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About City & Guilds 
City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards across a wide 
range of industries, and progressing from entry level to the highest levels of professional achievement. With 
over 8500 centres in 100 countries, City & Guilds is recognised by employers worldwide for providing 
qualifications that offer proof of the skills they need to get the job done.  
 
City & Guilds Group 
The City & Guilds Group includes City & Guilds, ILM (the Institute of Leadership & Management) which 
provides management qualifications, learning materials and membership services, NPTC which offers land-
based qualifications and membership services, and HAB (the Hospitality Awarding Body). City & Guilds also 
manages the Engineering Council Examinations on behalf of the Engineering Council.  
 
Equal opportunities 
City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying this 
principle in all our activities and published material. A copy of our equal opportunities policy statement is 
available on the City & Guilds website.   
 
Copyright 
The content of this document is, unless otherwise indicated, © The City and Guilds of London Institute 2009 
and may not be copied, reproduced or distributed without prior written consent. 
 
However, approved City & Guilds centres and learners studying for City & Guilds qualifications may 
photocopy this document free of charge and/or include a locked PDF version of it on centre intranets on the 
following conditions: 
• centre staff may copy the material only for the purpose of teaching learners  working towards a City & 

Guilds qualification, or for internal administration purposes 
• learners may copy the material only for their own use when working towards a City & Guilds qualification 
 
The Standard Copying Conditions on the City & Guilds website also apply. 
 
Please note: National Occupational Standards are not © The City and Guilds of London Institute. Please 
check the conditions upon which they may be copied with the relevant Sector Skills Council. 
 
Publications 
City & Guilds publications are available on the City & Guilds website or from our Publications Sales 
department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294 3387.  
 
Every effort has been made to ensure that the information contained in this publication is true and correct at 
the time of going to press. However, City & Guilds’ products and services are subject to continuous 
development and improvement and the right is reserved to change products and services from time to time. 
City & Guilds cannot accept liability for loss or damage arising from the use of information in this publication. 
 
City & Guilds 
1 Giltspur Street 
London EC1A 9DD 
T +44 (0)20 7294 2800     www.cityandguilds.com 
F +44 (0)20 7294 2400    learnersupport@cityandguilds.com 
 



Level 3 Diploma for Medical Secretaries – Medical Word 
Processing - Text Production 4419-333  

4419-333 Sample assignment August 2009 V1.0 
 

3

 
 
 
 
Assessor’s instructions 
 
Assignment number 4419-333 
Version Sample 

 
 
 



Level 3 Diploma for Medical Secretaries – Medical Word 
Processing - Text Production 4419-333  

4419-333 Sample assignment August 2009 V1.0 
 

4

 
Notes for guidance 
This assignment comprises part of the assessment for Unit 5 Medical Word Processing – Text 
Production.  
 
The importance of safe working practices, the demands of the appropriate national and local 
Health and Safety legislation, associated regulations and Codes of Practice associated with the 
particular industry, must always be stressed.  Candidates have responsibilities for maintaining the 
safety of others as well as their own.  Anyone behaving in an unsafe fashion must be stopped and 
suitable warnings given.  A candidate should never be allowed to continue working on an 
assignment if they have contravened these requirements.  This may seem rather strict but, apart 
from the potentially unpleasant consequences, each candidate must acquire the habits required for 
the workplace. 
 
The following notes for guidance are provided to assist assessors/tutors in planning the 
delivery of this assignment to candidates. 
 
1 Location of assignment 
1.1 Any suitable location in the workplace or learning environment. 
 
2 Equipment/resources required for this assignment 
2.1 The use of word processing and printer facilities are required for this assignment. 
2.2 Candidates are allowed to use English and or mother tongue dictionaries, BNF, MIMs, medical 

dictionaries or on-line dictionaries. 
2.3 Candidates will need access to the 4419-01/02 Assessment guide to complete this assignment. 
 
3 Evidence and recording 
3.1 All work produced by the candidate should be kept together. The candidate is required to put 

their name, their City & Guilds registration number, task number and date on all pieces of work, 
either handwritten or typed, however they will not be penalised for not doing so.  Candidates 
will need to be able to organise their information clearly and coherently. 

