich
hadbeenpresentforthelast24hrs.

 Shepresentedtomeyesterdayeveningwith
abdominalpainmostlyintheleftiliacfossawhich
hadbeenpresentforthelast24hours.

 HermotherdiedofMI  Hermotherdiedofmyocardialinfarction

 OnexaminationshewasfoundtohavePR88/min  Onexaminationshewasfoundtohaveapulse
rateof88beatsperminute.

 Onexaminationshewasfoundtohaveapulseof
88.

 MrDuaneEddy57/m isanaurgentreferral
regardinganulcerinR.lateralborderoftongue.

 MrDuaneEddy,a57yearoldmaleisanaurgent
referralregardinganulcerintherightlateral
borderoftongue

 Iwouldappreciateifyoucouldinform meabout
hertreatment&progressoverthenextfewdays.

 Iwouldappreciateifyoucouldinform meabout
hertreatmentandprogressoverthenextfew
days.

 ThepatientwasdischargedonDec.302009.  ThepatientwasdischargedonDecember30
2009.

 Thepatientwasdischargedon30/12/09.

 Labworkandreviewwasplannedforthenext
morning.

 Laboratoryworkandreviewwasplannedforthe
nextmorning.

ReferringtoaPatient



Therearecertainconventionswhichneedtobefollowedwhenreferringtoapatientinaformalletter.This
worksheetwillexplainwhatyouneedtoknowsothatyoucanconform totheseconventions.

Thebasicrulesregardingtitlesareasfollows:

 Mr.isusedforadultmen,marriedorsingle
 Mrs.isusedformarriedwomenincludingwidows
 Ms.isusedtorefertobothmarriedorunmarriedwomen
 Missisusedforyounggirlsorunmarriedwomen
 Masterisusedforyoungboys,butisrarenowadaysasithasbecomeoldfashioned.Itisstillcommonly

usedonanenvelope,butnotinthebodyoftheletter.

nbBothmiss&masterarenotabbreviationssonopunctuationisrequired.

HandyTip1:Definitelydonotusetitleswithfirstnamesonly,i.eMrThomasorMrs.Carolasthisisnot
acceptable.Seebelowforcorrectusage.

Thesetitlescanbeusedinthefollowingways

 Iam writingtoreferMr.Hacker(standard)
 Iam writingtoreferMr.ThomasHacker(veryformal,usuallyusedabovetheaddressorafterRe:butnoton

thebodyoftheletter.)
 Iam writingtoreferThomas(informalandcommonlyusedforchildren)
 Iam writingtoreferthispatient(commonlyusedintheopeningsentenceifpatient'snamehasbeen

mentionedaboveasinRe:Mr.ThomasHacker)

Question:WhenandhowoftenshouldIusethepatient'snameintheletter?
Answer:Thestandardwayistowritethepatient'snameinfullbelowtheopeningsaluation.Then,usethepatient's
nameonceperparagraphasillustratedbelow,afterwhichyoucanusepronouns.Also,beconsistentinhowyou
refertothepatient.Donotmixupyouruseoffirstnamesandsurnamesintheletterasthiswillonlyconfusethe
reader.

HandyTip2:Thereisnoneedtowritethepatient'snameoutinfullintheintroductionifyouhavestateditbelow
thesalutationi.eRe:Mrs.CarolBradyasitisveryclearwhoyouarewritingabout.Insuchcasesuse"thispatient"or
titleandsurname"Mrs.Brady".Ifyoudothisyouwillbefollowingstandardconventions.

ExampleLetter

31July2009

TheDirector
RedeemerPalliativeCareHospital
32NelsonDrive
StLucia
Queensland,4050

DearSir/Madam,

Re:Mrs.CarolBrady
DOB4February1968

Iam writingtoreferthispatient,a42yearoldmarriedwomanwhowasdiagnosedwithstage4ovariancanceron22
May2009.Iwouldappreciateitifyoucouldproviderespitecareforher.

IhavebeensupportingMrs.Bradyandherfamilyforthepast2months,andsheisonpalliativecareandnowonly
expectedtoliveforfourmonths.HerhusbandMr.MikeBradyisherprimarycarer,andhehasreducedhisworkhours
tolookafterherandtheirchildrenaged10and12.Heusuallyfeelsthatheisexhausted,emotionallystressedand
isolatedbecausehefindsitdifficulttocopewithalltheworkathome.



Mrs.Bradyisdepressedandwithdrawnandshedoeswantanyvisitors.Inaddition,shehasnotbeeneatingmuch
recently.Regardingmedication,shetakesoxycontinandstemiteltwicedailyandisonaregularpanadol.However,
herpainisstillincreasing.

CouldyoupleasedoareassessmentofMrs.Brady’spainmedicationasitmayneedtobeincreased.Thankyoufor
lookingafterthispatientandpleasedonothesitatetocontactmeifyouhaveanyfurtherquestions.

Yourssincerely,

CommunityNurse

CommonMistakes

Mr.Langerisanonlychild.
Explanation:Mr.isonlyusedforadultmen,soifthe
patientisachildyoushouldusetheirfirstname.

Alfieisanonlychild.

Thankyouforseeingmypatient,MasterAlfieLanger,a7
yearoldboy.
Explanation:Masterissomewhatoldfashionedanddoes
notsound"familiar"ifusedinthebodyoftheletter.

Thankyouforseeingmypatient,AlfieLanger,a7yearold
boy.

Mr.Peter,a23yearoldyoungman,presentedatmy
surgerytodaycomplainingofpainfulwisdom teeth.
Explanation:Youcannotusetitleswithfirstnamesonly.

MrHolmes,a23yearoldyoungman,presentedatmy
surgerytodaycomplainingofpainfulwisdom teeth.

Iam writingtoreferMiss.Greenforsurgicalassessment.
Explanation:Missisnotanabbreviationsonopunctuation
required.

Iam writingtoreferMissGreenforsurgicalassessment.

DearDr.,
Iam writingthisletter....
Explanation:Donotuseshortformswithoutthesurname
oftheperson.

DearDoctor,
Iam writingthisletter....

ControlofPresentationFeatures

 LetterFormat
OneofthecriteriausedtoassessyourwritingintheOETexam isControlofPresentationFeatures.Thiscriterion
assessestheoverallpresentationoftheletterandincludesalotofthefeaturesoutsidethebodyoftheletter
including

 Letterformat
 Punctuation
 Capitalletters
 Spelling

Thisworksheetwilldescribethecharacteristicsofformalmedicalcorrespondence.Todothis,theletterhasbeen
brokenupinto6parts.

1.Date:Thedateshouldbeplacedateitherthetopleftortoprightoftheletterandcanbeeitherwritteninfulloras
numbersasfollows:

o 21/07/10
o July21,2010
o 21stJuly,2010

2.Address:Theaddressgivesthenameandaddressofthepersonorfacilitytowhom youarewriting.Thereare



somebasicconventionswhichneedtobefollowedincluding:

o Capitallettersforjobtitles,names&streetnames
o Commasnotrequiredwhentheaddressinseparatedbylines

Dr.JohnHoward
1Wickham Tce
SpringHill
QLD4010

DrIanHanson
ConsultantOrthopaedicSurgeon
RiverleaPublicHospital
Graham Street
Riverlea

LactationConsultant
BreastFeedingSupportCentre
68MainStreet
Romaville
N.S.W 2068

3.Salutation:Ifthenameofthepersonisincludedinthecasenotesthenitshouldbeused.Thiscanbefollowedby
eitheracommaorfullcolon.

o DearDr.Wilson,
o DearDr.Wilson:

IfthenameofpersonisnotmentionedthenyoucanbeginwithSir/Madam

o DearSir/Madam,

4.Subject:Thesubjectisaplacewhereinformationsuchasthename&ageofthepatientcanbeincluded.Thiscan
saveyouwordsinthebodyoftheletter,butbecarefulnotincludetoomuchinformationhere,anddefinitelyno
phrasesorsentences.BothRe&REareacceptable.

o Re:DylanCharlesD.O.B.04/12/2009
o RE:DylanCharlesD.O.B.04/12/2009

5.Body:Theinformationinthebodyofthelettershouldbedividedintoparagraphs,withthestandardformatfora
referralletterbeingasfollows:

o Introductionwhichincludesbackgroundinformation&purposeofwritingorchiefcomplaintin
summaryform.

o Pastmedical/socialhistory
o Currentconditionindetailordischargeplan
o Conclusion,whichiftimepermits,shouldbespecifictothescenariointhencasenotes.

Note:OETrequirestheletterstobebetween180~200wordsapproximately.Thewordlengthisbasedonthebodyof
theletteronly.

6.Closer:Thecloseristhefinalpartoftheletterandshouldbewrittenonespacebelowthelastlineofthebody.Only
thefirstwordintheclosershouldbecapitalisedandacommashouldfollowingthelastword.

o Yourssincerely,(standard)
o Sincerelyyours,
o Sincerely,
o Yourstruly,(Americanstyle,butgainingpopularityinAustralia)
o Withbestregards,(acceptable,butmorecommonasanemailending)

Note:Yoursfaithfully,isoftenrecommendedasacloserwhenyoudon'tknowthenameofthepersontowhom you
arewriting.However,informalmedicalcorrespondenceitisnotadvisedasitputsyouinasubservientposition.

SampleLetterFormatfrom aPhysiotherapist
05/02/2010

Mr.AlexHinges
SouthsidePhysiotherapyCentre



15KingsStreet
NewHampshire
N.S.W 2240

DearMr.Hinges,
Re:MasterPeterMacLean
D.O.B.17/10/1993

ThankyoufortakingoverthecareofPeter,a17-year-oldstudentwhohasahistoryofcysticfibrosis(CF).

PeterwasdiagnosedwithCFwhenhewasbornandheneedsfrequentadmissionsduetorecurrentlunginfections.
Heliveswithhisparentsandanelderbrother.PetercurrentlytakesPancrease,omeprazoleandoralhypoglycaemics.
Hisself-managementprogram includesactivecyclebreathing(ACB),positiveexpiratorypressure(PEP),flutterand
posturedrainage(PD).Peter’sfitnessismaintainedbybikingtoschool.

HewasadmittedwithanexacerbationofhisCFon02/02/2010withfrequentsmallandnon-productivecoughs.
Examinationrevealedathinandmoderatedehydratedyoungmanwithhyperinflatedchest.Histemperaturewas
spiking.Hehadmoderatelydecreasedlungfunctionwithbloodoxygensaturation(SaO2)of95%.Therewere
widespreadcracklesonauscultation.Peterwastreatedwithantibioticsintravenously.

