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DOCUMENT 1 2

Recall the laformation Sheet Skored as RAYNAUDS and omend as

Shown . Change to double (;”esP“°‘“3 (except Lhece indicated).
AA;\\ASE' legt morsin ke Yecm and Eo() moxsl(\ ke 3.5cm . Use Cull
Justification. Save as FINGERS and prink sne cefy

Chamse_ condition ko disorder
(:hroushouu(: Ehis document
RAYNAUD’S DISEASE

. °
Bl [E R S —

Raynaud’s Disease is a debilitating and uﬂpleasam-\faee%aeﬁe.condition.) @

Clt is estimated to affect more than 10 miliion people in Britain and is more common in women
than men.

Ll @

) Qhen the bedy is expesed o cold temperatures

})6 The symptoms are triggered et i iety. The small blood vessels
s 3 under the skin narrow to limit the blood circulation to the extremities of the body. This slows
S L:\. down the blood supply to preserve the body’s core temperature. The fingecs and

» - hands are Main\:’ au,ﬂ’ec.l:ed but it Can also involde the (_-,oes/

= \% | €arlobes and nose,

(3 2

! € @ A Skorts ke_@

\g N N
= ) VibernS toocls Such as

It can occur as a result of usinthammer drills. This is known as vibration white finger. This
condition +e-very-persistant-andis a recognised industrial injury. @uring an attack the blood
flow is restricted. The fingers become numb and cyanosed indicating that the blood supply
has temporarily been cut off. On recovery the blood comes slowly back ko the

Fi ngers whick Eurn brishb fed and kheob. Thwis s accompanied b:j
exkreme pPain.

P

Treatment will depend on how extreme the symptoms are.(’ Mild attacks can be prevented by

avoiding temperature changes and wearing warm clothing to protect from the cold. Pain can

be relieved with analgesics. Copy Ehis sentence Ee point
’é ? Maocked
£ 9 [Self-care techniqueslto help control attacks{Can be used] Smoking should be avoided.
o O . . .
s & Wear warm gloves, socks and shoes and put these on whilst you are warm. Avoid touching
"9 [Tcold objects as even getting something out of the freezer¥can trigger an attack. Regular
s < | |exercise is a good way of stimulating the circulation.
v
@ O Tn mere severe coses Vasodilakors Moy be prescribed to

Thi
s

dilake the Small arteries and help (mpro»re_ cicculakion. Drugs

May on\j be necessarcy durinﬂ Cold Weather spe\ls or in the
Winker Mmonkhs.

or hc\dm3 o con of drnk

905e; Aumber mMusk nokt
appeat on pase\




Move ko poink
Macrked @

For most people the attacks are just a minor but uncomfortable problem. Many sufferers
have never seen a doctor as they are unaware that their condition has a name or that there
is anything that can be done to help.

@33 3 starks ker@

The cause is not known but it may be hereditary. A diagnosis can usually be made from a
description of the symptoms. A blood test may be taken to eliminate any undeﬁlying illness¥
An antinuclear antibodies test can identify an overactive immune system. This is common in
people who have connective tissue diseases or autoimmune disorders.

@ blood flow 15 permanently reduced
Complications can occur when the aferrwalis-get-harderand-thieker. This can lead to
ulcers and gangrene at the tips of the affected fingers or toes. In these cases surgical
intervention may be the only option.

Such os scleroderma, ctheumatoid
OrkhribiS and ‘upus

lnseck CoLD FINGER SYNDROME
ko oppear as a header on

Q\Ie(j pa_Sg
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DOCUMENT 2

Recall Ewne poster stored as WINTER ond amend as shown . Sauve
os NoRo. Print o Copy in landscape on one Sheek of Al Poper,

lasect an automatic fillename ond
Fa&.\q in thhe footker acen.

WINTER VOMITING DISEASE ¢—( Emphasise Ethis heading)

ducina Lhe Winkec monkhs

Iffyou suffer a sudden attack of vomiting
and diarrhoea, it is likely you have
contracted “winter vomiting disease”
caused by a/virus called norovirus.

{asert the pickure skeced as
Vikus Chanse Measuremenk ke

Lkkcon Wide With the kext Wrapped
ko the ris\'\l: of the pickure.

Nocovicus 1s highly infeckicus and easily passed froem one person ko
onother. Outbreaks are cmmon in closed enviconmenks suck as
nursing homes and Schools.

