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                                                              Introduction

This report looks at the care and support provided to Mr Sadiq, a 78‑year‑old man who has recently returned home after being treated for a stroke. He lives with his wife in a ground‑floor flat and receives three daily visits from a domiciliary care agency to help with personal care, medication, and meals. He also has support from his GP, a district nurse, and a speech and language therapist. Because his first language is Bengali and he struggles with complex English, communication is a major part of making sure his care is safe and person centred. The report will discuss three key areas: the importance of good communication, the role of strong administrative skills, and the value of working together with other professionals. These points will be linked to laws, policies, and real practice. The aim is to show how these areas help provide safe, respectful, and well‑coordinated care for someone with complex needs.





















                                      Importance of effective communication

Communication is one of the most important parts of Mr Sadiq’s care because it affects how well he understands what is happening and how confident he feels. Since his first language is Bengali and he struggles with complicated English, care workers need to adapt how they speak to him. This might mean using simple words, speaking slowly, repeating information, or using gestures and pictures. Even though his wife speaks fluent English and often communicates on his behalf, staff should still try to speak directly to him. This helps him stay involved in decisions about his care and supports his dignity.
The Equality Act 2010 is important here because it protects people from discrimination and requires services to make reasonable adjustments. In Mr Sadiq’s case, reasonable adjustments include adapting communication to meet his language needs and considering the effects of his stroke on speech and understanding. Staff should not assume that his wife will always speak for him. Instead, they should give him time to respond and use communication methods that help him express himself. This supports his independence and reduces the risk of misunderstandings.

A communication model that fits well in this situation is the SOLER model. SOLER stands for:
· Sit squarely
· Open posture
· Lean slightly forward
· Eye contact
· Relax

Using SOLER helps care workers show they are listening and paying attention. For someone like Mr Sadiq, who may feel frustrated or confused after his stroke, this type of body language can help him feel safe and understood. Even if he cannot speak clearly, he can still see that staff are focused on him and taking him seriously. Communication also matters for safety (Communication methods and measures 2007). The recent incident where a home visit was missed shows how poor communication can lead to serious problems. If staff do not pass messages on or record information properly, medication can be missed, appointments can be delayed, and the person’s health can be put at risk. Clear communication between the care agency, the district nurse, the GP, and the family is essential to prevent this from happening again.

Overall, effective communication helps build trust, supports dignity, and ensures that care is delivered in a way that meets Mr Sadiq’s needs. It is not just about talking it is about listening, adapting, and making sure information is shared correctly.






                                    Importance of good administrative skills

Good administrative skills are a major part of safe and professional care, especially for someone with complex needs like Mr Sadiq. Care workers must keep accurate records of what support was given, what medication was administered, and any changes in his condition. These records help other professionals understand what is happening and make decisions about his care. If records are unclear or missing, it can lead to mistakes, confusion, or even harm.

The Data Protection Act 2018 sets out rules for how personal information should be stored, shared, and protected. (Phillips, B. 2021). In health and social care, this means that staff must keep records secure, only share information with people who need it, and make sure the information is correct. For example, details about Mr Sadiq’s medication, communication needs, and health conditions must be stored safely and only accessed by authorised staff. This protects his privacy and ensures that sensitive information is handled properly.
Record keeping also links to professional accountability. If a care worker visits Mr Sadiq in the morning, they must record what they did, what medication was given, and any concerns. This helps the next worker know what has already been done. It also provides evidence if something goes wrong. In the case of the missed home visit, good administrative skills would have helped identify the problem quickly. If the visit was not logged, or if communication between staff was unclear, it becomes harder to track what happened and why.
Policies and frameworks such as the Caldicott Principles also guide how information should be handled. These principles emphasise confidentiality, the need to share information only when necessary, and the importance of keeping data accurate. Applying these principles helps ensure that Mr Sadiq’s information is treated with respect and used only to support his care.
Administrative skills also include organising schedules, following care plans, and reporting concerns. For example, if the district nurse notices a change in his blood pressure, they must record it and pass the information on to the GP or care agency. Without good administration, important details can be lost. (Sanabria, B. D., Perdomo, Y. C., Miot, H. A., & Ramos, P. M. 2024).
In summary, good administrative skills help keep care safe, legal, and well‑coordinated. They ensure that everyone involved in Mr Sadiq’s care has the right information at the right time.







                                      Importance of collaborative working

Working together is essential in Mr Sadiq’s care because he has several professionals involved. His GP manages his overall health, the district nurse checks his blood pressure and wound care, the speech and language therapist supports his communication and swallowing, and the domiciliary care workers help with daily tasks. If these professionals do not communicate well, important information can be missed (Institution of Occupational Safety and Health, issuing body. 2003)

One approach to good collaboration is regular communication, such as phone calls, shared notes, or digital records. This helps everyone stay updated. Another approach is clear role boundaries, so each professional knows what they are responsible for. For example, care workers should report concerns but not change medication without instruction.
Multiagency working can face challenges. These include misunderstandings, delays in sharing information, or different ways of working. To overcome these issues, professionals can use team meetings, shared care plans, and clear reporting systems. Respect and good listening also help build trust between professionals.
Collaborative working also helps prevent incidents like the missed home visit, where Mr Sadiq did not receive his medication on time. If the care agency had communicated better with the district nurse or the GP, the issue might have been spotted sooner. Multiagency working allows professionals to check on each other’s roles and raise concerns early.
However, collaboration can face challenges. These include poor communication, delays in sharing information, different working styles, or misunderstandings about responsibilities. To overcome these challenges, professionals can use team meetings, shared digital records, clear reporting systems, and regular check-ins with the family. Respect, listening, and openness also help build trust between professionals.
When collaboration works well, care becomes safer, more organised and more person centred.








                                                                 Conclusion

Mr Sadiq’s case shows how important communication, administration, and teamwork are in health and social care. Because he has language needs and difficulties caused by his stroke, staff must adapt how they communicate and make sure he feels included. Good administrative skills help keep his information safe, accurate, and shared correctly, which is essential for preventing mistakes like missed medication. Working collaboratively ensures that all professionals involved in his care understand their roles and communicate effectively. When these three areas are done well, care becomes safer, more respectful, and more focused on the person. This report has shown how laws, policies, and practical approaches support good practice and help meet the needs of people like Mr Sadiq.
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