InitialphysiotherapyconsistedofPD,percussionandvibration.Effectivecoughtechniquesweredemonstrated.

Peter’sconditionhasimprovedandhestartedgym sessionstoday.IhavearrangedforanappointmentwithPeterto
checktheeffectofcarfumeswhenheisbiking.Iwillconsideramasktokeephisairwaymoisturisedifthecar
fumesimpactonhisbreathing.

Peterwillbedischargedin3daysfrom themedicalwardandwillrequireongoingcare.

Yourssincerely,

TaniaRobinson
Physiotherapist

CommonErrors

Incorrect Correct

30Dec.09
Explanation:Thedateshouldbewritteninfull.

30December2009
30/12/09

To
Dr.BlairHowell,
Admittingdoctor
28,Georgestreet,
Springhill,
Queensland4000

Explanation:

1. Tonotrequired.
2. Commasnotrequiredwhentheaddressiswritten

topattheletterbecausetheinformationis
separatedlines.

3. Capitalsrequiredforjobtitles
4. Capitalsrequiredforstreetnames&suburbs.

Dr.BlairHowell
AdmittingDoctor
28GeorgeStreet
SpringHill
Queensland4000

DearDrJones
Explanation:Commaorfullcolonrequired

DearDr.Jones,
DearDr.Jones:

Re:JulieCrosby,25yrreceptionist,single
Explanation:Toomuchinformation.Bestpracticeistoo
includenameandageofpatientonly.Otherinformation
suchasgender,profession,maritalstatusandsoforth
canbeincludedintheopeningsentence.

Re:JulieCrosby,25yearsofage
Re:JulieCrosby,D.O.B21/07/85



Your'ssincerely,
Explanation:Thepossessiveform isusedbeforenouns,
notadverbs

Yourssincerely,

Regards,
MarySmith
ChargeNurse
Explanation:Informal,emailstylecloser

Withbestregards,
MarySmith
ChargeNurse

Thanks,
MarySmith
ChargeNurse
Explanation:Toocasual

Thankyouforyourassistanceregardingthispatient.

Yourssincerely,
MarySmith
ChargeNurse

HelloDr.Jones,
HiDr.Jones
Explanation:Toocasual

DearDr.Jones

 

TheComma
Thecommaisthemostfrequentlyusedpunctuationmarkwithinsentences.Usedcorrectlyitallowsthewriterto
separateagroupofwordsorphrasefrom otherpartsofasentence.Thisisnecessaryinordertoadduseful
informationinasentence.Theinformationcanbeaddedatthebeginning,themiddleortheend.Howeverifcommas
arenotusedoroverused,themeaningcanbeaffectedandtheflowofinformationdisrupted.Byunderstandingthe
basicrulespresentedinthissectionyoushouldbeabletodevelopagoodunderstandingofhowandwhentouse
commasinreferralletters.

RulesofUsage

1.TheAdverbialPhrase:Theadverbialphrasecanbeusedinreferralletterstoprovideinformationsuchasatime,
place,context,emphasisormoodinthesentencewhichistofollowanditiscommonlyseparatedbyacomma

o Context:Onexamination,therewasslighttendernessintherightfornix.
o Date:Ontoday’svisit,thepatientwaspaleandsweaty.
o Emphasis:Pleasenote,thepatientisallergictopenicillin.
o Mood:Unfortunately,thepatient’sconditionhasworsened.Note,moodorcommentadverbs,such

asunfortunatelyorregrettablyconveythehealthprofessionalsconcerntowardthepatient’s
conditionandarethereforeeffectivewaysofdisplayingemphathy.

o Contrast:Thepatient'sconditionhasimproved.However,afollowupvisitisrequired.

SentenceStructure

AdverbialPhrase Subject Verb Object/Compliment

blank I suspect thepatienthas
developedectopic
pregnancy.

Commapreferred Unfortunately, I suspect thepatienthas
developedectopic
pregnancy.

blank Abdominal
examination

revealed slightrightiliacfossa
tenderness.

Commapreferred Onexamination, slightrightiliacfossa
tenderness

wasrevealed. blank

blank Clinicalexaminationof
hardtissues

revealed alargemesioincisal
fracture.

Commapreferred Onexamination, alargemesioincisal
fracture

wasrevealed. blank

Commapreferred Regardinghermedical
history,

she hasbeensuffering
from

asthmaforwhichshe
usesaventolininhaler.



Commapreferred Onreviewtoday, there was noimprovementinher
condition.

Commapreferred Intermsofhismedical
history,

he is aheavysmokeranda
heavytomoderate
drinker.

Commapreferred Pleasenote, thepatient has anappointmentwith
hisphysiotherapistat
10o'clockonMonday.

Commapreferred Inaddition, there are compositeand
amalgam restorations
onseveralteeth.

HandyHint:Donotputacommabetweenasubjectandaverboraverbandanobject.

2.Appositives:Thisisanounoranounphrasethatisplacedafteranothernountoexplainoridentifyit.Ithasavery
importantuseintheintroductorysentenceofreferrallettersasfollows.

o MrSmith,an80yearoldwidow,wasadmittedtohospitalwithcomplaintsofheartpalpitations.
o ThankyouforseeingJordan,a10yearoldboywhopresentedatmyclinictodaywithamain

concernofpainintooth54.
o Iam writingtoreferMrs.Bradley,a42yearoldmarriedwomanwhoissufferingfrom cancer.

3.ConditionalSentences:Thesesentencesarefrequentlyusedintheconclusionofareferralletterandtherulesare
asfollows:

o Useacommaiftheifclauseisatthebeginningofthesentence.
 Ifyoucouldtakeoverherantenatalcare,itwouldbemuchappreciated.
 Ifyouhaveanyfurtherquestionsregardingthispatient,pleasedon’thesitatetocallme.

o Don’tuseacommaiftheifclauseisattheendofthesentence.
 Itwouldbegreatlyappreciatedifyoucouldtakeoverherantenatalcare.
 Pleasedon’thesitatetocallmeifyouhaveanyfurtherquestionsregardingthispatient.

4.Complexsentences:

o Useacommaifthedependentclauseisatthebeginningofthesentence.
 Incaseofirritation,rednessorswelling,pleaseconsultyourdoctor.
 Whentheresultsbecomeavailable,Iwillforwardthem toyou.
 Becauseofherdeterioratingcondition,thepatientwasadmittedtohospital.

o Don’tuseacommaifthedependentclauseisattheendofthesentence.
 Pleaseconsultyourdoctorincaseofirritation,rednessorswelling.
 Iwillforwardtheresultstoyouwhentheybecomeavailable.
 Thepatientwasadmittedtohospitalbecauseofherdeterioratingcondition.

5.CommaSplices:Acommaspliceistwosentencesjoinedtogetherwithacomma,butnoconjunction.Thisisan
errorastheinformationmustbeeitherjoinedwithacoordinatingconjunctionsuchasand/but/ororanewsentence
mustbestarted.

o Hedoesnothaveanydentalexperience,heisworriedaboutthepain.(incorrect)
o Hedoesnothaveanydentalexperienceandheisworriedaboutthepain.(correct)
o Hedoesnothaveanydentalexperience.Therefore,heisworriedaboutthepain.(correct)

6.NounClausesbeginningwiththatshouldnotbeseparatedbyacomma.

o Itisalsoimportanttoknow,thatare-checkisorganisedforthe31.5.2009at10:30inorderto
removethesuture.(incorrect)

o Itisalsoimportanttoknowthatare-checkisorganisedforthe31.5.2009at10:30inorderto
removethesuture.(correct)

7.Usecommastoseparatethreeormorewords,phrases,orclauseswritteninaseries.Thefinalworddoesnot



requireacommaanditshouldbeseparatedbyaconjunctionsuchasandoror

o Mrs.Olsenhasahistoryofhypertension,hypothyroidism,glaucomaforwhichsheisonregular
medication.(incorrect)

o Mrs.Olsenhasahistoryofhypertension,hypothyroidism andglaucomawhichisonregular
medication.(correct)

CommonErrors

Incorrect Correct

1. OnreviewtodayMrWalkerhasreducedsmoking
from 20to10cigarettesperday.

2. Onexaminationtodaytherewasasoftfluctuant
swellingpalpableontheleftcheek

3. Regrettablyshehasproblemswithbreastfeeding
andcaringforthebaby.

4. Pleasenotehehasaprostheticheartvalve.

Commapreferredforadverbialphrases.Refertorule1
above.

1. Onreviewtoday,MrWalkerhasreducedsmoking
from 20to10cigarettesperday.

2. Onexaminationtoday,therewasasoftfluctuant
swellingpalpableontheleftcheek

3. Regrettably,shehasproblemswithbreastfeeding
andcaringforthebaby.

4. Pleasenote,hehasaprostheticheartvalve.

1. Iam writingtoreferMr.Jonesa57yearoldman
whowasadmittedtohospitalonthe18thofJuly,
diagnosedwithmyastheniagravis.

2. MrJones,a57yearoldmanwasadmittedto
hospitalonthe18thofJuly,diagnosedwith
myastheniagravis.

Commarequiredforappositives.Refertorule2above.

1. Iam writingtoreferMr.Jones,a57yearoldman
whowasadmittedtohospitalonthe18thofJuly,
diagnosedwithmyastheniagravis.

2. MrJones,a57yearoldman,wasadmittedto
hospitalonthe18thofJuly,diagnosedwith
myastheniagravis.

Applythecommaruleforconditionalsentences.Referto
rule3above.

Applythecommaruleforcomplexsentences.Refertorule
4above.

 Hehasanallergytonuts,oncehewas
hospitalisedforsevereanaphylacticreaction.

Refertorule6above.

 Hehasanallergytonutsandwasonce
hospitalisedforsevereanaphylacticreaction.

 Pleasenotethat,Danielhasanallergytopeanuts.

Applythecommaruleforcommasplices.Refertorule5
above.

 PleasenotethatDanielhasanallergytopeanuts.

 Mr.Farrah,presentedatmysurgerytoday
complainingofpainradiatingfrom hisleftearto
hisfrontteeth.

Doplaceacommabetweenthesubjectandverbofa
sentence.

 Mr.Farrahpresentedatmysurgerytoday
complainingofpainradiatingfrom hisleftearto
hisfrontteeth.

 Initialexaminationrevealed,completeedentulous
upperandlowerjawswithhealthysofttissue.

 Iam writingtorequest,visitsforthisfamily.

 Initialexaminationrevealedcompleteedentulous
upperandlowerjawswithhealthysofttissue.

 Iam writingtorequestvisitsforthisfamily.



Doplaceacommabetweentheverbandobjectofa
sentence.

Formoreinformationoncommausage,followthislink.