 
4 Time considerations 
4.1 The candidate has 2 hours and 30 minutes to complete this assignment in a controlled 

environment, including all proof reading and printing.  
4.2 Any task that is repeated must also be taken in a controlled environment.  A reasonable time 

should be allocated to the repeat task relating to the content.  A note should be made on the 
candidate’s assessment record indicating the time that was allowed. 

4.3 A recommended period of seven days must have elapsed before an unsuccessful candidate 
can retake a task within this assignment.  Further training/feedback should be given to 
candidates before a task is retaken.  Should a candidate be unsuccessful in more than one 
task, or a referred assignment, then a new assignment should be taken. 

 
5 Additional information 
5.1 Answers given in the exemplar solutions are indicative of the type of work candidates should 

produce but are not definitive. 
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Outcomes  
 
Task  Evidence Outcome reference 
1 • Information Sheet  
2 • Appointment letters - Mailmerge 
3 • Booking Form 
4 • Leaflet 

1.1, 2.1, 2.2, 3.1, 
4.1, 4.2, 6.1 
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Assignment 4419-333 
You are advised to read all instructions carefully before starting work.  Check with your 
Assessor/Tutor, if necessary, to ensure that you have fully understood the process. 
 
You must, at all times, observe all relevant Health and Safety requirements. 
 
You have 2 hours and 30 minutes to complete this assignment. 
 
Introduction 
This assignment is broken down into four tasks: 
 
Task 1 requires you to produce an information sheet 
Task 2 requires you to produce an appointment letter and a datafile 
Task 3 requires you to produce booking form 
Task 4 requires you to produce a leaflet 
 
 
Note 
• You will need access to recall files: ‘elective and emergency caesareans’ and ‘antenatal 

clinic letter’. 
• You will need access to the 4419 Assessment guide to enable you to complete this 

assignment.  
• You will be allowed to use English and Medical and/or mother tongue dictionaries to assist you 

in this assignment. You may also use the BNF, MIMS or any other medical source (including 
on-line dictionaries) for drug names if appropriate. 

• When you have completed all the tasks, re-read the instructions again just before you proof 
read your work for the last time. 

• Follow the instructions carefully with regard to saving your work and save it before the end of 
the time period. 

• Ensure your name, your City & Guilds registration number, task number and date is on all 
documentation. 

• Please remember to arrange your work in task order. 
• Proof reading and printing must be done within the time period.  No further amendments may 

be made after that. 
• At the end of two and a half hours, you will be told to stop and hand all paperwork to your 

Assessor/Tutor. 
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Before you begin: 
You will need to organise your files/documents within folders.   
 
• Create a folder and name it MedWP09_your initials 
• In this folder create two new sub-folders one called Caesarean and the other Appointments  
 
Task 1 
 
• Recall the information sheet ‘Elective and Emergency Caesareans’. 
• The information sheet will need to be checked, amended and completed.  
• Change all margins to 2 cm.   
• Fully justify the text and number all pages.   
• Save the file as info(your initials) in the Caesarean folder.  
• Print one copy.  
 
Task 2 
 
• Recall the appointment letter named ‘antenatal clinic letter’. Check and complete the letter.   
• Create the datafile and print a copy.   
• Merge the datafile with the letter and print out a copy for each person allowing at least 6.2 cm 

(2.5”) for headed paper for the first page of each letter (you do not need to provide letter 
head).  

• Print a copy of the letter showing the merge codes.  Save the file as ultrasound_your 
initials in the folder entitled Appointments. 

 
Task 3 
 
• Type the Booking Form from the notes with a left justified margin.   
• Follow the instructions given and save the file as bookingform_your initials in the 

Appointments folder and print one copy.   
 
Task 4 
 
• Type the Information leaflet from the notes and follow the instructions carefully.   
• Save the file as leaflet_your initials in the appointments folder. 

