

LEVEL 4 ASSESSMENT SPECIFICATION

	YOUR NAME
	Aleena

	YOUR STUDENT ID
	

	PROGRAMME:
	CERTIFICATE OF HIGHER EDUCATION SKILLS FOR THE WORKPLACE (HEALTH & SOCIAL CARE)

	MODULE:
	INTRODUCTION TO HEALTH AND SOCIAL CARE

	MODULE CODE:
	LCHS4003

	LECTURERS:
	

	ASSIGNMENT TITLE:
	THE IMPORTANCE OF COMMUNICATION, RECORD KEEPING, AND COLLABORATIVE WORKING IN HEALTH AND SOCIAL CARE: A CASE STUDY OF MR AHMED

	SUBMISSION DEADLINE:
	TO BE SUBMITTED VIA TURNITIN ON FRIDAY, 27TH MARCH 2026, 10 AM














































Introduction (NHS England, 2019)
This report looks at the home care given to Mr. Ahmed, a 68 year old male getting better from a stroke. After leaving hospital, Mr. Ahmed depends on a team of GP, a district nurse and a home care agency to help him out. Besides his stroke recovery needs, his cultural and language options must be studied to keep his care safe. Mr Ahmed missed his medicine because a home visit didn't happen, which shows there are some issues with how care is being provided. This report focuses on three factors of Mr. Ahmed's care that influence quality and safety. The first point is how important clear and effective communication is between Mr. Ahmed and his healthcare team. Second, it covers solid admin skills, like keeping accurate records. Finally, about how well the team works together. These are important for keeping patients safe, dignity and quality care within the UK's health and social care system (NHS England, 2019).

The Importance of Effective Communication in Mr. Ahmed's Care (Nursing and Midwifery Council, 2018; Equality Act, 2010)
Strong communication helps protect Mr. Ahmed's dignity and help him normally. After his stroke, he depends on talking clearly with healthcare staff to manage his daily care and take his medication correctly. Care workers need to know what he needs when helping him with daily tasks, notice any changes in his health and make sure medication on time. If communication is unclear, it can cause major issues. Mr. Ahmed also has speech problems caused by his stroke and English is not his first language. His wife sometimes translates but relying only on family can cause confusion and cause problems speaking. The (Nursing and Midwifery Council (2018) states that all nurses and care professionals must communicate clearly and respectfully with patients, making sure they understand the information given to them.
The Equality Act 2010 is a UK law that protects people from unfair treatment and makes sure everyone can use services. Healthcare services take steps to meet individual needs for people who need extra support (Equality Act, 2010). Mr. Ahmed can receive written information in Bengali, use a professional translator for discussions and given extra time in appointments to explain. This helps him in decisions about his care and respect for his culture and language.
Care workers improve communication by using the SOLER approach developed by Gerard Egan. This means keep eye contact when facing the person, sitting friendly and staying relaxed as sitting. These simple actions show Mr. Ahmed that the care worker is listening and cares about what he is saying, even if speaking is difficult for him. When care workers use caring body language and a calm voice, it makes him feel easy. If they listen carefully and explain things, Mr. Ahmed shares problems about his health or medication. This lowers mistakes and improves his relationship with the care team. Good communication, following rules and listening carefully make care safe and respectful. (Nursing and Midwifery Council, 2018)