Thispageisstillunderconstruction

 
Capitalisation

Correctuseofcapitalsisanimportantareatomasterwhenwritingreferralletters.Studytherulesofusagebelowto
ensureyoumeetthestandardconventions.

RulesofUsage

1.MedicationsandDiseases

o Capitalsarerequiredforpropernouns.Propernounsincludethebrandnameofadrugorregistered
trademarkofthemanufacturer.

 Ritalin
 Voltaren
 Zocor

o Thechemicalconstituentshouldbewritteninlowercase.
 penicillin
 amoxicillin

o Namesofdiseasesshouldalwaysbelowercase.
 bowelcancer
 highbloodpressure
 diabetes
 epilepsy

o Eponyms:Somemedicalconditionsarenamedafterthepersonwhodiscoveredit.Inthiscasethe
firstwordshouldbecapitalised.

 Parkinson’sdisease
 Bell’spalsy

o Namesofmedicalequipmentdonotrequirecapitals.
 orthopantomogram
 x-ray

o Bodypartsshouldalwaysbelowercase
 heart
 adrenalgland
 knee

2.ProperNouns:Propernounsnamesomethingspecificasintheexamplesbelow.Thesewordsmustalwaysbe
capitalised.

o Jobtitles
 TheLactationConsultant,MaterHospital
 TheVeterinaryEyeSpecialist,UniversityofQueensland

o Institutions
 MaryJoneswasadmittedtoSpiritHospital.
 Dr.BloomfieldworksatWellerPointMedicalCentre.

o Placesincludingaddresses
 168Wickham Terrace,SpringHill
 12LoganRoad,MtGravatt
 36BarmoreStreet,HollandPark

o Titleswhentheyprecedethenameofaperson
 ThepatientwasseenbyDoctorSmith.
 NurseJonesisinchargeofthepatient'scare.



3.CommonNouns:Commonnounsdonotnameanyspecificinstitution,place,personorprofession.Thesewords
donotneedtobecapitalised.

o Thepatientwasadmittedtohospital.
o Thepatientdoesnothaveafamilydoctor.
o Steveisateacher.
o Yoshiroisadoctor.
o Rezaisadentist.

4.Holidays,months,daysoftheweekallneedtobecapitalised.Howeverseasonsdonot.

o ThebabywasbornonChristmasDay.
o ThepatientwasadmittedtohospitalonJanuary12.
o PleasecomeandseemeonWednesday.
o Thevaccinationwillbeavailableinspring.

5.Thepronoun"I"mustalwaysbecapitalised.

o ItwasIwhotreatedthepatient.

6.Capitalisethefirstwordofasalutationandthefirstwordofacomplimentaryclose.

o DearDr.Jameson:
o Yourssincerely,

CommonErrors

Incorrect Correct

 HismedicalhistoryshowsthatheisEpileptic.
 Also,IhavegivenDycalbaseon1.1anddressedit

withGlassIonomerCement.
 ThepatientwasdiagnosedwithType2Diabetes.
 Mrs.MarshhasahistoryofHyperthyroidism,

HypertensionandGlaucoma.
 ThepatientisallergictoPenicillin.
 Thepatientsufferedfrom severeAbdominalpain.

Refertorule1above.

 Hismedicalhistoryshowsthatheisepileptic.
 Also,Ihavegivendycalbaseon1.1anddressedit

withglassionomercement.
 Thepatientwasdiagnosedwithtype2diabetes.
 Mrs.Marshhasahistoryofhyperthyroidism,

hypertensionandglaucoma.
 Thepatientisallergictopenicillin.
 Thepatientsufferedfrom severeabdominalpain.

 Mr.duanethomsonpresentedatmyclinictoday
withthecomplaintofabrokenposteriortooth.

 Thedirectorofnursing
 emergencydepartment
 Materhospital
 84Monashroad
 ThepatientwasseenbydoctorJones.

Theabovewordsareallpropernouns.Refertorule2
above.

 Mr.DuaneThomsonpresentedatmyclinictoday
withthecomplaintofabrokenposteriortooth.

 TheDirectorofNursing
 EmergencyDepartment
 MaterHospital
 84MonashRoad
 ThepatientwasseenbyDoctorJones.

 AspertheGeneralPractitioner’sorder,weare
doingdailyhomevisitsandwounddressingand
alsoassistinghim withhisshowers.

 PleaseseeyourPharmacistforadvice.
 Ms.GatsbyisaUniversitystudent.

 Asperthegeneralpractitioner’sorder,weare
doingdailyhomevisitsandwounddressingand
alsoassistinghim withhisshowers.

 Pleaseseeyourpharmacistforadvice.
 Ms.Gatsbyisauniversitystudent.



Theabovewordsareallcommonnouns.Refertorule3
above.

 Thepatientfirstvisitedmysurgeryinmarch,2008.
 Mrs.Greenwillbedischargedfrom hospitalon

wednesday.
 SymptomsofhayfeverareworseinSpring.

Refertorule4above.

 ThepatientfirstvisitedmysurgeryinMarch,2008.
 Mrs.Greenwillbedischargedfrom hospitalon

Wednesday.
 Symptomsofhayfeverareworseinspring.

 Thepatientrequestedthatiprescribeantibiotics
forthevirus.

Refertorule5above.

 ThepatientrequestedthatIprescribeantibiotics
forthevirus.

 dearDr.Roberts:
 yourssincerely,

Refertorule6above.

 DearDr.Roberts:
 Yourssincerely,

CommonErrors

CommonMistakesRegardingPhysicalDescription

Incorrect Correct

Advicewasgiventoreduceherweight.
Aftertheverbreduceitisnotnecessarytofollowwitha
pronoun.Soyouisnotrequired. Simplysay:
Iadvisedhim toreduceweight,or,youneedtoreduce
weight.

1. Advicewasgiventoreduceweight.
2. Thepatientwasadvisedtoreduceweight.
3. Areductionofweightwasadvised.

Inaddition,shehadlostherweight.
Aftertheverbloseitisnotcorrecttofollowwitha
pronoun.

1. Inaddition,shehadlostweight.
2. Inaddition,shehaslostafurther11kgof

weightoverthepast2months.
3. Inaddition,thepatient’sweighthassignificantly

reducedfrom 61kgto50kgoverthepast2
months.

Heisnowobesewitha99kilosweightanda170cm
height.
Theuseofthecorrectverb&nounform andassociated
grammarisdifficult.Referoppositeforcorrectusage.

 

1.    Heisnowobesewithaweightof99kganda
heightof170cm.(nounform)

2.    Heweighs99kgandis170cm tall.(verbform)
3.    Heweighs99kgandis170cm inheight.(verb

form)

1.    Today’sexaminationrevealedmultiplemissing
teeth,variouscariouslesionsandaperiodontal
pocketofdepth4-9mm.

2.    Thereareseveral periodentalpocketswith
about4-9mm indepth.

Correctwordorderis:
Depthof4-9mm
Heightof173cm
Lengthof20m
Weightof78kg

3.    Hisheightwas173cm. Weightcanchangebut
heightcannotsodon’tusepasttense.

 

1.    Today’sexaminationrevealedmultiplemissing
teeth,variouscariouslesionsandaperiodontal
pocketdepthof4-9mm.

2.    Thereareseveralperiodontalpocketswhichare
about4’9mm indepth  or

3.    Thereareseveralperiodontalpocketswitha
depthof about4-9mm.

4.    Hisheightis173cm.



 

1.    Hewasoverweight85Kgwithrespecttohis
height173cm.

Thissentenceisashortenedversionsimilarto
thecasenotes.Itisimportanttowriteinfull
sentences.

1.    Hewasoverweightat85kgwithrespectto
hisheight of173cm.

 

DifficultWords

TheEnglishlanguageisgovernedbyrules.However,therearealsomanyexceptionstotheserulesandwordswhich
donotfollowthenormalorexpectedpatternarethosewhichoftencauseproblems.Studythislistcarefullysothat
youcanimproveyourgrammaticalaccuracyandknowledge.

ComplainVsComplaint
Complainisaverb

 Thepatientcomplainedofsevereabdominalpain.

Complaintisanoun

 Thepatientpresentedwithacomplaintofsevereabdominalpain.

Note1:Complaintisacountablenoun.soitcanbeusedinthepluralform orsingularwithanarticle.
Note2:Thetwomainprepositionsusedwithcomplainare:complainof&complainabout.

 Mr.Cochranepresentedwithcomplaintsofnausea,headacheandfever.(plural)
 Mr.Cochranepresentedwithacomplaintofnausea.(singularwitharticle)

Incorrect Correct

 Thepatientcomplaintsofchestpainandher
bloodpressureishigh.

 Thepatientpresentedwithacomplainofchest
pain.

 Thepatientpresentedwithcomplaintofchest
pain.

 Hepresentedtomyofficeon23/03/2008
complainingonseverepainassociatedwiththe
lowerleftfirstmolar.

 Thepatientcomplainsofchestpainandherblood
pressureishigh.(verb)

 Thepatientpresentedwithacomplaintofchest
pain.(noun)

 Thepatientpresentedwithacomplaintofchest
pain.(articlerequired)

 Hepresentedtomyofficeon23/03/2008
complainingofseverepainassociatedwiththe
lowerleftfirstmolar.

Suggest&RecommendVsAdvise
Suggest,recommendandadviseareallwordscommonlyusedinreferralletterstoreportinformationweregivento
thepatient.Howevertheirrulesofusedifferandresultinerrors.Herearesomeexamplesoftheircorrectand
incorrectusage.

Incorrect Correct

 Ihavesuggestedhim toseeyounextweek.
 Isuggestedhertoreturninmorningasshe

requiredfurtherbloodtestandassessment.
 Irecommendedhim torestfor3days.

Explanation:Thewordssuggest&recommendcannotbe

 Isuggested(that)heseeyounextweek.
 Iadvisedhim toseeyounextweek
 Isuggested(that)shereturninmorningasshe

requiredfurtherbloodtestandassessment.
 Iadvisedhertoreturninmorningassherequired

furtherbloodtestandassessment.



followedbyanobjectpronounsuchashim/herwhereas
advisecan.

 Irecommended(that)herestfor3days.

ExplainVsTell
Explainandtellalsohavedifferentruleswhichcauseconfusion

Incorrect Correct

 Iexplainedthem thatunsuccessfulconception
wasnotunusualintheircase.

 Ihavealreadyexplainedthecouplethebasic
adviceregardingconception.

Explanation:Thewordexplaincannotbefollowedbya
pronounornounwithouttheprepositiontowhereastell
can.

 Iexplainedtothem thatunsuccessfulconception
wasnotunusualintheircase.