 
When you have finished 
 
• Produce a screen print of the folder MedWP09_your initials 
• Produce a screen print showing both the Caesarean and Appointments folders on one A4 

sheet of paper.
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• Change womb to uterus 

• Fully justify 

• Insert and centre the header Caesarean Section and 
left align the automatic file name and path in the 
footer 

• Underscore all the headings apart from the main 
heading 

• Please check spelling and abbreviations  

 

 
Task 1 – Information Sheet 
 
 
 
 
 
 

Insert a suitable graphic and right align it 
with the first two paragraphs.  Resize to 
2.5cm/1” (2”) square 

 
 
  
 

CAPS and centre 
heading 

Leave 2 clear line 
spaces 

 
 Elective and Emergency Caesareans  
 

  Although the majority of women deliver quite normally, a significant minority 
require caesarean section for either elective (where the decision to opt for a caesarean 
delivery has been made in advance) or emergency reasons. 

 

Stet  

  
λ# Babies born by caesarean section come out through incisions in theλwomb and abdomen. If 

you decide to have a caesarean section, or, more likely, you are advised to have one in 
advance of labour, it’s called an 'elective' caesarean.  

Only l line space here  

 
 One that takes place after you have already gone into labour is called an emergency 
 casarean.  
 
 In yr. notes, it may be written as CS (caesarean section), λ (lower segment caesarean 

section) or LUSCS (lower uterine segment caesarean section). 

LSCS 

Run 
on 

 
 Reasons you might need a caesarean include: 
  
 The baby's head is too large to fit through the pelvis  
 The shape or size of the pelvis makes a vaginal birth more difficult  
lc The placenta is lying low in the womb (Placenta previa), blocking the baby's exit  
 You are expecting twins or triplets (one of whom may be in a difficult position)  
 The baby is lying across the uterus or is breech (bottom or feet first)  
 The baby becomes distressed (suffering from a lack of oxygen) 
 You have eclampsia or severe pre-eclampsia  
 You are ill, have high blood pressure, or become exhausted in labour. 

Add bullets and leave 6 pt 
space between items in list 

 Procedure
 How it's done   
 

trs  A caesarean can be performed under a GA, spinal or epidural anaesthesia. 
 
 If you are conscious you can have someone with you in the operating theatre. You will not 

be able to see what is going on, as a screen will be placed across your abdomen. [The 
surgeon makes an incision in the abdomen, just above the pubic hairline, and cuts thro. the 
 
 

NP 

http://www.bbc.co.uk/health/conditions/preeclampsia1.shtml
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womb. The baby is then helped out. You might feel quite a bit of tugging and pulling when 
this happens.  

 
 Once the baby is delivered, the cord is clamped and cut. If everything is alright, you can 

hold the baby. The placenta and the membranes is then delivered and you are stitched up. 
[You may receive stitches that disssolve or need removing later, or you may have clips that 
will need removing once you have healed.] 

 
  
 Observations following Caesarean Section    
 
 Baby: Your baby will be kept warm after birth after being initially checked by the 

midwife and/or paediatrician.  If your baby is well he/she will stay with you.  If there 
are concerns about your babys health they may be admitted to a special care baby 
unit.  Some babies who are born by caesarean have difficulty breathing.  Labour 
and vagina birth help protect against this occurring.   Any concerns about the health 
of your baby will be discussed with you and/or yr. partner. 

 
 Mother: Frequent observations will be taken eg blood pressure and pulse rate because 

you have had an operation.  Blood loss will be observed in case you should bleed heavily 
and require further treatment. You can feed your baby within the first 2 hours of 
surgery in those whose operations have been uncomplicated. 

 
 Recovery 
 
 Recovery after a caesarean can take longer than a vaginal birth. There may also be 
 after-effects, such as infection, which is why you will probably be advised to take 
 antibiotics. 
 
 It is normal to feel very tired for a few days after a caesarean and you may 

experience some pain, just as you would with any abdominal operation. You can take 
pain relief to help with this. 

