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Introduction 
The following report has been written to explore and explain the importance of effective communication, administration skills and collaborative working in a health and social care setting. This report is about Mr Ahmed who is 68 years old who had recently been in the hospital after suffering from a stroke. His main key issues that he faces include personal care, meal preparation, monitoring blood pressure, being able to self-medicate along with communication as he mainly speaks in Bengali when other around him mainly speak in English making it difficult as he struggles with complex conversations he lives with his wife so she is the main communicator for him when going to hospital or to the GP to understand and to communicate back to him what is going on. He currently receives help from a multidisciplinary team which includes his GP, a district nurse who visits twice a week to check his blood pressure and wound care alongside a speech and language therapist to help out with methods of communication and swallowing. On a daily basis a domiciliary care agency comes three times daily to help out with medication, personal care and meal preparation, however on one of the days there was a raise of concern as one home visit was missed for Mr Ahmed leading to him not having his medication on time.
What is effective communication and why it is important 
Communication is all about exchanging ideas, information, thoughts and emotions with individuals or groups. The process involves a sender, a message and a recipient this can be done through verbal, non-verbal and written communication.
In 1940, Shannon Weaver created a model for communication which focused on decoding and encoding which is what happens before the sender sends the message, and before the receiver gets the message. Later in 1960, David Berlo came up with SMCR which stands for sender, message Chanel and receiver his idea came from what Shannon Weaver made but was improved.
Communication is extremely important in a care setting as it can help by reducing medical errors, increasing patient safety, and boosting treatment adherence all depend on effective communication in the healthcare industry. It increases patient pleasure, builds trust, and improves therapeutic results like quicker healing and shorter hospital stays.
 A major contributing factor to undesirable circumstances is miscommunication. It is important that every patient is listened to and understood here are some ways that staff can help out to ensure patient care is high and communication is clear. It can help out with patient safety and outcomes for example in a hospital during transfer if there is any miss communication it means that the Dr wouldn’t know what’s going on which could lead to the patient getting anxious or annoyed or getting the incorrect treatment which can cause issues that may mean that the place of care is going against the law.
The Equality Act 2010, In order to shield people from victimisation, harassment, and discrimination, the Equality Act 2010 is a historic UK law that unifies and streamlines more than 116 pieces of legislation into a single act. It guarantees equitable treatment across nine protected characteristics in workplaces, educational institutions, and service providers (such as stores or medical facilities). The characteristics include, age, gender, sex, sexual orientation, marriage and race (belief). 
In this case Mr Ahmed is facing issues with both cultural sensitivity and communication, due to language barriers as his first language he speaks is Bengali whereas GP or nurses who are treating him speak in English making it harder for him to understand and communicate effectively. To solve this issue it is important that healthcare providers help him by using visual aids and interpreter as both can help in different ways and situations, an interpreters main goal is to help to clear misunderstanding and to help enable both sides to have a full conversation as they would be able to help in real time, for example if Mr Ahmed has an appointment if there is an interpreter they would be able to tell him what is going on and communicate for both sides.
Furthermore, it would play a big part for him as while Mr Ahmed is still having speak and language lessons, they would play a key part in delivering effective communication so Mr Ahmed can learn, make mistake, but still understand what is going on with his treatment plan, procedure, diagnosis, and a projected recovery plan.
Explain the importance of accurate documentation 
In the field of health and social care, keeping records involves documenting your actions, observations, important decisions, and future plans. These records can be digital or paper-based, daily notes or official evaluations, but they all attempt to get the appropriate information to the appropriate individuals at the appropriate time. In Mr Ahmeds case this is what went wrong as a home visit was missed which led to him not having his prescribed medication on time, this was due to the lack of communication in the agency as it should’ve been noted that he needed a visit as his routine is fixed.
The main piece of legislation governing data protection in the UK is the Data Protection Act 2018 (DPA 2018), which implements the EU's Law Enforcement Directive and General Data Protection Regulation (GDPR). It governs the gathering, processing, and storage of personal data, giving people the ability to see, update, and remove their data while giving the Information Commissioner's Office (ICO) enforcement authority.
It is important to keep all records secure and safe as maintaining records is essential for complying to legal requirements, preventing breaches of sensitive data, and guaranteeing business continuity. In addition to preventing financial loss and facilitating accurate tax reporting, secure and well-organised records also assist informed decision-making and safeguard people' privacy.
In the field of health and social care, keeping records involves documenting your actions, observations, important decisions, and future plans. These records can be digital or paper-based, daily notes or official evaluations, but they all attempt to get the appropriate information to the appropriate individuals at the appropriate time.
There are many risks when keeping records in health and social care as patient safety is at risk if inaccurate, incomplete or delayed notes can lead to incorrect treatments, allergic reactions or basic hazards like falls. There are risks with data security and breaches as if data is not handled properly or gets lost it could get into the wrong hand and cause issues like someone having access to sensitive information or if it is digital there could be cyberattacks on the system which could then lead to legal and professional consequences.
Care quality commission (CQC) are independent regulator of health and adulty social care in England, makes sure that facilities such as hospitals, GP and assisted living facilities adhere to strict safety and quality criteria. They publish ratings outstanding, good, requires improvement, or inadequate registers providers to keep track of care and preforms inspections. This is important especially for patients like Mr Ahmed as he would need this for his house and the agency that is helping him out to see how he is being looked after and if it is consistent with what needs to be safe and healthy and whether if the level of care is meeting the correct standards as he is unable to do a lot for himself. 

What is Collaborative working 
The importance of collaboration work is to deliver high-quality person-centred care for patients as staff will be working together to do decision making and sharing knowledge in order for the patient to receive the best outcome possible. When this is done properly meaning professionals have shared care plans this means that situations like what happened to Mr Ahmed could have been avoided as they would be having regular conversations so they know what is going on if someone if going or not or if the patient has had medication as it should be recorded for everyone to have easy access to help focus on the individuals health rather than different situations in one go.
The different challenges that are faced for the professionals include poor communication or information sharing can lead to patient safety issues or errors of treatment if they are inconsistent with conversation. It could also affect teamwork if there is a lack of resources and time as high amount of staff turnover could mean that they don’t have the time to build relationships needed for effective team working as there is a high amount of pressure for brilliant patient care. The other challenge is staff tend to be in hierarchies and professional silos meaning those who are higher may intimidate those who are slight less knowledgeable than them making it awkward for some to speak up to them and being open even when it comes to working as they feel challenged.
There are some strategies to overcome these issues like some places offer training programmes where all staff higher and beginners come to help each other to learn which is also health for their professional relationships to grow so that everyone is more open to help and do better for patients in the long run and being able to be open about helping each other when dealing with issues.
Conclusion 
Ultimately, after understanding the importance of communication, accurate documentation, handling and collaborative work I have learned how Mr Ahmed could have been treated much better as in the case he was left unattended on one of the days which meant he didn’t receive his medication on time. Communication is important as the agency could’ve contacted someone within their place of work to take on the role to sort out Mr Ahmed for the day however they didn’t not which showed they didn’t communicate accurate patient information this shows that collaborative work is also important as they could’ve had access to NHS trust or a partner who could have helped to deliver personal person centred care for him. This could have been dangerous for him as he didn’t receive his medication which could’ve led to a health problem as he suffered from a stroke and recently came out of hospital meaning that Mr Ahmed if he wanted to could have got the agency in trouble legally as they did not fulfil his needs to be health and safe when it was their responsibilities.
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