	
	
	








Zahra Begum - 2324332
LCHS4003 – Component 2 – Written Assignment 
Aishat Bakre













Effective communication, accurate administration, and collaborative working are key components of high-quality, person-centred health and social care. In community settings, where service users rely on multiple professionals, these elements are crucial for continuity, safety, and positive outcomes. Mrs Mann, a 72-year-old woman recovering from hip replacement surgery, receives support from a domiciliary care team, her GP, a community physiotherapist, and her daughter, who often acts as an interpreter due to language barriers. Recent issues with inconsistent documentation and a missed communication regarding medication highlight the importance of robust professional practices. This report examines three key areas in relation to Mrs Mann’s care: effective communication with service users and families, the importance of high-quality administrative skills and lawful record keeping, and the value of collaborative working across health and social care. These principles all help ensure safe, fair, and person-centred support.
Importance of Effective Communication 
Effective clear communication is very important in health and social care. It helps care workers understand the needs of service users, build trust, and provide care that meets each person’s needs. Effective and clear communication is vital in healthcare, as misunderstandings can compromise the quality of patient care (Ratna, 2019). For Mrs Mann, clear communication is especially important so she can understand her care, share her concerns, and take part in her recovery. As English is not her first language, communication barriers increase the risk of misunderstanding, reduced participation in decision-making, and potential safety issues. Using strategies that respect her linguistic and cultural needs is essential to provide person-centred care.
The Equality Act 2010 highlights the importance of fair and inclusive practices in health and social care. The Act requires providers to make reasonable adjustments to ensure that individuals with protected characteristics, such as age, disability, or language differences, are not disadvantaged (GOV.UK, 2013). Under the Act, it is illegal to discriminate against someone because of their protected characteristics (GOV.UK, 2013). Providing translated materials, professional interpreters, and culturally sensitive communication for Mrs Mann ensures she can access services equally and participate fully in decisions about her care. 
The Shannon and Weaver Model (1948) describes communication as a process in which a message starts from a source, travels through a channel, may be disrupted by noise, and finally reaches the receiver (Li, 2007). In health and social care, “noise” can include language barriers, unclear explanations, assumptions, or environmental distractions. Mrs Mann’s limited English acts as a form of noise, which may prevent her from fully understanding instructions about medication, mobility support, or physiotherapy exercises. To reduce noise, care workers can speak slowly, use simple language, check understanding, and provide translated materials or professional interpreters. Visual cues, gestures, and demonstrations can further strengthen understanding. These strategies ensure messages are received accurately and support her active involvement in recovery.
Communication with family members must also be professional and sensitive. While Mrs Mann’s daughter often interprets, relying solely on relatives can risk misinterpretation, miss vital information, or cause discomfort discussing sensitive matters. It is best to use accredited interpreters for clinical communication and involve family members mainly for support or clarification. Confidentiality must also be maintained in line with the Data Protection Act 2018 (DPA 2018) which requires that all personal information is handled securely (GOV.UK, 2025). 
Clear communication also helps coordinate care between Mrs Mann and her multidisciplinary team. Using tailored strategies such as visual aids or translated handouts when explaining medication routines, mobility exercises, or physiotherapy instructions can help improve her understanding and involvement. Regularly checking her understanding ensures she feels informed, respected, and able to participate in her care.
Importance of Good Administrative Skills and Record Keeping
High-quality administrative skills, especially accurate and timely record keeping, are fundamental to safe practice in health and social care. Research shows medical centres perform better when doctors manage themselves well and lead their departments effectively (Aluise et al., 1989). Similarly, a study shows that enhancing administrative skills through training, mentoring, and professional development improved care timeliness, reduced staff burnout, and led to better patient outcomes (Onunwor, 2024).
In community settings, where multiple professionals contribute to a person’s care, well maintained records ensure continuity, enable informed decision-making, and protect both service users and staff. Poor record keeping can lead to serious risks in health and social care. Inaccurate or missing information can cause medication errors, duplicated or inappropriate care, and delays in treatment. It can also weaken communication between professionals, making it harder to coordinate safe and consistent support. This can also reduce accountability and increases legal, professional, and safeguarding risks for staff and organisations. In Mrs Mann’s case, recent issues with inconsistent documentation and a missed communication about medication adjustments highlight how administrative weaknesses can directly compromise her safety and delay essential treatment.