 Itoldthem thatunsuccessfulconceptionwasnot
unusualintheircase.

 Ihavealreadyexplainedtothecouplebasicadvice
regardingconception.

 Ihavealreadytoldthecouplebasicadvice
regardingconception.

AdviseVsAdvice
Adviseisaverb

 Weadvisepatientsonhowtotaketheirmedication.

Adviceisanoun

 Wegiveadviceorprovideadvicetopatientsonhowtotaketheirmedication.

Note1:Thenounadviceisuncountablesoitcannotbeusedinpluralform.i.e.advicesisincorrectasisanadvice.

 Igavesomeadvicetothepatientregardinghermedication.

Note2:Thepronunciationisdifferent:adviseadvice

Incorrect Correct

 Itwouldbegreatlyappreciatedifyoucould
makeavisittothisfamilyandadvicehis
parentsregardingtherecommendedvaccines
forbothchildren.

 Iam writingtoreferthispatienttoyouforan
adviceregardingthemanagementofhisbilateral
inguinalhernia.

 Igaveanadvicetothepatientregardingher
medication.

 Igaveadvicestothepatientregardingher
medication.

 Pleaseadvicethepatientonhowandwhento
taketheirmedication.

 Itwouldbegreatlyappreciatedifyoucouldmake
avisittothisfamilyandadvisehisparents
regardingtherecommendedvaccinesforboth
children.(verb)

 Iam writingtoreferthispatienttoyouforadvice
regardingthemanagementofhisbilateralinguinal
hernia(noun)

 Igavesomeadvicetothepatientregardingher
medication.(noun)

 Igaveadvicetothepatientregardingher
medication.(noun)

 Pleaseadvisethepatientonhowandwhento
taketheirmedication.(verb)

Request
Requestcanbebothaverbandnoun.
Requestasaverb

 Thepatientrequestedpainkillers.(verbform)

Requestasanoun

 Thepatientmadearequestforpainkillers.(nounform:request+for)



Incorrect Correct

 Thepatientrequestedfornewdentures.
 Ms.GreenrequestedaboutIVFtreatment.

Explanation:Thecommonmistakeistousetheverbform
plusprepositionwhichincorrect.

 Thepatientrequestednewdentures.(verb)
 Thepatientmadearequestfornewdentures.

(noun)
 Ms.GreenrequestedIVFtreatment.(verb)
 Ms.GreenmadearequestforIVFtreatment.

(noun)

AffectVsEffect
Affectisaverb

 Thepatienthasnotbeenaffectedbythetreatment.

Effectisanoun

 Thetreatmenthashadnoeffect.

Note:Thepronunciationisthesame.

Incorrect Correct

 Shehasalsobeeneffectedbyglaucomaforthe
past4years.

 Thesideaffectsofthismedicationareunknown.

 Shehasalsobeenaffectedbyglaucomaforthe
past4years.(verb)

 Thesideeffectsofthismedicationareunknown.
(noun)

WidoworWidower

 Widow(noun)referstoawomanwhosehusbandhasdiedandwhohasnotremarried.
 Widower(noun)referstoamanwhosewifehasdiedandwhohasnotremarried.
 Widowed(adjective)referseitheramanorwomanwhosespousehasdiedandhasnotremarried.

Incorrect Correct

 Iam writingtoreferMrs.Saunders,a58-year-old
widowedwhoadmittedwithpain,dehydrationand
nausea.

 Iam writingtoreferMr.Saunders,a60-year-old
widowwhocomplainedofpaininhisupperright
secondmolar.

 Iam writingtoreferMrs.Saunders,a58-year-old
widowwhoadmittedwithpain,dehydrationand
nausea.(noun)

 Iam writingtoreferthispatienta58-year-old
widowedwomanwhoadmittedwithpain,
dehydrationandnausea.(adjective)

 Iam writingtoreferMr.Saunders,a60-year-old
widowerwhocomplainedofpaininhisupperright
secondmolar.(noun)

History
Historyisalwayspresent,neverpastbecauseyoucan’teraseit!Thereforeyouneedtousesimplepresenttensenot
pasttensewhenusingthisexpression.

Incorrect Correct

 Mrs.McGowanhadahistoryofheartpalpitation
of3dayduration.

 Mrs.McGowanhasahistoryofheartpalpitation
of3dayduration.



AllergyVsAllergic
Allergyisacountablenoun

 Michaelhasnoknownallergies.(plural)
 Michaelhasapeanutallergy.(singular)

Allergicisanadjective

 Michaelisallergictopeanuts.

Incorrect Correct

 Inaddition,heisknownallergictonutsforwhich
hewasadmittedtohospitalwithanaphylaxis2
yearsago.

 Regardinghismedicalhistoryheisallergyto
sulphurcontainingdrugs.

 Inaddition,hehasaknownallergytonutsfor
whichhewasadmittedtohospitalwith
anaphylaxis2yearsago.(noun)

 Inaddition,heisknowntobeallergictonutsfor
whichhehadbeenadmittedinthehospitalwith
anaphylaxis2yearsago.(adjective)

 Regardinghismedicalhistoryhehasanallergyto
sulphurcontainingdrugs.(noun)

 Regardinghismedicalhistoryheisallergicto
sulphurcontainingdrugs.(adjective)

ConfidentVsConfidence
Confidentisanadjective

 Thepatientisnotconfidentinherabilityasamother.

Confidenceisanoun

 Thepatientlacksconfidenceinherabilityasamother.

Incorrect Correct

 Thepatienthasnotconfidentsocialsituations.
 Thepatientisnotconfidenceinsocialsituations.

 Thepatienthasnoconfidenceinsocialsituations.
(nounform)

 Thepatientisnotconfidentinsocialsituations.
(adjectiveform)

afew/few&alittle/little
Fewandafewisusedwithpluralnouns,andlittleandalittleisusedwithuncountablenouns.Littleandfewhave
negativeconnotationsandaresimilarinmanytonotmuch/notmany.Alittleandafewhavepositiveconnotations
andaresimilarinmeaningtosome.Mixingupthesewordsthereforewillcompletelychangethemeaningofthe
sentence.

Incorrect Correct

 Thepatienthasreducedspeechoutputandalittle
eyecontact.

 Therearefewwaystohelpidentifythepossibility
ofthreadwormssuchascheckingtheanusof
yourchildrenatnightandfrequentscratching.

 Thepatienthasreducedspeechoutputandlittle
eyecontact.(negativeconnotationrequiredhere)

 Thereareafewwaystohelpidentifythe
possibilityofthreadwormssuchascheckingthe
anusofyourchildrenatnightandfrequent
scratching.(positiveconnotationrequired)



during/while
Duringisfollowedbyanoun

 Duringhospitalisationthepatientmadeafullrecovery.
 Thepatienthadmanyvisitorsduringhisstayinhospital.

Whileisfollowedbyaphraseorgerund:____ing

 Whileinhospital,thepatientmadeafullrecovery.
 Thepatienthadmanyvisitorswhilerecoveringinhospital.

Incorrect Correct

 Hetwistedhisankleduringplayingsquash3
monthsago.

 Hetwistedhisankleduringagameofsquash3
monthsago.

 Hetwistedhisanklewhileplayingsquash3
monthsago.

following/followedby

Incorrect Correct

 Shewasadmittedtoourhospitalfollowedbya
collapseathomewithdehydration,nauseaand
severepain.

Incorrectasitmeansthepatientwasadmittedtohospital
first,thencollapsed.

 Shewasadmittedtoourhospitalfollowinga
collapseathomewithdehydration,nauseaand
severepain.

Correctasitmeansthecollapseoccurredbeforebeing
admittedtohospital.

 

YearsVsYear

Incorrect Correct

Iam writingtoreferthispatient,63yearsoldmanwho
livesalone.
Inthissentencetherearetwomistakes:

1. theexpressionisaphraseandthereforerequires
anarticle“a“toprecedethephrasea63-year-old
man.Anarticleisrequiredbecausethenounman
issingular.Comparewith:Therearetwo63-year-
oldmeninthewaitingroom.

2. Yearsisanadjectiveinthissentence(it
describestheageoftheman)andadjectivesare
uncountable.

1. Iam writingtoreferthispatient,a63-year-old
man,wholivesalone.

2. Therearetwo63-year-oldmeninthewaiting
room.

Thispatientis63yearold.
Inthissentencethewordyearsisanounprecedingan
adjectiveold.Nounscanbecountablesointhiscaseyou
mustmakeitplural.

Thispatientis63yearsold.

Herfatherdiedat50yearoldofbowelcancer
Inthiscaseatisaprepositionandneedstobefollowed
byanounornounphrase,ratherthantheadjective”old”.
Seecolumnontherightforpossiblecorrectchoices.Year
isanouninthiscasesoitshouldbewritteninplural
form.

1. Herfatherdiedat50yearsofageofbowel
cancer

2. Herfatherdiedattheageof50ofbowelcancer
3. Herfatherdiedwhenhewas50yearsoldof

bowelcancer.

Otherexamples

1. Inaddition,hehadahabitofthumbsuckinguntil 1. Inaddition,hehadahabitofthumbsucking



ageoffiveyears.
2. Inadditionhehadahabitofthumbsuckinguntil

hewasfiveyearsage.
3. Regardingthemedicalhistory,Alfiehasahistory

ofthumbsuckinguntiltheageof5years,

untiltheageoffive.
2. Inaddition,hehadahabitofthumbsucking

untilhewasfiveyearsofage.
3. Inaddition,hehadahabitofthumbsucking

untilhewasfiveyearsold.

1. Inadditionshehasfillings,crowns,gooddental
hygieneanda13yearsoldchrome/cobalt
removablepartialdenture.

Yearsisanadjectiveinthissentence(itdescribesthe
ageofthedenture)andadjectivesareuncountable.

1. Inadditionshehasfillings,crowns,gooddental
hygieneanda13yearoldchrome/cobalt
removablepartialdenture.

PhrasalVerbsandPrepositions
 

AtoZofPhrasalVerbsandUsefulVocabulary

Letter Expression Examplesentence

a.  admittedto
 associatedwith
 advisedto

 adviceon

 allergies
 allergicto

 arrivedat
 arrivedin

 ThepatientwasadmittedtoourhospitalinMarch2008forthefirst
time.

 Mr.Boothfirstcametoseemeon12/08/08complainingof
shortnessofbreathwhichwasworsewhenhewaslyingdown.It
wasassociatedwithatightnessinthechestandcoughing.

 Shewasadvisedtoreturnthenextdayforabloodtestandfollow
upconsultation.(verb)

 Forbothchildrenadviceonrecommendedvaccineswillbe
necessary.(noun)

 Sheisnotonanymedicationandhasnoknownallergies.