 
   
 If you wish to find out more info. the following sessions will be available during April:  
 
COURSE/CLASS TITLE DATES TIMES PLACES 

AVAILABLE 
Birth Workshop Monday 6 April 0930 - 1530 2 
Breast Feeding Workshop Thursday 9 April 1830 - 2130 6 
Relaxation Evening Wednesday 15 April 1830 – 1930 3 
Elective Caesarean Section  
Information Evening 

Monday 20 April 1500 – 1600 4 

Vaginal Birth After Caesarean Section  
Information Session 

Tuesday 21 April 1900 - 2100 5 

Insert a page break here 

The whole procedure takes 
about 45 minutes. Copy to A 

Centre numbers 

Add 15% shading to the 
first row 
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Task 2 – Antenatal Clinic Letter 
 
 
 
Dear @ 
 
  Pelvic Ultrasound 

Embolden 

• Change font to Arial 12 pt 

• Left justify the margin 

• Inset automatic path and file name in header or footer 

 
As part of your antenatal care it is routine to have 2 ultrasound scans during your pregnancy. The fist scan 
will be performed between 11 and thirteen weeks gestation. [The main purpose of the early scan is to:  
 
confirm the pregnancy 
check if it is more than one baby and  
give you an expected date of delivery.  
 
An appt. has been made for you at the Ultrasound Dept. at Bankfield NHS Foundation Trust on @ at @ for a 
ultrasound scan.  
 
To ensure that your examination is successful please follow the instructions below:  
 
1½ hours before the examination empty your bladder 
Over the next ½ hour drink 1½ PINTS OF WATER 
You must have finished drinking this at least 1 hour before your appointment 

Indent 1 cm from the 
left margin.  Add a 
border to the list 
leaving 9 pt space 
between border and 
text.  Number the list. 

Add bullets, italics and bold  

NP 

Do not empty your bladder. 
 

This preparation is essential to the success of your examination and your appt. may need to 
be re-scheduled if these instructions are not followed. 
 
Please feel free to bring a friend or relative as a chaperone if you wish.  
 
If you require any further information please telephone the Ultrasound Department on 0151 
123 4567. 
 
Yours sinc. 
 
 
 
Ultrasound Department 
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Key in and print one copy 

    

  Mrs Vuyisile Mabuza  Ms Kathleen Dykes 

  3 Grey Park  21 Holly Close 

 

21

 Liverpool  Liverpool 

  L14 0BG  L25 8XJ 

     

  20 March 2009  20 March 2009 

  0900 am  0930 am 

     

     

  Miss Margaret Rooney  Ms Carol Upton 

  10 West Derby Road  112 Howard Way 

 

3 4

 Liverpool  Liverpool 

  L10 6WP  L16 2FG 

  21 March 2009  21 March 2009 

  1000 am  1030 am 
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Change the top, bottom, left and right margins to 2.5 cm.  Copy the table from Task 1 and amend as 
shown.  Insert an automatic file name and path and place in the centre of the footer.  Print showing 
the gridlines. 

Task 3 – Booking Form 
 

All caps, embolden and 16 pt 
sans serif 

Parent Education Workshops  
 
Booking Form  
 
 
Name  
 
Address  
 
Tel No   
 
Expected Date of Delivery (EDD)  
 
Hospital number (if known)  
 
Is this your first baby? Yes � / No � 
 
Please indicate which workshops you would like to attend: 
 
COURSE/CLASS TITLE DATES TIMES PLACES 

AVAILABLE 
Birth Workshop Monday 6 April 0930 - 1530 2 
Breast Feeding Workshop Thursday 9 April 1830 - 2130 6 
Relaxation Evening Wednesday 15 April 1830 – 

1930 
3 

Elective Caesarean 
Section Information 
Evening 

Monday 20 April 1500 – 
1600 

4 

Vaginal Birth After 
Caesarean Section 
Information Session 

Tuesday 21 April 1900 - 2100 5 

 
Please return the form to: 
 
Parent Education 
Maternity Unit  
Bankfield NHS Foundation Trust  
Bank Road 
Liverpool 
L18 9NY 
 

Delete the column ‘Places 
Available’ and insert a 
column headed 
WORKSHOP as the 
final column 

Insert leader dots 

Embolden 

Ensure that the text in 
columns DATES and 
TIMES is on one line in 
each of the cells and that it 
has been left justified. 

