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[bookmark: _Toc236730428][bookmark: _Toc236734312]INTRODUCTION
This report examines the case of Mrs. Thompson, who lives with mild dementia and requires ongoing support with everyday activities. Her care involves healthcare professionals, carers, and family members working together to meet her needs effectively. Clear and consistent communication is essential to ensure information is shared accurately between all individuals involved. Strong administrative practices are also important for documenting daily care, organising appointments, monitoring medication, and planning support so that important tasks are not missed or overlooked.
Despite her vulnerability, Mrs. Thompson has the right to dignity, respect, equality, honesty, and relationships based on trust and understanding. Carers should maintain clear and accurate records that can be accessed by relevant professionals and shared with Mrs. Thompson when appropriate. Collaboration and teamwork help provide continuity, prevent gaps in support, and improve outcomes. Although challenges may occur, professionalism, compassion, and accountability can resolve concerns effectively, ensuring high-quality care and support.
1. [bookmark: _Toc236734313]IMPORTANCE OF EFFECTIVE COMMUNICATION
In Mrs Thompson’s case, effective communication is crucial to ensure that she receives appropriate care and support. Effective communication among carers, family members, the GP, and other healthcare professionals involved in her care should be clear, consistent, and transparent. Mrs Thompson should be involved in all decisions regarding her care, and if she does not fully understand the information provided, suitable methods should be used to help her understand the care plan and promote her wellbeing and quality of life. Maintaining best practices when supporting her and assessing her needs also helps to develop trust, confidence, and positive relationships, which are essential when caring for older adults. 
To avoid errors and gaps in looking after her, all information must be communicated effectively and documented accurately for the next carer to follow. This helps ensure consistency, especially when administering medications, attending appointments, monitoring her diet, and identifying any allergies or foods that should be avoided. All these factors must be considered when aiming to provide high-quality, dignified, compassionate, holistic, and person-centred care. Carers, family members must be intentional focusing on her needs, preferences, and wellbeing (NICE, 2022).
[bookmark: _Toc236734314]1.1 COMMUNICATING WITH THE SERVICE USER & HER FAMILY MEMEBERS
Effective communication with Mrs Thompson requires active listening. Care staff should pay close attention to her concerns, maintain appropriate eye contact, and ensure that her message is fully understood. Clear speech, appropriate body language, and sufficient time for responses are important. Where hearing difficulties, cognitive impairment, or language barriers exist, reasonable adjustments should be made, such as checking hearing aids, using simple language, providing an interpreter when required, and simplifying written information in accordance with the Equality Act 2010. Mrs Thompson should feel valued, respected, and involved in decisions regarding her care. Her choices should be respected, and family members should be involved with her consent. Collaborative working between Mrs Thompson, her family, and healthcare professionals helps improve her experience and wellbeing.
Berlo's (1960) SMCR Model of Communication can be applied to Mrs Thompson's care. The Source includes the GP, carers, and family members who communicate important information. They should possess good communication skills, relevant knowledge, and a positive attitude. The Message should be lucid, accurate, and distinct. The Channel refers to the method of communication, such as verbal communication, written information, visual aids, audio, or digital tools, selected according to Mrs Thompson's needs. Mrs Thompson is the Receiver and should be encouraged to ask questions, provide feedback, and confirm understanding. Effective communication reduces misunderstandings and supports positive care outcomes (Berlo, 1960).
2. [bookmark: _Toc236730429][bookmark: _Toc236734315]IMPORTANCE OF GOOD ADMINISTRATIVE SKILLS 
Good administrative skills are significantly important in health and social care because they help services run smoothly, efficiently, and safely. These skills play a key role in supporting person-centred care by ensuring that service users receive the right support, treatment, and information at the right time. Effective administration helps healthcare organisations coordinate services, manage resources, and maintain clear communication between staff, patients, and other professionals. This reduces the risk of errors, prevents misunderstandings, and can lower the number of complaints from service users and their families.
Administrative workers need to be highly organised so they can manage appointments, maintain accurate records, process referrals, and ensure important information is stored correctly. Strong communication skills are essential because staff regularly interact with patients, service users, relatives, and healthcare professionals. They must be able to communicate clearly, professionally, and sensitively, especially when dealing with confidential or complex information.
Good time management is also important, as administrative staff often work under pressure and must complete multiple tasks within strict deadlines while maintaining a high standard of work. Attention to detail is vital when entering data, updating records, and processing documents, as even small mistakes can have serious consequences for patient care. In addition, staff must always maintain confidentiality and follow data protection legislation to protect sensitive personal information. Overall, effective administrative skills contribute to safe, high-quality care, improve service delivery, support teamwork, and help achieve positive outcomes for service users (NHS England, 2024).
[bookmark: _Toc236730430][bookmark: _Toc236734316]2.1 RECORD KEEPING & APPLYING THE PRINCIPLES OF DATA PROTECTION ACT 2018