 Pleasenote,thepatientisallergictopenicillin.

 Thepatientarrivedatmysurgeryinadepressedstate.

 ThefamilyarrivedinAustraliain2007

b.  believe
 borderline

 Ibelievethepatientneedsurgentassessmentandhospital
admission

 Shewasnotedtobeoverweightandhasborderlinehypertension.

c.  consistentwith
 commence
 commenceon

 confidencein

 Iam writingtoreferMr.Walkera40yearoldmarriedpatient,
presentingwithsignsandsymptomsconsistentwithprostatic
enlargement.

 IVfluidswerecommencedinordertoimprovehydration.
 ThereforeIcommencedhim onomeprazol20mgdailyandstrongly

advisedhim tostopsmokingcigarettesandstopdrinkingalcohol.
(active)

 Shewascommencedon15gram alepam 1tabletnightlyforher
currentanxietyandsleeplessness.(passive)

 Shelacksconfidenceincaringherbabyintermsofbreastfeeding
andbathing.

d.  dischargeon
 deteriorate
 deny

 Hewillbedischargedonthe12thofAugust.
 Since28thofJulyherconditionhasdeterioratedwithoccasional

disorientation.



 difficultyin
 diagnosedwith
 diagnosisof

 Shedeniedvomitingandshewasvaguereportingaboutlaxatives.
 Mr.MacIntoshpresentedtomewiththecomplaintofdifficultyin

passingurine.
 Iam writingtorefermypatient,Fletcher,anineyearoldLabrador

crossdogwhoisdiagnosedwithhighgradelymhoma.(verb)
 Histologicalresultsconfirmedthediagnosisofhighgrade

lymphoma.(noun)

e.  evidenceof
 enclosed

 Examinationfindingsrevealedevidenceofanenlargedprostate.
 Ihaveenclosedtheradiographforyourconvenience.

f.  tofollow  Thepatientwasadvisedtofollowalowfatdiet.

h.  history  Thepatientfirstattendedmeyesterdayeveningwithaoneday
historyoflowerabdominalpain

 Mr.Abrahim hasapositivefamilyhistoryofprostatecancer

i.  indicate

 indicativeof

 inconspicuous

 Thefamilyhasindicatedthattheyneedaninterpreterwhospeaks
FarsiorArabicduringfollow-upvisitswiththisfamily.

 However,therewasslightswellingintherightgroinindicativeof
inguinalhernia

 Hisfamilyandsocialhistoryisinconspicious.

k.  known  SheisaknownasthmaticsincechildhoodandisonBudesonide
inhalerforthesame.

m.  tomakean
appointment

 Ihavemadeanappointmentforherthroughyourreceptionist.

n.  onexamination  Onexamination,herbloodpressurewas180/90mm Hgwitha
regularpulseof70beatsperminute.

o.  occasions  Todayshepresentedveryanxiousanddepressedasshehadnoted
somebloodinhermotionsontwoseparateoccasions.

p.  provisional
 presentat
 presentto

 Provisionaldiagnosissuggestsprostatecancer.
 MrGatespresentedatmyclinicyesterdayat7pm withacomplaint

oflowerbackpain.
 Today,hepresentedtomecomplainingofaregulardullacheinthe

groin.

q.  queries  Ifyouhaveanyfurtherqueries,pleasedonothesitatetocontact
me.

r.  reveal
 riskfactors
 aroutine

recovery
 reluctantto
 ruleout
 remarkable

findings

 Examinationtodayrevealedasignificantlyincreasedrightgroin
swelling.

 Hisriskfactorsinclude:smoking20cigarettesperday,lackof
exerciseandastrongfamilyhistoryofhypertension.

 Hehasmadearoutinerecoveryandhiswoundsappeartobe
healingwell.

 Heisreluctanttoseektreatment.
 Ibelievesheneedsanurgentassessmenttoruleoutbipolar

disorder
 Therewerenootherremarkablefindings.

s.  suggestiveof

 suspiciousof

 sufferingfrom
 signsand

symptoms

 MissJonesissufferingfrom thesignsandsymptoms
suggestiveofectopicpregnancy.

 Iam writingtoreferthispatient,a60-year-oldwomen,with
symptomssuspiciousofbowelmalignancy

 Ms.Tylorhasbeensufferingfrom diabetesandsheisadministering
insulininjectionbyherself.

 Heisa40-year-oldmanwhoissufferingfrom signsandsymptoms
suggestiveofperitonitiswithperforatedgastriculcer.



t.  treatedwith  Healsohasbeensufferingfrom hypertensionwhichhasbeen
treatedwithAtenolol50mgdaily.

u.  underlying
 undercontrol
 uneventful
 urgent
 unremarkable
 toundergo

treatment/surger
y/anoperation

 Iwouldappreciateyourassessmentofthisgirltofindoutwhether
hehasanyunderlyingpsychologicalproblems.

 Currently,herpainisundercontrolwithmedicationandsheis
toleratingfluids.

 Hersecondpregnancyanddeliverywereuneventful.
 IwouldappreciateifyoucouldgiveurgentattentiontoMrs.Woods'

problem.
 Cardiovascularexaminationwasunremarkableandher

electrocardiogram wasnormal.
 Sheunderwentcolonoscopythreeyearsagowhichwasnormal.

(simplepast)
 Duringhospitalization,thepatienthasundergonean

electromyogram andX-ray.(presentperfect)
v.  vitalsigns  Hervitalsignswerenormal,butshewasoverweight(85kg).

Thereforeshewasadvisedtoreduceweightanddoexercise.

w.  withacomplaint
of

 MrGatespresentedatmyclinicyesterdayat7pm withacomplaint
oflowerbackpain.

 
Prepositions

Prepositionsareadifficultareaoflanguagetofullymasterastheirusageisnotgovernedbystrictrules.Thebest
waytolearnprepositionsisbyregularreadingsothatyoucanslowlyabsorbandbecomecomfortablewiththeir
correctuse.However,itispossibletomemorisethecorrectuseofaselectionofprepositionsinordertousethem
accuratelyinwritingthereferralletter.

PrepositionsofTime

In:Inisusedforlonger
periodsoftime

On:Onisusedfordaysand
datesandsometime

expressions

At:Atisusedforthetimeof
dayandforsome

expressions

Somewordsrequireno
preposition

 InNovember
 InSpring
 In2006
 Inthepast
 Inthefuture
 Inthemorning
 Intheafternoon
 Inherchildhood
 Inhistwenties

 OnMonday
 On20November
 OnChristmasday
 Onhisbirthday
 Onreview
 Onexamination
 Oninvestigation
 Onpresentation
 Ontwooccasions

 At6o'clock
 Atnight
 Atlunchtime
 Atthattime
 Atthemoment
 Attheageof45
 Atbirth

 Yesterday
 Today
 Tomorrow
 Lastweek
 Thisweek
 Nextweek

PrepositionsofPlace

In:Inisusedforinsideofsomething On:isusedforthesurfaceareaof
something

At:Atisusedforaplaceofactivity

 InAustralia
 Inhospital
 Insurgery
 Inthestomach

 Ontheskin
 Onthegroundfloor

 Athome
 Atwork
 Atthewoundsite
 Attheclinic

CommonErrors

Incorrect Correct



 Hisfatherdiedofcancerduringtheageof50.  Hisfatherdiedofcancerattheageof50.

 Inexaminationtoday,thepatientwasanxiousand
distressed.

 Onexaminationtoday,thepatientwasanxious
anddistressed.

 Initialexaminationontodayrevealedinflammed
gums.

 Initialexaminationtodayrevealedinflammed
gums.

 OnDecember2006,thepatienthadhiswisdom
teethremoved.

 InDecember2006,thepatienthadhiswisdom
teethremoved.

 Thepatient'sfamilyarrivedatAustraliainlast
year.

 Thepatient'sfamilyarrivedinAustralialastyear.

Cohesion

 
Usefulsignalmarkers

Letter SignalMarker ExampleSentence

a.  ______aswell
as______

 asaresultof

 asaresult

 alongwith

 apartfrom this

 atthattime

 Shesuffersfrom oedemaaswellasbladderincontinenceand
onlytoleratesfluids.

 ThischildwasadmittedwithAcuteMeningoencephalitisasa
resultofacomplicationfollowingMumps.

 Letmeinform youthatthatthepatienthasproventobe
uncooperativeduringhisdentaltreatments.Asaresult,I
wouldrecommendthetreatmentsbecarriedoutwitha
generalanaesthetic.

 Onvaginalexaminationcervicalexcitationwasnotedalong
withtendernessintherightfornix.

 Shelookedveryanxiousandwashavingtroublesleeping.
Apartfrom this,noabnormalitieswerefoundonrectal,
cardiovascularandrespiratoryexaminations.

 Initially,Isawthepatientsixmonthsagowhenshe
complainedofconstipation.Atthattime,herphysical
examinationwasnormal.

b.  besidesthat
 becauseofthis
 basedon

 Thepatienthassmoked40cigarettesadayfor25-30years.
Besidesthathehastype2diabetes.

 Hesmokes20cigarettesanddrinks2beerseveryday.
Becauseofthis,hehasbeentoldtoceasesmokingandto
reducealcohol.

 Furthermore,afineneedleaspirationwastakenandwas
investigated.Basedonthat,Isuggestthedoghasdeveloped
lymphoma.

c.  consequently  Thedepthofperiodontalpocketwas3.4mm.Consequently,he
hasundergoneextensivetreatmentforcariouslesionsand
oralhygienemaintenance.



d.  during_________

 duration

 despite

 Duringhospitalization,hisvitalsignshavebeenmonitoredand
hehasbeenassistedwithhisshowers.

 On15/2/08,shepresentedcomplainingoflowerabdominal
painof1dayduration.

 Despitevariousdentaltreatmentsandregulardentalcleaning,
hisgeneralgum conditionisonlyfair.

f.  forthisreason  Mr.Fox'sbloodpressurewaselevatedandhewasoverweight.
Forthisreasonthepatientwasadvisedtodoexerciseand
followahealthydiet.

h.

 hence

 however

 Thecariouslesionson65arereasonablydeepandhencethe
toothhastobeextracted.

 Thepatientregularlyvisitsthedentistandheroralhygiene
statusisgood.However,hergumsareinflamed.

i.  intermsof___

 inorderto
 inaddition

 inthemeantime

 incaseof

 Intermsofhermedicalhistory,shehasmildhypertensionand
a12yearhistoryofdiverticulitis.

 Ihaveprescribedagleam inordertoreducedanxiety.