Close 
up 

Telephone: 0151 123 4567 Ext: 8910 (voicemail) or email: parenteducation@brft.nhs.uk     u/s 

Embolden 

mailto:parenteducation@brft.nhs.uk
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Change font style of all the text to Comic Sans, 12 point.  Change the left and right margins to 2 cm and 
top and bottom margins to 1 cm. Insert a page border, shadow, width 2¼ points.  Change to landscape.  
Save as leaflet(your initials) in Appointments Folder.  Insert automatic filename and path in the footer.

Task 4 – Leaflet 
CAPS, bold, 18 pt and centre  

Parent Education Workshops   
 
ANTENATAL CLASSES 
 
The midwives at Bank Road Foundation Trust offer a variety of antenatal classes.  These classes 
are very popular and are generally booked up very quickly.  If you decide that you would like to 
attend any of the following classes, then we would advise you to book them as soon as possible 
after your booking appointment. 
 
We hope you find this leaflet informative and useful, but please do not hesitate to ask your midwife 
for any additional information you may need. 
 
Daytime classes: These are attended by women having their first or subsequent baby and are 
held in local health centres or GP surgeries. They consist of a series of five classes, facilitated by 
the community midwives, a health visitor and a physiotherapist. 
 
Evening classes: These are aimed at couples having their first baby. They consist of a series of 3 
classes and are facilitated by a midwife. 
 
Labour ward tour:  An opportunity to take a tour of the labour ward and maternity ward. This 
takes place every Saturday and Sunday at 1.30 pm in the Gynaecology Outpatients waiting area 
situated on the ground floor of the maternity unit. 
 
Birth workshops:  These are an opportunity for anybody interested in having a home birth to 
attend an informal forum where they can meet mums and dads who have had a home birth, 
midwives who attend home births and see the equipment etc that is used. They are held every two 
months on alternate hospital sites.  
 
You will be given a lot of information, at 1-2-1 appointments with your midwife, or in the information 
packs we provide to you throughout your pregnancy. At no time should you hesitate to ask 
questions if anything at all is unclear or if you have doubts or concerns. No question is silly!  The 
midwifery team is here to help you enjoy a happy and healthy pregnancy. 
 

Initial caps, bold, 16 pt and centre 

Embolden side-headings 
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Assessment record – Sample 
 
Centre name: 
 

 

Candidate’s name: 
 

 

Candidate’s enrolment number: 
 

 

I confirm that all the work in this 
assignment is my own: 
(signature) 

 

Date: 
 

 

 
Marking scheme 
 
• no more than 7 errors in each task – pass 
• no more than 20 errors in the whole assignment – merit 
• no more than 12 errors in the whole assignment – distinction 
• 8 errors or more in only one task – refer – can resit the task 
• 8 errors or more in more than one task – re-sit – must sit another paper 
 
task 1 – Information sheet  number of errors 

____ 
 

pass/refer 

comments 
 
 
 
task 2 –  Appointment letter and datafile number of errors 

____ 
 

pass/refer 

comments 
 
 
 
task 3 – Booking form number of errors 

____ 
 

pass/refer 

comments 
 
 
 
task 4 – Leaflet number of errors 

____ 
 

pass/refer 

comments 
 
 

  

 
Assignment grade 
 

Total number of errors 
____ 
 

Resit / Pass / Merit / Distinction 
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Time started   

Time completed 
Date of 

assessment  

  

Signatures 

Quality 
nominee  

 
Date

 (if sampled) 
   

Assessor 
Signature 

 
Date

 
   

External 
Verifier 

Signature  
(if sampled)  

Date
 



Level 3 Diploma for Medical Secretaries – Medical Word 
Processing - Text Production 4419-333  

4419-333 Sample assignment August 2009 V1.0 
 

1

 
 
Exemplar solutions 
(Not to be shown to candidates until grading is complete) 
 
Assignment number 4419-333 
Version Sample 

 



Caesarean Section 

Info (candidate’s initials) + appropriate file name and path   
Page 1 

TASK 1 
 

ELECTIVE AND EMERGENCY CAESAREANS 
 
 
Although the majority of women deliver quite normally, a significant minority 
require caesarean section for either elective (where the decision to opt for a 
caesarean delivery has been made in advance) or emergency reasons. 
 