Record keeping in health and social care is governed by multiple legal and regulatory organisations. The Data Protection Act 2018 governs how personal data should be handled in the UK, requiring organisations to process data lawfully, fairly, and transparently (GOV.UK, 2025) and the UK General Data Protection Regulation (GDPR) require that personal data be processed lawfully, fairly, and transparently (EU Regulation, 2016). This includes ensuring accuracy, maintaining security, limiting access to authorised individuals, and keeping information only as long as necessary. This means Mrs Mann’s care records must be up-to-date, factual, and stored securely within the care agency’s systems. Any information shared with the physiotherapist, GP, or other external professionals must follow the principles of minimal disclosure and legitimate purpose.
Professional codes such as the NMC Code and CQC regulations emphasise that accurate, clear, and up-to-date record keeping is a fundamental professional duty. Records should document assessments, interventions, decisions, risks, and communication with other professionals, ensuring traceability, accountability, and coordinated care planning.
NMC Code – The NMC Code sets standards for nurses, midwives, and nursing associates, emphasizing safe practice, accountability, and accurate record keeping (NMC, 2018). 
CQC Regulations – The CQC regulates all health and social care providers, requiring safe care, risk management, and proper systems for record keeping (CQC, 2024). 
The Caldicott Principles further guide safe information handling. They stress that personal information should only be used and shared when necessary, kept secure, and handled with respect for confidentiality (National Data Guardian, 2020). Applying these principles protects sensitive information while supporting effective, person-centred care. Mrs Mann’s records should clearly document mobility support, personal care, medication administration, changes in her condition, physiotherapy guidance, and communication with her daughter or other professionals. Keeping this information accurate and detailed ensures that care plans, handovers, and multi-agency communication remain clear, accessible, and accountable, enabling all professionals involved to deliver safe and consistent support.
Importance of Collaborative Working 
Collaboration is a vital part of delivering safe and effective healthcare, as it allows different professionals to share information, coordinate support, and work towards the same goals. Research suggests that healthcare relies on the combined efforts of patients, families, and a diverse team of specialised professionals, making coordinated teamwork essential for high-quality care (Morley and Cashell, 2017). For someone like Mrs Mann, good multi-agency teamwork is crucial to make sure her rehabilitation is safe, timely, and well-coordinated. Her care involves domiciliary care workers, a physiotherapist, her GP, and support from her daughter, so it is important that everyone communicates clearly and works together. Strong teamwork helps ensure that interventions are aligned, expertise is shared, duplication is avoided, and her recovery is supported in a holistic way. For example, the physiotherapist’s mobility guidance needs to be shared with the care workers so the exercises are carried out safely at home, and the GP’s medication updates must be passed on quickly to prevent missed or incorrect doses.
However, multi-agency working can come with challenges, such as different organisational cultures, unclear roles, time pressures, inconsistent documentation, and communication barriers, which is particularly important for Mrs Mann because English is not her first language. These issues can be reduced by setting shared goals, offering joint training across agencies, creating clear escalation routes, encouraging openness and accountability, and making sure all information sharing follows the Data Protection Act 2018.
For Mrs Mann, effective collaboration means safer mobility support, quicker clinical decisions, and a more coordinated, person-centred recovery. When teams use structured communication, clear planning, and proactive problem-solving, they can deliver care that is consistent, efficient, and personalised to her needs.
Conclusion 
Mrs Mann’s case shows the importance of communication, administrative skills, and collaboration in providing safe, effective, and person-centred care. Clear, culturally sensitive communication helps ensure understanding, dignity, and active participation, especially for service users with language barriers. Accurate record keeping and following data protection laws support coordination, accountability, and legal compliance. Collaboration among health and social care professionals creates a unified approach, reduces errors, and ensures timely care.
Communication barriers can affect safety and recovery, highlighting the need for professional interpreters and tailored strategies. Inconsistent documentation and missed information show the importance of strong administrative practices to prevent errors. Multi-agency working requires structured systems, clear roles, and proactive problem-solving to maintain continuity of care.
Overall, her case demonstrates that combining good communication, administration, and collaboration improves professional practice, builds trust, and enhances outcomes. Strong systems in these areas help ensure safe, high-quality, person-centred care for all service users.
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