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                                       Report
[bookmark: _Toc225256598]Introduction                                                                                                                 Good health and social care depends on clear communication, accurate record keeping, and professionals working well together. These are important because they help make sure people receive safe, organised, and personalised care. When communication is clear, individuals can understand their care and be involved in decisions. Keeping accurate records helps ensure continuity, while teamwork between professionals allows for a more complete and supportive approach to care.
This report looks at the case of Mr Ahmed, a 68-year-old man who has recently been discharged from hospital after having a stroke. He lives with his wife and receives care at home three times a day to support his personal care, medication, and meals. Several professionals are involved in his care, including his GP, district nurse, and a speech and language therapist. However, there are some challenges, such as language barriers, as Bengali is his first language, and a missed care visit. This report will explore how communication, administrative skills, and teamwork are important in meeting Mr Ahmed’s needs and supporting his recovery.
[bookmark: _Toc225256599]Why Effective Communication Matters in Supporting Mr Ahmed’s Care            Good communication is important in health and social care because it enables professionals to understand users’ needs and provide appropriate care (Moonie, 2005). In Mr Ahmed’s case, communication is important due to his stroke, which may affect speech and comprehension, as Bengali is his first language. These factors may create barriers that affect his understanding or expression.
Healthcare professionals should adapt communication strategies to meet Mr Ahmed’s needs. This includes using simplified language, a slower pace of speech, providing written instructions, and allowing extra time for responses, which can all improve understanding. Visual aids or gestures can also support communication. Although Mr Ahmed’s wife often communicates with healthcare staff, professionals should still engage directly with him to encourage independence and dignity.
The Equality Act 2010 requires health and social care providers to make reasonable adjustments to ensure individuals are treated fairly and without discrimination based on age, disability, or race (UK Government, 2010). For Mr Ahmed, this may include providing interpreters or culturally sensitive communication way.
The Shannon and Weaver communication model helps explain how communication occurs. It involves a sender, message, channel, receiver, and feedback. In Mr Ahmed’s care, a healthcare professional may provide information about medication. Language differences or speech impairment act as “noise” that can disrupt understanding. Feedback, such as asking Mr Ahmed to repeat instructions in his own words, ensures the message is understood correctly.
Argyle’s Communication Cycle also highlights the importance of feedback and continuous interaction. This cycle involves forming an idea, coding it, sending it, receiving it, and interpreting feedback (Argyle, 2013). Applying this model, care workers can adjust communication methods in response to Mr Ahmed’s cues, improving engagement and understanding.
If communication is not adapted to meet Mr Ahmed’s needs, he risks misunderstanding important information, potentially leading to errors with medication or treatment and negatively affecting his recovery. Effective communication ensures he is included in decisions about his care, reinforcing person centred practice.
In addition, effective communication is closely linked to person centred care, which focuses on respecting the individual’s preferences, values, and needs. In Mr Ahmed’s case, this means recognising his cultural background, language preference, and the impact of his stroke on communication. Care professionals should ensure that he feels listened to and respected during interactions. For example, asking about his preferences for care routines or involving him in decisions about meal preparation can help maintain his independence. By using person centred communication, professionals can build trust and improve Mr Ahmed’s overall experience of care.
The involvement of the speech and language therapist is also essential in supporting effective communication. Following a stroke, individuals may experience difficulties with speaking, understanding language, or swallowing. The therapist can assess Mr Ahmed’s communication abilities and provide strategies to improve his speech and comprehension. They may also advise other professionals and care workers on how to communicate more effectively with him, such as using short sentences or non-verbal communication techniques. This support not only improves communication but also helps reduce frustration and promotes Mr Ahmed’s confidence when interacting with others.
[bookmark: _Toc225256600]Significance of Administrative Skills in Professional Practice             Administrative skills in health and social care ensure that information is recorded accurately, stored securely, and shared appropriately. In Mr Ahmed’s case, good administrative practices are vital because multiple professionals are involved in his care.
Record keeping is a fundamental responsibility. Healthcare staff must maintain clear and accurate documentation about health status, care provided, and treatment plans (Moonie, 2010). For example, the district nurse records Mr Ahmed’s blood pressure readings and wound care. Accurate records allow other professionals to monitor changes and respond quickly to health needs.
Accurate and clear record keeping is essential to ensure that all professionals involved in Mr Ahmed’s care have access to reliable information. Records should be written in a clear and professional manner so that they can be easily understood by others. For example, if a care worker records incorrect information about Mr Ahmed’s medication or health condition, it could lead to inappropriate care being provided. Therefore, maintaining accuracy in documentation helps reduce the risk of errors and supports safe decision making in healthcare practice.