Babies born by caesarean section come out through incisions in the uterus and 
abdomen. If you decide to have a caesarean section, or, more likely, you are 
advised to have one in advance of labour, it’s called an 'elective' caesarean. One that takes place 
after you have already gone into labour is called an emergency caesarean.  
 
In your notes, it may be written as CS (caesarean section), LSCS (lower segment caesarean section) 
or LUSCS (lower uterine segment caesarean section). 
 
Reasons you might need a caesarean include: 
  

• The baby's head is too large to fit through the pelvis  

• The shape or size of the pelvis makes a vaginal birth more difficult  

• The placenta is lying low in the uterus (placenta praevia), blocking the baby's exit  

• You are expecting twins or triplets (one of whom may be in a difficult position)  

• The baby is lying across the uterus or is breech (bottom or feet first)  

• The baby becomes distressed (suffering from a lack of oxygen) 

• You have eclampsia or severe pre-eclampsia  

• You are ill, have high blood pressure, or become exhausted in labour. 

Procedure 
 
A caesarean can be performed under a general anaesthetic, epidural or spinal anaesthesia. 
 
If you are conscious you can have someone with you in the operating theatre. You will not be able 
to see what is going on, as a screen will be placed across your abdomen.  
 
The surgeon makes an incision in the abdomen, just above the pubic hairline, and cuts through the 
uterus. The baby is then helped out. You might feel quite a bit of tugging and pulling when this 
happens.  The whole procedure takes about 45 minutes. 
 
Once the baby is delivered, the cord is clamped and cut. If everything is alright, you can hold the 
baby. The placenta and the membranes are then delivered and you are stitched up. You may receive 
stitches that dissolve or need removing later, or you may have clips that will need removing once 
you have healed. 
 

http://www.bbc.co.uk/health/conditions/preeclampsia1.shtml
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Page 2 

Observations following Caesarean Section
 

Baby: Your baby will be kept warm after birth after being initially 
checked by the midwife and/or paediatrician.  If your baby is well 
he/she will stay with you.  If there are concerns about your baby’s 
health they may be admitted to a special care baby unit.  Some babies 
who are born by caesarean have difficulty breathing.  Any concerns 
about the health of your baby will be discussed with you and/or your 
partner. 
 
Mother: Frequent observations will be taken eg blood pressure and 
pulse rate because you have had an operation.  Blood loss will be 
observed in case you should bleed heavily and require further 
treatment. Feeding can commence with the first 2 hours of surgery in 
those whose operations have been uncomplicated. 

 
Recovery 
 
It is normal to feel very tired for a few days after a caesarean and you may experience some pain, 
just as you would with any abdominal operation.  You can take pain relief to help with this. 
 
Recovery after a caesarean can take longer than a vaginal birth.  There may also be after-effects, 
such as infection, which is why you will probably be advised to take antibiotics. 
 
You may receive stitches that dissolve or need removing later, or you may have clips that will need 
removing once you have healed.  
 
If you wish to find out more information the following sessions will be available during April:  
 
COURSE/CLASS TITLE DATES TIMES PLACES 

AVAILABLE
Birth Workshop Monday 6 April 0930 - 1530 2 
Breast Feeding Workshop Thursday 9 April 1830 - 2130 6 
Relaxation Evening Wednesday 15 April 1830 – 1930 3 
Elective Caesarean Section  
Information Evening 

Monday 20 April 1500 – 1600 4 

Vaginal Birth After Caesarean Section  
Information Session 

Tuesday 21 April 1900 - 2100 5 

 



 

  

TASK 2 – Datafile 
 
 
 
Name 1st line 

address 
2nd line address 3rd line 

address 
Date Time Salutation 

Mrs Vuyisile 
Mabuza 

3 Grey Park Liverpool L14 0BG 20 March 
2009 

0900 am Mrs Mabuza 

Ms Kathleen 
Dykes 

21 Holly 
Close 

Liverpool L25 8XJ 20 March 
2009 

0930 am Ms Dykes 

Miss Margaret 
Rooney 

10 West 
Derby Road 

Liverpool  L10 6WP 21 March 
2009 

1000 am Miss Rooney 

Ms Carol Upton 112 Howard 
Way 

Liverpool L16 2FG 21 March 
2009 

1030 am Ms Upton 
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TASK 2 – Letters 
Ultrasound_candidate’s initials + appropriate automatic path and file name in header or footer 
 
 
 
 
 
17 February 2009 
 
Mrs Vuyisile Mabuza 
3 Grey Park 
Liverpool 
L14 0BG 
 
Dear Mrs Mabuza 
 
Pelvic Ultrasound 
 
As part of your antenatal care it is routine to have 2 ultrasound scans during your 
pregnancy. The first scan will be performed between 11 and 13 weeks gestation.   
 