Good record keeping is essential in health and social care for the retention of valuable information about the service user. Records show what was added to the person in the pass but also have long term effect on memory and identity. (Hoyle, et al, 2019). Records contain important personal information that allows staff to understand an individual’s needs and make informed decisions about their care. Accurate records improve communication between professionals and ensure continuity of care. On the other hand, poor or incomplete records can negatively affect a person’s wellbeing, memory, and identity over time (Hoyle et al., 2019, p.1856).

Health and social care workers have a legal and professional duty to maintain accurate records of all interactions with service users, clients, and patients. Under the Data Protection Act 2018, personal information must be kept, secured, and used lawfully. Records may also be required as evidence during safeguarding investigations, complaints, or legal proceedings. Clear documentation helps staff monitor risks, plan appropriate support, and maintain high standards of care (CPD, 2023).
Good record keeping should follow key partnership principles. Records should be person-centred, accurate, timely, evidence-based, concise, holistic, and professional. Staff should use clear language, avoid jargon, record information, and review previous records when necessary. Following these principles helps ensure records are reliable, legally compliant, and focused on protecting individuals’ dignity, privacy, rights, and wellbeing. 
3. [bookmark: _Toc236730431][bookmark: _Toc236734317]THE IMPORTANCE OF WORKING COLLABORATIVELY WITH OTHER PROFESSIONALS
Working with other professionals is important in health and social care because it helps people receive safe and effective support. When GPs, nurses, social workers and care staff share information, they can better understand a person's needs. This helps prevent mistakes, reduces gaps in care and supports better decisions. Good teamwork also improves communication, reduces delays and allows staff to respond quickly if a person's condition changes. It can also help identify risks early and prevent problems from getting worse.
Working together means responsibilities are shared, which reduces pressure on individual staff and provides more consistent care. For example, Mrs Thompson needs support with taking her medication and looking after herself. All carers should follow the same care plan and share important updates about her needs. This is especially important for older people with complex or long-term health conditions. Overall, collaborative working helps provide safer, person-centred care and improves outcomes for service users.

[bookmark: _Toc236730432][bookmark: _Toc236734318]3.1 APPROACHES USED TO FOSTER EFFECTIVE COLLABORATION 

[bookmark: _Toc236730433]Effective collaboration in health and social care involves different organisations working together to provide joined-up support for individuals, such as the GP, carers, family members, and Mrs Thompson herself. Neighbours can also help in urgent situations, for example, if they see her outside without appropriate clothing. The NHS states that good partnership working depends on clear communication, sharing relevant information, and involving patients in decisions about their care (NHS England, 2023). Health professionals, carers, family members, and the patient should work together to achieve the common goal of improving health, wellbeing, and independence. Respect, honesty, and dignity help build trust and positive relationships, making collaboration more effective. Regular meetings or consultations with the GP and other healthcare providers ensure that needs and concerns are addressed promptly and service quality remains high. The NHS aims to create integrated services that are efficient, responsive, and effective for patients and communities (NHS England, 2022).
[bookmark: _Toc236734319]CONCLUSION
To conclude, in looking after a patient with mild dementia like Mrs Thompson, and many other patients needing care and support, effective communication is always advocated. In doing so, the patient being looked after will experience full satisfaction, receive the care, help, and support they need, and this will lead to overall satisfaction with the service rendered, without complications and with the possible avoidance of numerous complaints and dissatisfactions.
Administrative skills are essential in maintaining good records, as they retain valuable information about the patient and for the patient. This information will be useful for the continuity of services provided and as a valid reference in case complications arise. Good record-keeping ensures that the patient is valued and treated equally regardless of their situation, age, race, religion or gender. Working collaboratively with the team of carers, doctors, or GPs, together with the patient, is highly necessary to identify and resolve challenges encountered while under their care.
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