Always wash your hands after using the toilet and before preparing food)

Reduce the risk of getting norovirus by practising good hygiene. )

The £iest L.)o-rninﬂ S‘\gm s o sudden onsetk of Nausea. This s
followed by prajeckile Vomi l:tr:ﬁ and diarchoea. Other symptoms incwde:

-aching limbs / —
abdominal cramps [ Sock list inko exack )
fever and chills Qhabeﬂ cal ocdec
feeling of lethargy j'
loss of appetite

headache

The \Wness needs to run'iks course . Drnk plenty of woter ko replace

fluids and prevent del-\jdrad:‘\on_ Most pecgle make a fu cecovery
LWLWIN a few da.:)s.

Ensure you remain isolated frem-etherpeople-for at least 48 hours after your symptoms have
ceased.

Centre Ehis parajraph

On Complebion, ensare you have Saved Mowe Wwork and Ehen use
Youc Software focalities ko pecform a word Count . Kkey \n th'is
figure on o Sepoarate line below the finolline of kext.




DOCUMENT 3 5

Remu the décument stoced as TESTING and amend as Shown .
You m prefec to cute the table. Save as BLooDS and print
ong C°(’j'

(\"lod:gj Eable So that the CommeNTS
Column becemes the last Columan

LABORATORY BLOOD TESTING SERVICE

Our laboratories are fully equipped and perform a variety of tests. A team of

phlebotomists visitsthe wards every macning .
A 9

[Leove o vertical Space of ot least W cmn he(‘a

Abnormal results are telephoned when it is considered necessary for the management of the
patient.

TuvesTigaTiond NAME CommENTS SPEcimeN DETAILS

SAMPLE TEST Time
VOLuME(mc_) IN HOURS

HAaemAToLOGY DEPARTMENT

Fun Blosd count Mix specinen well 2.1 |
B12 and folate assays Brown Eecp bube 38 S
Coagutlakisn screen Test same day 3.0 L
Plasma \/'tSCOSl\Ej Red top tube S.4 T2
Blood 4roup and antibodies habelas guidelines T-S S

BiocvemistrYy DePARTMENT

Urea and eleckrolytes Prfor'.b:) !:est;nj 25 JA
T'rls\jcexides Fas(::ns Sample 1.5 4
G\ucose kolecance test Record time talen 2.7 2
Lwer funckion kest Availlable out of hours 5.0 |
Tkjreld funckicn kesk Secum ge\ tube 3.9 L

A restricked Secvice s available n the e_uenir\js and ok weekends. Please
keep these requeses ko o Minimum.

Sort SAMPLE VoLume (md) Cotlumn nko exock numerical order
Within eadn Seckion Sl:ar&:\r\:) With the lowest number firsk. Ensure
a\\ correspondlna details are also fearranged.
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DOCUMENT 4

Recall Ehe letkecheod Eemplote Stored as GORMAN ond key in
the fowlowing decument . lnsert ke autetkexk Phrases as inditated .
Use Tathema 10O Consislzenl:l.j Ekroushoub the lekter. Save asg AVERY
and pank. ' B
Our re¢ FG[NH

De Chacles Har\lej
(Genero\ Prackiticner
Comel Surgerj
LiISkEARD

PLIb- 2HE

Top + 2 pleose . One focC
Haema&o\05j Clhinic and one

foc our flies. lndicate rou-ﬁﬁg)

Dear Dr Hacvey

Mes Shicley Avery date of bicth 18 [o6[1932
{6 Allendale LISKEARYD PLIG 7AT

Thank Jeu fer fefecring tWis |o~d3 to me. She presented comp\aining
of pg&n 'n her back Whickh radiates Akto her rishl: l:\vu‘j\ﬂ ond shin.
She s relakively comgocrtable When s\&&::ng but sSuffers severe
d\‘.scomport then she we\'fjh!: beoars om her (ishl: \e_s.

She suffers grem o m\\d form of Mmyelodysplasia and has also
been diagnosed with osteoporesis. ln khe past she susktained o
frockuce of L1 when she gel otf o Chair. There is no othecr
hiskery of note.

O0n examinokion l:odaj she looks well byt walks itk o
Vmp. There s no cbvicus de@o(m'\*:) o¢ her lumbar spine . She

hos o feasonable fange 0 i oy -
k Jd:rnes-; :b‘ . foNnge of movement and there is no localised
en + A Seina\ MRT scan Was reporked as Solloms

(' lnseck Ehe autoltexk phrase stoced os MRD

Her Sjmpboms ore Sp.\sgese‘\‘e- of LL\— necve oot Compressiar\ and
| explained Ethak this 1S probalkly the cause ot her pain

Q\SQ((: the aukotext phmse stored aos O@

She wou\d like ke proceed witw Surgecy. | shall obkain gucther
ingermoation on her haeMmEO\oa't cal sktakus beftore arrqn31n3 Elis

\/ours sincere Ej

M¢ Fred Gorman
Consulkant SQKna\ Neuroswgeon
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