The main purpose of the early scan is to:  
 

• confirm the pregnancy 
• check if it is more than one baby and  
• give you an expected date of delivery.  

 
An appointment has been made for you at the Ultrasound Department at Bankfield NHS 
Foundation Trust on 20 March 2009 at 0900 am for an ultrasound scan.  
 
To ensure your examination is successful please follow the instructions below:  
 

1. 1½ hours before the examination empty your bladder.  
2. Over the next ½ hour drink 1½ PINTS OF WATER.  
3. You must have finished drinking this at least 1 hour before your appointment 
4. Do not empty your bladder. 

 
This preparation is essential to the success of your examination and your appointment 
may need to be re-scheduled if these instructions are not followed. 
 
Please feel free to bring a friend or relative as a chaperone if you wish.  
 
If you require any further information please telephone the Ultrasound Department on 
0151 123 4567. 
 
Yours sincerely 
 
 
 
Ultrasound Department  
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17 February 2009 
 
Ms Kathleen Dykes 
21 Holly Close 
Liverpool 
L25 8XJ 
 
Dear Ms Dykes 
 
Pelvic Ultrasound 
 
As part of your antenatal care it is routine to have 2 ultrasound scans during your 
pregnancy. The first scan will be performed between 11 and 13 weeks gestation.   
 
The main purpose of the early scan is to:  
 

• confirm the pregnancy 
• check if it is more than one baby and  
• give you an expected date of delivery.  

 
An appointment has been made for you at the Ultrasound Department at Bankfield NHS 
Foundation Trust on 20 March 2009 at 0930 am for an ultrasound scan.  
 
To ensure your examination is successful please follow the instructions below:  
 

1. 1½ hours before the examination empty your bladder.  
2. Over the next ½ hour drink 1½ PINTS OF WATER.  
3. You must have finished drinking this at least 1 hour before your appointment 
4. Do not empty your bladder. 

 
This preparation is essential to the success of your examination and your appointment 
may need to be re-scheduled if these instructions are not followed. 
 
Please feel free to bring a friend or relative as a chaperone if you wish.  
 
If you require any further information please telephone the Ultrasound Department on 
0151 123 4567. 
 
Yours sincerely 
 
 
Ultrasound Department 
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17 February 2009 
 
Miss Margaret Rooney 
10 West Derby Road 
Liverpool 
L10 6WP 
 
Dear Miss Rooney 
 
Pelvic Ultrasound 
 
As part of your antenatal care it is routine to have 2 ultrasound scans during your 
pregnancy. The first scan will be performed between 11 and 13 weeks gestation.   
 
The main purpose of the early scan is to:  
 

• confirm the pregnancy 
• check if it is more than one baby and  
• give you an expected date of delivery.  

 
An appointment has been made for you at the Ultrasound Department at Bankfield NHS 
Foundation Trust on 21 March 2009 at 1000 am for an ultrasound scan.  
 
To ensure your examination is successful please follow the instructions below:  
 

1. 1½ hours before the examination empty your bladder.  
2. Over the next ½ hour drink 1½ PINTS OF WATER.  
3. You must have finished drinking this at least 1 hour before your appointment 
4. Do not empty your bladder. 

 
This preparation is essential to the success of your examination and your appointment 
may need to be re-scheduled if these instructions are not followed. 
 
Please feel free to bring a friend or relative as a chaperone if you wish.  
 
If you require any further information please telephone the Ultrasound Department on 
0151 123 4567. 
 