 Regardingthemedicalhistory,Alfiehadahistoryofthumb
suckinguntiltheageof5.Inaddition,heisepilepticanduses
dylantintocontroltheattacks.

 Ihaveplannedtoreviewhim intwomonthstomonitorhis
bloodpressureandsmokingreduction.Inthemeantime,I
believeheneedsurologicalassessment.

 Incaseofanyirritation,rednessorswellingoftheskin,
discontinuethetreatmentandconsultyourdoctor
immediately

m.  mayIremindyou
that….

 mymainconcernis
that…….

 MayIremindyouthatboththeteethwillrequirerootcanal
treatmentandcrown.

 Mymainconcernisthatthepatientisreluctanttobreastfeed
andconfidentincaringforherbaby.

n.  Itshouldbenoted  Itshouldbenotedthattheymayhaveaproblem with
communicatinginEnglishastheyunderstandlimitedEnglish.

o.  over……

 onreviewtoday,

 Overthepastweek,shehasremainedfreefrom severepain
andhasbeentoleratingafluiddiet.

 Shefirstpresentedtomeon3.7.06withseveralepisodesof
heartflutteroverthepreviousfewweeks.

 Onreviewtoday,thepatienthasreducedsmokingto10
cigarettesaday,attendedgym twiceaweekandlost7kgso
far.

p.  pleasenote  Pleasenote,hehasanallergicreactiontonuts.

r.  regarding

 regrettably

 recently

 Regardinghismedicalhistory,Jordansuffersfrom eczema
andasthmaforwhichhereceivestreatmenttwiceayear.

 Regrettably,shecomplainsofmildconstipationand
weakness.

 Recently,shehasbeenprescribedKarvea150mgandOroxine
0.1mgperday,TimoptolEyeDrops0.5%twiceadayand



Normison10mgasrequired.

s.  sincethen  Hisurinalysisandexaminationwerenormalexceptobesity
andborderlinehypertension.Sincethen,hehasbeendoing
regularexerciseandhasmanagedtolose8kgofweight

t.  therefore
 thereasonfor

 Hervitalsignswerenormal,butshewasoverweight(85kg).
Thereforeshewasadvisedtoreduceweightanddoexercise.

 Thereasonforthereferralistoconsiderapossibleprostate
biopsyregardingthepatient’scondition.

u.  upuntilnow,
 unfortunately

 Upuntilnow,Mr.Huttonhasleadaveryunhealthylife.
 Unfortunately,sheisnotexpectedtosurvivemorethan3

months.

w.  withregardto  Iam writingwithregardtothispatient,a57year-oldmarried
manwhoisunderourcarewiththediagnosisofmyasthenia
gravis.

ExampleCohesiveParagraphs
Doctors
Initially,IsawMr.Joneslastmonthwhenhecameforcheck-up.Atthistimehisbloodpressureshowedamild
elevation(165/90).Alsohisweightwasabovethenormallimit(85kgwhilehisheightis173cm).However,the
cardiovascularexaminationandtheurinalysiswerenormal.ThereforeIadvisedhim toloseweight,tostopsmoking
cigarettesandtocomeforareviewvisitwithinonemonth.Aprostatespecificantigentestwasrequestedtobe
donebeforethenextvisit.
Dentists
Initialexaminationon20/02/2008revealedthat54hasatemporaryfillingwithacavityextendingthroughthe
furcation.Basedonthebitewingradiologicalfindings, Iadvisedboth54and65beextractedalongwiththe
constructionofaspacemaintainer.MoreoverIadvisedthefillingofcarious55andfissuresealantforall6’s.Inmy
view,generalanaesthesiaisthepropersedationasthepatientisknowntobeuncooperativeinadentistchair.
Nurses
Whenadmittedtothishospital,Mr.Jaggercomplainedofhaemetemesis,anorexia,dizzinessassociatedwithweight
lossandanaemia.Healsowassufferingfrom severeepigastricpainaftermeals.Therefore,hisstoolwasexamined
andanendoscopyhasbeenperformed.

 

 SentenceStructure 

CompoundSentencesandCoordinatingConjunctions
Whenwritingreferrallettersitisnecessarytotakeinformationfrom thecasenotesandwriteitincomplete
sentences.Themostbasicwaytodothisisasasimplesentence.Simplesentencescommonlycontainasubject,
verbandobjectandareknownasindependentclauses.
Example:Thepatientisallergictopenicillin.
Thismethodissuitableforinformationwhichisnotconnectedtootherinformationinthecasenotes.However,itis
morecommontogroupinformationwhichisrelatedintocompoundsentences.Inthesentencebelow,twoideasare
joinedbytheconjunctionand.Notethatthesubjectforeachclauseisdifferentandeachclausecanfunctionasa
completesentence
Example:¬IprescribedPanadolforhishandpainandhewasadvisedtoreduceweightanddoexercise.
Compoundsentencesarejoinedbyconjunctionsandtheyshowtherelationshipbetweentheideas.Themost
commonconjunctionsare:
and=thesecondclausecontainsasimilarideaasthefirst
Example:Shedoesnotsmokeand(she)drinksalcoholrarely.
but=thesecondclausecontainsancontrastingidea
Example:Shedoesnotsmokebut(she)isaheavyalcoholdrinker.
so=thesecondclauseexpressesaresultoroutcome
Example:Shedoesnotsmokeordrinkalcoholsoherhealthisgood.
Oneimportantdecisionforthewritertomakeiswhethertoincludeasubjectinthesecondclause.Basically,therule
isyouneedtoaddasubjectafteraconjunctionifthesubjectofthesecondclauseisdifferenttothatofthefirst



clause.Orifthesentenceisverylong.
CommonMistakes

Incorrect Correct
Explanation:Thesentenceisnotbalancedandthereisno
verbaftertheconjunctionand
Explanation:Nosubjectorverbaftertheconjunctionbut
Explanation:Omissionofsubjectandverb
Explanation:Nosubjectaftertheconjunctionand,and
notethesubjectforeachclauseisdifferent.Inthefirst
clausethesubjectisMrSmith’sactivitiesandinthe
secondclausethesubjectisMrSmith(nothisactivities)
Explanation:Youmustaddanewsubjecthereasitis
differenttothesubjectofthefirstclauseHerBPVsShe
Explanation:Thiserroriscalledacommasplice.A
commaspliceisincorrectbecausetwosentencescannot
bejoinedwithacommaalone.Inthiscaseyoucanjoin
thesentenceswithand.
Explanation:incompleteverbformationafterand Mr.Joneshasbeenapatientofminesince1999

and(he)hasbeenattendingmyclinicona
regularbasisforscalingandcleaning.

 
ParallelStructures&BalancedSentences

Theinformationinthecasenotesisusuallywritteninnoteform,andthereforedoesnotfollowconventional
grammaticalrules.However,whenthisinformationisorganisedintocompletesentencesinthereferralletteritis
necessarytofollowstandardconventionsofgrammarandsentencestructure.Thisworksheetexplainshowto
groupinformationusingparallelstructurestoensurethatthesentencesyouwritearegrammaticallybalanced.This
canbeachievedbymakingsurethatverbs,adjectives,nouns,prepositions,phrasesandclausesareparallel.Parallel
structureswithinasentencearejoinedwithcoordinatingconjunctionssuchasand/oraswellaswithcommas.Here
aresomeexamples:
Withactiveverbs

Heisnowworriedabouthisconditionbecauseheisoverweight,lacksexerciseandsmokesregularly
Withpassiveverbs

Duringhospitalization,IVfluidswerecommencedandatransdermalpatchwasusedforherpain.
Withnouns&nounphrases

Heisnowworriedabouthisconditionbecauseofhisincreasedweight,lackofexerciseandhishabitof
smoking.

Hewillrequireinformationabouthowandwhentotakehismedication,howtostopsmokingandthenecessity
ofdoingregularexercise.

Withgerunds
Inordertohandletheabovementionedeffectsbecautiouswhendrivingacar,operatingmachineryor

performinganyhazardousactivitiesespeciallyaftertakingyourregulardose.
Withprepositions

Threadwormsresemblepiecesof1.5cm cottonthreadwhichisnormallydetectableatthesurfaceofthefeces
oraroundtheanusatnight.

Withverbsintheconclusion
Iam worriedaboutMissJonesandwouldappreciateyoururgentassessmentandtreatmentasyouthink

appropriate.
Theimportantpointtorememberisthatthestructuresmustbebalanced.

CommonMistakes
Incorrect Correct

Sally initially presented alone to my clinic on
27/12/07witha3-month-historyofconstipation
andassociatedusinglaxatives

Explanation:Thesentenceisnotbalancedasnoun
phrases

Sallyinitiallypresentedalonetomyclinicon
27/12/07witha3-month-historyofconstipation
andassociateduseoflaxatives

Hehasafamilyhistoryofstrokeanddiabetic.
Explanation:Thissentenceisnotbalancedasstrokeisa
nounanddiabeticisaadjective

Hehasafamilyhistoryofstrokeanddiabetes

Goodhygieneshouldbemaintainedbytakinga
morningshower,usingindividualtowels,

Goodhygieneshouldbemaintainedbytakinga
morningshower,usingindividualtowels,



washingclothesdailyandtovacuum regularly.
Explanation:thefinalverbisoutofbalance

washingclothesdailyandvacuumming
regularly.

Iam writingtoreferthispatient,a26yearold
computerprogrammer,whoisdisplayingsign
andsymptomsconsistentwithsubdural
haematoma.

Explanation:Bothnounsshouldbeinpluralform

Iam writingtoreferthispatient,a26yearold
computerprogrammer,whoisdisplayingsigns
andsymptomsconsistentwithsubdural
haematoma.

Hisheightis170cm andweighing99kg.
Explanation:unbalancedwordform,heightisanoun,
weightisagerund

Hisheightis170cm andweightis99kg.

Onsubsequentvisits,impressionsforfullupper
andlowerdenturesweremade,biteregistered
andcompleteupperandlowerdentureswere
delivered.

Explanation:Passiveform requiredforallverbs

Onsubsequentvisits,impressionsforfullupper
andlowerdenturesweremade,biteregistration
wastakenandcompleteupperandlower
denturesweredelivered

Shediagnosedwithhyperthyroidism in1997,
hypertensionin2003andGlaucomasince2004.

Explanation:Timemarkersneedtobebalanced.

Shewasdiagnosedwithhyperthyroidism in1997,
hypertensionin2003andGlaucomain2004.

Shehashadhyperthyroidism since1997,
hypertensionsince2003andGlaucomasince
2004.

Duringhospitalization,IVfluidswerecommenced
andusedatransdermalpatchforherpain.

