
	
Section
	
Description
	Rating 0-3

	Introduction and Summary

	Introduces Self
	Informally states name, service, and reason
for E-mail
	

	Request for Support
	Thank patient for requesting support
	

	Information Giving

	States Understanding
	Summarises perceived issue patient seeking
support for
	

	Specific Factor Support
	Overviews specific factor difficulties experienced and provides specific guidance to
address specific issues
	

	Direct Back to Intervention
	Directs patient back to specific factor
	

	Encourage Engagement

	Encouraging Engagement
	Motivates patient to go back over the relevant part of the approach, re-engage then if
successful continue
	

	Further support
	Offers opportunity for further support
	

	Common Factors

	Builds Rapport
	Demonstrates warmth and engagement
through conversational writing style
	

	Empathy
	Opportunities for empathy recognised and
responded to
	

	Communicates Effectively
	E-mail constructed clearly, with clarity and
succinctly
	



	Description
	Action
	Rating

	Excellent
	Very minor/no recommendations
	3

	Good
	Behaviour evident but recommendations needed to improve
	2

	Inadequate
	Significant recommendations required
	1

	Behaviour absent
	Need to indicate requirement for behaviour
	0


Worksheet 10.1 Example of an LICBT E-mail rating scale