Yours sincerely 
 
 
Ultrasound Department 
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17 February 2009 
 
Ms Carol Upton 
112 Howard Way 
Liverpool 
L16 2FG 
 
Dear Ms Upton 
 
Pelvic Ultrasound 
 
As part of your antenatal care it is routine to have 2 ultrasound scans during your 
pregnancy. The first scan will be performed between 11 and 13 weeks gestation.   
 
The main purpose of the early scan is to:  
 

• confirm the pregnancy 
• check if it is more than one baby and  
• give you an expected date of delivery.  

 
An appointment has been made for you at the Ultrasound Department at Bankfield NHS 
Foundation Trust on 21 March 2009 at 1030 am for an ultrasound scan.  
 
To ensure your examination is successful please follow the instructions below:  
 

1. 1½ hours before the examination empty your bladder.  
2. Over the next ½ hour drink 1½ PINTS OF WATER.  
3. You must have finished drinking this at least 1 hour before your appointment 
4. Do not empty your bladder. 

 
This preparation is essential to the success of your examination and your appointment 
may need to be re-scheduled if these instructions are not followed. 
 
Please feel free to bring a friend or relative as a chaperone if you wish.  
 
If you require any further information please telephone the Ultrasound Department on 
0151 123 4567. 
 
Yours sincerely 
 
 
Ultrasound Department 
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TASK 3 – Booking Form 
 
PARENT EDUCATION WORKSHOPS  
 
BOOKING FORM  
 
 
Name ........................................................................................................................................ 
 
Address..................................................................................................................................... 
 
Tel No.......................................................................................................................................  
 
Expected Date of Delivery (EDD) .......................................................................................... 
 
Hospital number (if known) .................................................................................................... 
 
Is this your first baby? Yes � / No � 
 
Please indicate which workshops you would like to attend: 
 
COURSE/CLASS TITLE DATES TIMES WORKSHOP
Birth Workshop Monday 6 April 0930 – 1530  
Breast Feeding Workshop Thursday 9 April 1830 – 2130  
Relaxation Evening Wednesday 15 April 1830 – 1930  
Elective Caesarean Section 
Information Evening 

Monday 20 April 1500 – 1600  

Vaginal Birth After Caesarean 
Section Information Session 

Tuesday 21 April 1900 – 2100  

 
Please return the form to: 
 
Parent Education 
Maternity Unit  
Bankfield NHS Foundation Trust  
Bank Road 
Liverpool 
L18 9NY 
 
Telephone: 0151 123 4567 Ext: 8910 (voicemail) or email: parenteducation@brft.nhs.uk
 
 
 
 
 

 

mailto:parenteducation@brft.nhs.uk
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PARENT EDUCATION WORKSHOPS 
Antenatal Classes 

 
The midwives at Bank Road Foundation Trust offer a variety of antenatal classes.  These classes are very popular and are 
generally booked up very quickly. If you decide that you would like to attend any of the following classes, then we would 
advise you to book them as soon as possible after your booking appointment. 
 
We hope you find this leaflet informative and useful, but please do not hesitate to ask your midwife for any additional 
information you may need 
 
Daytime classes: These are attended by women having 
their first or subsequent baby and are held in local health 
centres or GP surgeries. They consist of a series of five 
classes, facilitated by the community midwives, a health 
visitor and a physiotherapist. 
 
Evening classes: These are aimed at couples having their 
first baby. They consist of a series of 3 classes and are 
facilitated by a midwife. 
 
Labour ward tour:  An opportunity to take a tour of the 
labour ward and maternity ward. This takes place every 

Saturday and Sunday at 1.30 pm in the Gynaecology 
Outpatients waiting area situated on the ground floor of 
the maternity unit. 
 
Birth workshops:  These are an opportunity for anybody 
interested in having a home birth to attend an informal 
forum where they can meet mums and dads who have had a 
home birth, midwives who attend home births and see the 
equipment etc that is used. They are held every two 
months on alternate hospital sites.

   
You will be given a lot of information, at 1-2-1 appointments with your midwife, or in the information packs we provide to you 
throughout your pregnancy. At no time should you hesitate to ask questions if anything at all is unclear or if you have doubts 
or concerns. No question is silly!  The midwifery team is here to help you enjoy a happy and healthy pregnancy.
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