Explanation:Passiveform requiredforallverbs

Duringhospitalization,IVfluidswerecommenced
andatransdermalpatchwasusedforherpain.

Furtherexaminationrevealeddrymouth,dentures
werewornoutonocclusalsurfacesandaheavy
calculusdepositwasseenonthedentures.

Explanation:Inexample1,byaddinginaddition,youcan
changethestructureandkeepthesentencebalanced.In
example2thesentenceisbalancedastheverbshave
beenreplacedwithnounphrases.

Furtherexaminationrevealeddrymouth.In
addition,herdentureswerewornoutonocclusal
surfacesandaheavycalculusdepositwasseen
onthedentures.

Furtherexaminationrevealeddrymouth,wornout
denturesonocclusalsurfacesandheavy
calculusdepositsonthedentures.

Sheisfeelinglonelinessandisolatedduetolosing
hersocialcontacts

Explanation:Lonelinessisanounwhereasisolatedinan
adjectivesothewordformsarenotbalanced.

Sheissufferingfrom lonelinessandisolationdue
tolosinghersocialcontacts.(nouns)

Sheisfeelinglonelyandisolatedduetolosingher
socialcontacts.(adjectives)

ComplexSentences

RelativeClauses

Intheintroductionofareferralletteritiscommonpracticetointroducethepatientandprovidesomerelevantdetails
relatingtotheirsituationorcondition.Therelativeclauseallowswriterstodothisinaclearandconcisemanner.

Definition:Arelativeclauseisthepartofthesentencewhichprovidesinformationaboutthepatient.Theycanbe
dividedintotwotypes,definingandnon-defining.Definingclausesprovidedetailsaboutthenounbeingreferredto.
Commasarenotrequired.
Non-definingclausesprovideextrainformationaboutthenounbeingreferredtobutdonotdefineit.Commasare
required.

Defining Non-defining

 Iam writingtoreferthispatientwhoisduetobe
dischargedtoday.

Explanation:Therelativeclausedefinestheobjectofthe
mainclausei.eWhichpatient?Thepatientwhoisbeing
discharged.

 Iam writingtoreferthispatient,whoisduetobe
dischargedtoday,forongoingphysiotherapy
treatment.

Explanation:Therelativeclauseprovidesextrainformation
(patientisduetobedischarged)abouttheobjectofthe
mainclausebutdoesnotdefineit.Itcouldberemoved
from thesentenceandthemeaningwouldstillbeclear:I
am writingtoreferthispatientforongoingphysiotherapy



treatment.

 Iam writingtoreferMrs.Patterson,a36-year-old
marriedwomanwhoissufferingfrom mild
depression.

Explanation:Therelativeclausedefinestheobjectofthe
mainclausei.eWho?Mrs.Patterson,a36-year-old
woman.
n.b.Inthissentence,thefirstcommaallowsextra
informationtobeaddedaboutMrs.Patterson.

 Mrs.Patterson,whoisa36-year-oldmarried
woman,issufferingfrom milddepression.

Explanation:Therelativeclauseprovidesextrainformation
(Mrs.Pattersonisa36yearoldwoman)aboutthesubject
ofthemainclausebutdoesnotdefineit.Itcouldbe
removedfrom thesentenceandthemeaningwouldstillbe
clear:MrsPattersonissufferingfrom milddepression.

HandyTip
Noname=nocomma
Inexample1below,nocommaisrequiredastherelativeclauseisdefiningthepersonbeingreferredto.Inexample
2,therelativeclausedoesnotdefinethepersonbeingreferredtobecauseitisalreadyknown.Therefore,Ifyou
includethepatient'sname,commasarerequired.

1. Thedoctorwhoperformedtheoperationisfrom Iraq.
2. DoctorYousif,whoisfrom Iraq,performedtheoperation.

Incorrect Correct

 Mr.Holmeswholiveswithhiswifeina
governmentflat,isanagedcarepensioner.

Explanation:Commasrequiredasitisanon-defining
relativeclause.Youcanalsoexpressthisinformationina
compoundsentence.

 Mr.Holmes,wholiveswithhiswifeina
governmentflat,isanagedcarepensioner.

 Mr.Holmesliveswithhiswifeinagovernmentflat
andisanagedcarepensioner.

 Mr.O'Riley,wholivesaloneinhisownhome,and
worksasafencingcontractorandhasonlyone
brother.

Explanation:Afterthesecondcommaaverbisrequired.
i.eMrO'Rileyworks..

 Mr.O'Riley,wholivesaloneinhisownhome,
worksasafencingcontractorandhasonlyone
brother.

 Mrs.Petersonwhorecentlymovedtoour
retirementvillagefollowingherhusband'sdeath.

Explanation:Norelativepronounneededhereasitisa
simplesentence.

 Mrs.Petersonrecentlymovedtoourretirement
villagefollowingherhusband'sdeath.

 Mrs.Peterson,whorecentlymovedtoour
retirementvillagefollowingherhusband'sdeath,
hasahistoryofhypertension.

 Mr.Brownpresentedatmyclinictodaywitha
complaintoffracturedfrontteethinatraumatic
caraccident.

Explanation:Arelativeclauseisrequiredtodefinehowthe
teethwerefractured.Alternativelyitcanbewrittenastwo
separatesentences.

 Mr.Brownpresentedatmyclinictodaywitha
complaintoffracturedfrontteethwhichoccurred
inatraumaticcaraccident.

 Mr.Brownpresentedatmyclinictodaywitha
complaintoffracturedfrontteeth.Thisoccurred
inatraumaticcaraccident.

 Iam writingregardingMr.Jones,a35year-old-
male,whowasrecentlydiagnosedwithwith
tuberculosis.

 Iam writingregardingMr.Jones,a35year-old-
malewhowasrecentlydiagnosedwithwith
tuberculosis.



Explanation:Secondcommanotrequiredasitisadefining
relativeclause,i.eitdefinesMr.Jones

 Iam writingtoreferMrs.MargaretGreen,a66
yearoldwidowwiththreechildren,with
complaintsofchestpain.

Explanation:Relativeclauserequiredhereastwo
prepositionalphrasesisconfusing.

 Iam writingtoreferMrs.MargaretGreen,a66
yearoldwidowwiththreechildrenwhois
complainingofchestpain.

 Iam writingtorefer,Ms.Abbot,a58yearold
widowadmittedwithpain,dehydrationand
nausea.

Explanation:Incorrectcommaplacementandrelative
clauserequired.

 Iam writingtoreferMs.Abbot,a58yearold
widowwhowasadmittedwithpain,dehydration
andnausea.

 Mr.Fisherwasadmittedtohospitalwiththe
diagnosisofobstructivearterydiseaseandend
withquadruplearterybi-passgrafts.

Explanation:Arelativeclauseisrequiredtodefinethe
treatment.

 Mr.Fisherwasadmittedtohospitalwiththe
diagnosisofobstructivearterydiseasewhich
requiredquadruplearterybi-passgrafts.

 Iam writingtoreferthis14-year-oldboytoyou
whocametomecomplainingofasprainedankle.

Explanation:Therelativepronounmustfollowthenounit
isreferringto.

 Iam writingtoreferthis14-year-oldboywho
cametomecomplainingofasprainedankle.

 Iam writingtoreferthispatient,a39yearold
widowedwoman,whoisunderourcareafter
beinginjuredinacaraccident.

Explanation:Nocommarequiredasitisadefiningrelative
clause.

 Iam writingtoreferthispatient,a39yearold
widowedwomanwhoisunderourcareafterbeing
injuredinacaraccident.

 Mr.Robertswhoisa72-year-oldretiredgentleman
wasadmittedtohospitalforacutecerebral
infarctionon08/03/10.

Explanation:Commasrequiredasitisanon-defining
relativeclauseandprovidesextrainformationaboutMr.
Roberts.

 Mr.Roberts,whoisa72-year-oldretired
gentleman,wasadmittedtohospitalforacute
cerebralinfarctionon08/03/10.

 Iam writingtoexplainMr.Clarke'scurrent
situation,whohasbeenapatientofminefora
longtime.

Explanation:Therelativepronounmustbeaddeddirectly
afterthepersonyouarereferringto.

 Iam writingtoexplainMr.Clarke'scurrent
situation.Hehasbeenapatientofmineforalong
time.

 Iam writingtoreferMr.Clarke,whohasbeena
patientofmineforalongtime.Currently,heis
sufferingfrom........

 
ClausesofContrast

Contrastcanbeexpressedbyjoiningtwoclauseswiththefollowinglinkingwords:although/but/despite/despitethe
factthat/eventhough/however/inspiteof/ontheotherhand/whereas/while.Acommaisusedtoseparatethetwo



clausesasillustratedbelow.
Althoughherconditionhasimproved,sheisstillveryweak.
Herconditionhasimproved,butsheisstillveryweak.
Despiteanimprovementinhercondition,sheisstillveryweak.
Despitethefactthattherehasbeenanimprovementinhercondition,sheisstillveryweak.
Eventhoughherconditionhasimproved,sheisstillveryweak.
Herconditionhasimproved.However,sheisstillveryweak.
Inspiteofanimprovementinhercondition,sheisstillveryweak
Whileherconditionhasimproved,sheisstillveryweak.

Rulesforlinkingwords
Although/EvenThough+clause(underlinedbelow)

e.g.Although+herconditionhasimproved,sheisstillveryweak.
Despite/Inspiteof+nounorgerund(underlinedbelow)

e.g.Despiteanimprovementinhercondition,sheisstillveryweak.
Despiteovercomingherillness,sheisstillveryweak

Despitethefactthat/Inspiteofthefactthat+clause(underlinedbelow)
e.g.Despitethefactthattherehasbeenanimprovementinhercondition,sheisstillveryweak.

Despitethefactthatherconditionhasimproved,sheisstillveryweak.
However:Acommaisrequiredafterhowever

e.g.Herconditionhasimproved.However,sheisstillveryweak
CommonMistakes

Incorrect Correct
Inspite of providing with exercises and

compensatory techniques she was unable to
copewithtrainingduetoanincreaseinpain.

Explanation:providingisincorrect,asitwasthepatient
whowasprovidedexcercise,insuchcasesyouhave2
choices

UseanounphraseInspiteofourprovisionof
exercises

UsepassivevoiceInspiteofbeingprovidedwith
excercise

Inspiteofourprovisionofexercisesand
compensatorytechniques,shewasunableto
copewithtrainingduetoanincreaseinpain.

Inspiteofbeingprovidedwithexercisesand
compensatorytechniques,shewasunableto
copewithtrainingduetoanincreaseinpain.