Timeliness is another important aspect of effective administrative practice. Information should be recorded as soon as possible after care has been delivered to ensure that it is accurate and up to date. In Mr Ahmed’s case, delays in recording information, such as missed visits or changes in his condition, could result in other professionals not being aware of important developments. This may affect the quality of care he receives. Keeping records up to date ensures that all members of the multidisciplinary team are informed and able to respond appropriately.
Incident reporting is another key element. The missed domiciliary care visit that resulted in delayed medication administration must be documented according to organisational policy. Proper reporting enables investigation and improvement of services, preventing similar incidents in the future. Effective administrative systems also promote accountability, providing evidence of care delivered and demonstrating organisational responsibility.
The Data Protection Act 2018 sets out how personal information should be processed lawfully, fairly, and securely (GOV.UK, 2018). Healthcare staff must ensure confidentiality, sharing information only with professionals directly involved in Mr Ahmed’s care. Breaches of confidentiality could compromise patient safety and trust.
Modern health and social care services often use digital record systems to store and share information. These systems allow professionals to access updated records quickly and improve communication between different services. In Mr Ahmed’s case, digital systems could help ensure that his GP, district nurse, and care agency all have access to the same information about his care. However, staff must ensure that these systems are used securely in line with data protection legislation. The effective use of digital record systems can enhance efficiency, reduce errors, and support better coordination of care.
Regulatory bodies such as the Care Quality Commission (CQC) establish standards for record keeping and service quality (CQC, 2022). Following these standards ensures safe, high-quality care and protects service users like Mr Ahmed.
Overall, administrative skills support continuity, safety, and compliance. For Mr Ahmed, accurate documentation and adherence to legislation ensure coordinated care and provide a record for monitoring health outcomes.
[bookmark: _Toc225256601]Working Together to Support Mr Ahmed’s Care
Working together allows professionals from different backgrounds to provide well-organised and joined-up care. In Mr Ahmed’s situation, his care team includes his GP, district nurse, domiciliary care workers, and a speech and language therapist. Each person plays an important role and brings their own knowledge and skills to support him in a well-rounded way.
Sharing information and responsibilities helps improve the quality of care he receives. For example, the speech and language therapist can guide care workers on how to communicate with him more effectively, while the district nurse keeps track of his physical health and updates the team if there are any changes. Domiciliary care workers support him with daily tasks and report on how well he is managing. By working closely together, the team can reduce mistakes, provide consistent care, and better support Mr Ahmed’s recovery.
Effective communication between professionals is essential for successful collaborative working. Regular updates, clear documentation, and the use of shared care plans help ensure that all team members are aware of Mr Ahmed’s current needs and any changes in his condition. For example, if the district nurse identifies a health concern, this information must be communicated promptly to other professionals to ensure appropriate action is taken. Clear communication between team members helps prevent misunderstandings and ensures continuity of care.
In addition, clearly defined roles and responsibilities are important in avoiding confusion within the multidisciplinary team. Each professional must understand their specific duties while also recognising the contributions of others. In Mr Ahmed’s care, the GP is responsible for overall medical management, while care workers focus on daily support needs. When roles are clearly understood, it reduces duplication of tasks and ensures that all aspects of care are covered effectively.
Challenges in collaboration may arise due to differences in roles, communication styles, or organisational policies (Glasby and Dickinson, 2014). The missed care visit illustrates how poor coordination can negatively impact service delivery. Without effective collaboration, service users like Mr Ahmed may experience gaps in care, delayed treatment, or confusion about care plans.
Strategies to overcome these challenges include regular team meetings, shared care plans, and clear communication channels. Training in interprofessional collaboration also strengthens teamwork, ensuring all professionals understand their responsibilities and work together effectively.
Ultimately, effective collaborative working ensures that care is not delivered in isolation but as a coordinated approach that places Mr Ahmed’s needs at the centre of all professional decisions. 
[bookmark: _Toc225256602]Conclusion                                                                                                In conclusion, effective communication, accurate administrative practice, and collaboration are essential for efficient health and social care. In Mr Ahmed’s case, communication strategies adapted to his language needs and stroke related impairments ensure he understands his care and remains involved in decision making. Accurate record keeping, incident reporting, and compliance with the Data Protection Act 2018 safeguard personal information and support accountability. Collaborative working across the multidisciplinary team ensures coordinated, person centred care that addresses Mr Ahmed’s complex needs. Together, these practices promote safety, continuity, and wellbeing, contributing to a supportive environment that aids recovery and enhances Mr Ahmed’s quality of life.
Furthermore, it is evident that these three aspects are closely interconnected and equally important in ensuring high standards of care. Effective communication supports accurate record keeping, while strong administrative systems enable better information sharing between professionals. In turn, collaborative working relies on both clear communication and reliable documentation to function effectively. In Mr Ahmed’s case, improving these areas can help prevent issues such as missed visits and miscommunication, ultimately leading to safer and more consistent care. This highlights the importance of a holistic approach within health and social care practice.
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