The Importance of Good Administrative Skills in Professional Practice (Care Quality Commission, 2023; Data Protection Act, 2018)
Good admin skills are keeping records in health and social care. For Mr. Ahmed, notes make sure everyone on his care team, from his GP and district nurse to home care workers, knows the same information. After Mr. Ahmed's stroke, his GP, nurse and home care workers check on him at different times. Because they don't see him all at once, written notes are the main way to share important information, when he takes his medication, how he is getting better. Accurate records help the next healthcare professional know how Mr. Ahmed is feeling. If the records are not correct important details might be missed, which could cause danger to him. The (Care Quality Commission (2023) states that all health and social care providers must keep accurate, complete and up to date records to ensure safe and effective care.
Keeping good records is very important and for Mr. Ahmed, the missed home visit that caused a late medicine dose should be clearly and accurately written down. Accurate records show what and where happened and staff were involved. This is important if someone needs to check the incident. It also helps managers to see the problem of a scheduling mistake, a communication problem or not enough staff. Good records make everything clear and help the care service improve so the same problem does not happen again. (Care Quality Commission, 2023)
Keeping detailed records is very important for patient safety. Writing things down helps staff notice any problems with a patient's health. For example, if Mr. Ahmed misses his medicine or his health starts to get worse, the records will show it. Identifying these problems lets the care team respond quickly.
The Data Protection Act 2018 follows the rules of GDPR, it explains how personal information should be treated in UK. Health and care services must keep people's information safe and use it responsibly. (Data Protection Act, 2018) They should tell Mr. Ahmed and his wife why their personal information is being collected and how it will be used. Information collected for Mr Ahmed's care should only be used for his care and not for any other separate reason. Data minimization means staff should only record the information that is needed to provide care. The information should be correct and updated so health professionals can make the right decisions for treatment. Information must be kept safe. Paper records should be kept locked and digital records protected with passwords. When information is shared between the care team, it should be sent through NHSmail so the information is not leaked. In general, good administrative work helps care work safely. Perfect records and secure personal information help healthcare staff give Mr. Ahmed safe, reliable care and follow the law.

The Importance of Working Collaboratively in Mr. Ahmed's Care (Xyrichis and Ream, 2008; NHS England, 2019)
Working together is very important in health and social care for people like Mr. Ahmed. After his stroke, he needs help from different professionals such as his GP, district nurse, speech, language therapist and home care workers. Each person has a different role. The GP looks after his health and medicines. The district nurse checks his physical health. The speech and language therapist helps him with speaking and swallowing problems. Home care workers help him with daily tasks. Because Mr. Ahmed needs medical, therapy and daily living support, one professional alone cannot meet all his needs. (Xyrichis and Ream (2008) explain that teamwork in healthcare means professionals working together with shared goals, which leads to better and safer patient outcomes. People working together to care for Mr. Ahmed. When different professionals share information and support each other, his care is better organised. This helps make sure his physical health, feelings and communication problems are all looked after. As a result, his recovery is safer and his quality of life becomes better.
Good teamwork in health and social care require clear communication and clear roles. Regular multidisciplinary team (MDT) meetings staff talk about Mr. Ahmed's progress, share new information and plan the next steps. Sharing the care plan helps everyone understand his condition and know each team member's responsibility. When everyone can see the same care plan, it reduces confusion and makes sure things like medicines, therapy exercises and home visits are proper. As explained by (Xyrichis and Ream (2008), effective teamwork depends on clear communication, mutual respect and shared understanding of each professional's role.
Working together can sometimes have problems. In Mr. Ahmed's case, the missed home visit shows how poor planning services can affect his care. Clear systems for reporting staff absences help another worker cover quickly. Staff shifts and services is also important, so information is not missed. Using shared electronic records can help staff track visits, update patient details and give alerts if a visit is missed. (NHS England, 2019) When professionals communicate well and stay organised, they can work better together and give Mr Ahmed safe, reliable care.

Conclusion (Equality Act, 2010; Data Protection Act, 2018; Xyrichis and Ream, 2008; Care Quality Commission, 2023)
Mr. Ahmed's case shows how important good communication, good administration and teamwork are in health and social care. Good communication builds trust and keeps Mr. Ahmed safe while he recovers from his stroke. Because he has language and communication difficulties, care staff must follow the Equality Act 2010 and make changes so he can understand information. (Equality Act, 2010) Good administrative work is also very important. Keeping accurate records and managing personal information properly, as required by the Data Protection Act 2018, helps make sure everything is clear and responsible. (Data Protection Act, 2018) It also makes sure that all professionals involved in Mr. Ahmed's care have correct and up to date information. This helps care continue smoothly and problems to be noticed. When communication and administration work well, the different professionals can work together as a team. (Xyrichis and Ream, 2008) Mr. Ahmed's case shows that good health and social care depend on communication, records and teamwork. The missed visit shows why clear communication, accurate records and teamwork are important. (Care Quality Commission, 2023)
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