Althoughshehasimproved,butsheisstillveryweak
Explanation:Thissentencehastwolinkingwordssoone
mustbeomitted.

Althoughshehasimproved,sheisstillveryweak.
Shehasimproved,butsheisstillveryweak.

Despiteofregularfollowup,plaqueandtartarwere
detectedovercervicalandbucalsurfacesofthe
dentureteeth.

Explanation:Thereisnolinkingexpression“despiteof”

Despiteregularfollowup,plaqueandtartarwere
detectedovercervicalandbucalsurfacesofthe
dentureteeth.

Inspiteofregularfollowup,plaqueandtartarwere
detectedovercervicalandbucalsurfacesofthe
dentureteeth.

Despiteofthisadvice,heregularlydrinks2~4
glassesofwineeverynightaswellas1~2
glassesofscotchatweekends.

Explanation:Asabove

Despitethisadvice,heregularlydrinks2~4glasses
ofwineeverynightaswellas1~2glassesof
scotchatweekends.

Inspiteofthisadvice,heregularlydrinks2~4glasses
ofwineeverynightaswellas1~2glassesof
scotchatweekends.

 
ClausesofPurpose

Purposeclausesallowthewritertoexpresswhyacertainactionwastakeninthepastorwhyacertainactionneeds
tobetakeninthefuture.Itcanbeexpressedbyjoiningtwoclauseswiththefollowinglinkingwords:inorderto;so
that.Acommaisrequiredwhenthesubordinateclausecomesbeforetheindependentclause.

 Inordertoreduceweight,alowfatdiethasbeenrecommended.(quiteformalandsuitableforreferralletters)
 Alowfatdiethasbeenrecommendedinordertoloseweight.
 Alowfatdiethasbeenrecommendedsothatthepatientcanloseweight.(casualexpressionandusedmore

ininformalwritingorspokenEnglish)

Rules



 inorderto+infinitive:Furtherinvestigationisrequiredinordertoruleoutbowelcancer.
 sothat+pastreference:Ageneralanaestheticwasgivensothatthepatientwouldnotfeelpain.
 sothat+futurereference:Ageneralanaestheticneedstobegivensothatthepatientwillnotfeelanypain.

HandyTip:inordertoruleout+diseasenameisausefulphraseforintroductionsorconclusions.

 Inordertoruleoutectopicpregnancy,Iwouldappreciateyoururgentassessment.
 ThepatientwantstohaveascanfornuchaltranslucencyinordertoruleoutDown'sSyndrome.

Incorrect Correct

 Inorderforalleviationofpain,thepatientwas
prescribedparacetamol.

Explanation:Inordermustbefollowedbyto+infinitive
verb,notfor+noun

 Inordertoalleviateofpain,thepatientwas
prescribedparacetamol.

 
ClausesofReason

Inreferrallettersitisoftennecessarytostatewhyacertainactionwastakenandclausesofreasonallowthewriter
todothisinaclearmanner.Itcanbeexpressedbyjoiningtwoclauseswiththefollowinglinkingwords:dueto/due
tothefactthat;forthisreason;because/becauseof.
Examples

 Duetofailuretoprogressandfetalstress,anemergencycaesareansectionwasperformed.
 Duetothefactthattherewasfailuretoprogressandfetalstress,anemergencycaesareansectionwas

performed.(formal)
 Therewasevidenceofpoorprogressandfetalstress.Forthisreason,anemergencycaesareansectionwas

performed.
 Becausetherewasevidenceofpoorprogressandfetalstress,anemergencycaesareansectionwas

performed.
 Becauseoffailuretoprogressandfetalstress,anemergencycaesareansectionwasperformed.

Rules
 dueto/becauseof+noun(underlinedbelow)

Example:Duetoalowfatdiet,thepatient'shealthimproved.
Thepatient'shealthimprovedduetoalowfatdiet.
Becauseofalowfatdiet,thepatient'shealthimproved.
Thepatient'shealthimprovedbecauseofalowfatdiet.

 dueto+gerund(-----ingform)

Example:Duetolosingweight,thepatient'shealthimproved.
 forthisreason+clause(underlinedbelow)

Example:Thepatientwasplacedonalowfatdiet.Forthisreason,herhealthimproved.
 because+clause

Example:MrsHealy'shealthimprovedbecauseshewasonalowfatdiet.
Becauseshewasonalowfatdiet,MrsHealy'shealthimproved.

 duetothefactthat+clause

Example:Thepatient'shealthimprovedduetothefactthatshewasonalowfatdiet.
DuetothefactthatMrsHealywasonalowfatdiet,herhealthimproved.

HandyTip:dueto+ingform allowsthewritertoexpressmeaningclearlyandconciselysoitisusefulinreferral
letters.

Commaplacement

Acommaisrequiredwhenthesubordinateclausecomesbeforetheindependentclause.However,ifthe



independentclausecomesfirst,nocommaisrequired.Clickhereformoredetails.

Incorrect Correct

 Thepatientisfeelinglonelyandisolateddueto
loseherusualsocialcontacts.

Explanation:Incorrectwordform andsentencestructure
afterdueto

 Thepatientisfeelinglonelyandisolateddueto
losinghersocialcontacts.(clearandconcise)

 Thepatientisfeelinglonelyandisolateddueto
thefactthatshelosthersocialcontacts.(formal
andabitwordy)

 Hismotherhaddifficultyincaringforbothher
son'sillnessandlookingaftertwoothersmall
childrenduetosick.

Explanation:Incorrectwordform andsentencestructure
afterdueto

 Hismotherhaddifficultyincaringforbothher
son'sillnessandlookingaftertwoothersmall
childrenduetohersickness.

 Hismotherhaddifficultyincaringforbothher
son'sillnessandlookingaftertwoothersmall
childrenduetobeingsick.

 Recently,theMrHuttonstoppedplayingsport
becausemusclesoreness.

Explanation:Incorrectwordform andsentencestructure
afterbecauseof

 Recently,theMrHuttonstoppedplayingsport
becauseofmusclesoreness.

 Recently,theMrHuttonstoppedplayingsport
becausehehadmusclesoreness.

 
ClausesofTime

Averyimportantpartofreferrallettersissummarisingthepatienthistoryandorderofeventsinthecasenotes.The
useoftimeconjunctionshelpthewriterexpresstheserelationshipsclearly.Commonlyusedconjunctionsinclude:
ago,during,when,while,since,first,onthenextvisit,atthattime,after,later,in..........timeetc.etc.

Examplesentences

 Thepatientfirstsawmethreemonthsagocomplainingofpainfulwisdom teeth.
 Duringhospitalisation,thepatienthadsurgerytoremoveasuspiciouslesiononhislip.
 WhenMr.Matthewsisdischarged,hewillneedassistancewithshoweringandgeneralhouseholdchores.
 Whileyouareonthismedication,pleasedonotdriveorconsumealcohol.
 Sincebeingadmitted3weeksago,thepatienthassteadilyimprovedandisduetobedischargedtoday.
 Thepatientfirstattendedmeyesterdayevening
 Onthenextvisit,Peter'sconditionhadworsenedandhewasveryanxious.
 Mr.Hauritzinitiallypresentedatmyclinicon20/11/09.Atthattime,examinationrevealedcariouslesionson

severalteethalongwithpoordentalhygiene.
 Onreviewafterthreemonths,shehadmadegoodprogresswithherweightreduction.
 Thepatientwasadvisedtoreducealcoholconsumption,avoidheavyliftingandreviewinthreemonthstime.
 Areviewconsultationwasscheduledforonemonthlater.

Exampleparagraph

Sixmonthsago,Mr.Robertstwistedhisrightanklewhileplayinggolf.Duringthefollowingmonths,thepatient
experienceintermittentattacksofpainwhichhinderedhisabilitytoworkeffectively.Onreviewafterthreemonths,
therightanklejointwasx-rayedandtheresultappearedtobesatisfactory.However,whentheswelling,painand
impairedimprovementpersisted,anMRIwasorderedwhichrevealedadetachedcartilage.Currently,Mr.Roberts
doesnothavefullmobility,andisnolongercapableoffull-timeemploymentonwhich,financially,hisfamilydepends.

Rules



 During+noun(underlinedbelow)

Example:Duringhisstayinhospital,MrMason'sconditionhasimproved.

 When+timeclause(underlinedbelow)

Example:WhenMs.Songreturnedtoday,shewaspaleanddistressed.

 While+clause(underlinedbelow)

Example:Whilewaitinginreception,thepatientfainted.

 Ago+pasttense(underlinedbelow)

Thepatienthadalivertransplant12monthsago.

CommaPlacement

Acommaisrequiredwhenthetimeclausecomesbeforetheindependentclause.

HandyTip
Correctverbtenseisanimportantpointtoconsiderwhenwritingtimeclauses.Theimportantpointstoremember
areasfollows:

 Whentheverbofthetimeclauseisinpresentform,theverbinthemainclausemustalsobepresentor
futureform.

Example:Whileyoudisplaysymptomsoffeverandrash,youarestillinfectious.

 Whentheverbofthetimeclauseisinpastform,theverbinthemainclausemustalsobeinpastform.

Example:Whenthepatientreceivedhisresults,hefainted.

 Whentheverbinthemainclauseisinpresentperfectform,theverbofthetimeclausemustbeinpresent
perfectform.

Example:Whilethepatienthasbeeninhospital,hisconditionhassteadilyimproved.

Incorrect Correct

 Today,thecouplepresentedatmyclinic.Mrs.
Conwayinformedmethatherhomeovulation
predictiontestshowedpositive.

Explanation:TodemonstrateahigherlevelofEnglish
proficiencythisinformationshouldbeexpressedina
complexsentenceratherthantwosimplesentences.

 Whenthecouplepresentedatmyclinictoday,
Mrs.Conwayinformedmethatherhome
ovulationpredictiontestshowedpositive.

 Today,whenthecouplepresentedatmyclinic,
Mrs.Conwayinformedmethatherhome
ovulationpredictiontestshowedpositive.

 Thepatienthashadplacementofaprosthetic
heartvalve12monthsago.

Explanation:hashadispresentperfect,butsimplepastis
requiredwiththetimemarkerago.

 Thepatienthadplacementofaprostheticheart
valve12monthsago.

 IfirstsawMrs.Smytheatmycliniclastweek,she  WhenIfirstsawMrs.Smytheatmycliniclast



urgentlyneededanewpartialdenture.

Explanation:Anadverboftimesuchaswhenrequiredto
connectthesetwoindependentclauses

week,sheurgentlyneededanewpartialdenture.
(bestchoice)

 IfirstsawMrs.Smytheatmycliniclastweekand
sheurgentlyneededanewpartialdenture.
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