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[bookmark: _Toc225454820]Introduction
Good communication, organised administration, and teamwork are essential for safe, person-centred care that respects individuals’ preferences, independence, and dignity (Nursing and Midwifery Council, 2018). Clear information sharing between professionals, service users, and families reduces misunderstandings, prevents errors, and promotes safety (World Health Organization, 2017). Accurate records and well-managed administrative processes support consistency and informed decision-making across teams (Care Quality Commission, 2023).
This report examines Mr Ahmed, a 68-year-old recently discharged after a stroke. He receives support from multiple professionals, including domiciliary care workers, his GP, a district nurse, and a speech and language therapist. As Bengali is his first language, he sometimes struggles with complex English, highlighting the need for adapted communication. A missed care visit led to delayed medication, demonstrating the risks of poor communication, weak administration, and lack of coordination.
[bookmark: _Toc225454821]1. Importance of Effective Communication in Mr Ahmed’s Care
Effective communication is fundamental in health and social care, as it enables professionals to understand service users’ needs, share accurate information, and deliver safe, high quality care. Poor communication can lead to misunderstandings, errors, and potential harm (World Health Organization, 2017). Therefore, communication must be clear, appropriate, and tailored to the individual.
In Mr Ahmed’s case, communication is particularly important due to both his stroke and language needs. A stroke can affect speech, understanding, and cognitive processing, making communication more difficult (Stroke Association, 2023). Additionally, as Bengali is his first language, he may struggle with complex English. To address this, professionals should adapt their communication by using simple language, speaking slowly, and incorporating visual or written aids. Where necessary, interpreters or translated materials should be provided to ensure understanding.
Mr Ahmed’s wife plays a significant role in communication, as she speaks fluent English and often communicates on his behalf. While involving family members can support understanding, it is essential that Mr Ahmed remains involved in decisions about his care. This reflects the principles of person-centred care, which emphasise dignity, independence, and informed choice (Nursing and Midwifery Council, 2018).
The Equality Act 2010 requires health and social care providers to make reasonable adjustments to prevent discrimination based on protected characteristics such as disability and language barriers. In Mr Ahmed’s situation, this includes adapting communication methods to ensure he can access services equally. Providing interpreters or simplifying information supports inclusivity and allows him to participate in decisions about his care (NHS England, 2023).
Communication models can further support effective practice. The Berlo (1960) model of communication identifies four components: sender, message, channel, and receiver. Effective communication depends on the clarity of the message, the skills of the sender, and the receiver’s ability to understand it. In Mr Ahmed’s case, healthcare professionals act as the sender, while he is the receiver. However, barriers such as language differences and stroke related impairments may affect how messages are understood. This highlights the importance of adapting communication methods and checking understanding through feedback, such as asking Mr Ahmed to repeat information. Applying this model helps identify communication barriers and reduce risks such as medication errors.
Structured communication tools such as SBAR (Situation, Background, Assessment, Recommendation) also support clarity (Agency for Healthcare Research and Quality, 2019). For example, if a missed visit leads to delayed medication, SBAR can be used to communicate this effectively to other professionals.
Nonverbal communication, including gestures, facial expressions, and written instructions, can further support understanding (Bach and Grant, 2015). The speech and language therapist can guide professionals on appropriate communication strategies following Mr Ahmed’s stroke.
Overall, effective communication ensures that Mr Ahmed understands his care, reduces the risk of errors, and promotes trust between him, his family, and healthcare professionals.

[bookmark: _Toc225454822]2. Importance of Administrative Skills and Record Keeping
Administrative skills play an important role in health and social care because they help ensure that care is well organised, clearly recorded, and delivered safely. Tasks such as maintaining accurate records, managing schedules, and reporting incidents all contribute to accountability and help ensure that care is consistent across services (Care Quality Commission, 2023).
In Mr Ahmed’s case, a number of different professionals are involved in supporting his care, which makes accurate documentation especially important. Keeping clear records allows staff to monitor his health, keep track of when medication is given, and share important updates with others involved in his care. For instance, care workers need to record each time medication is administered, note any missed doses, and document any concerns about his wellbeing. This helps ensure that everyone involved has access to current information and can respond appropriately if any issues arise.
The Data Protection Act 2018 and UK GDPR provide a framework for how personal information should be handled within health and social care. These laws emphasise that data must be handled in a lawful and fair way, used only for its intended purpose, and limited to what is necessary. Information should be kept accurate and regularly updated and not stored for longer than needed. They also require organisations to take appropriate steps to keep data secure, both through systems and staff practices. In Mr Ahmed’s case, this means that his personal and medical information must be carefully protected, while still being shared appropriately between professionals to support safe and effective care. The UK GDPR complements this with seven core principles: lawfulness, fairness, and transparency; purpose limitation; data minimisation; accuracy; storage limitation; integrity and confidentiality; and accountability. Together, these laws ensure that information is handled responsibly, stored securely, and only shared with professionals who need it. In healthcare, this framework protects patient confidentiality while allowing essential information to be shared safely to deliver effective and coordinated care.
Confidentiality is a key principle. Professionals must ensure that Mr Ahmed’s personal information is only accessed by those directly involved in his care (Health and Care Professions Council, 2018). This protects his privacy while supporting effective teamwork.
Accuracy is also essential. Records must be clear, factual, and up to date. The missed domiciliary visit in Mr Ahmed’s case must be recorded and reported according to organisational policies. This allows for investigation, risk management, and service improvement.
The Care Act 2014 reinforces the importance of safeguarding and coordinated care. It places a duty on care providers to protect individuals from harm and neglect. In Mr Ahmed’s case, the missed visit and delayed medication could be considered a safeguarding concern, highlighting the importance of accurate record keeping and reporting.
In addition, the Health and Care Act 2022 promotes greater integration between health and social care services. It emphasises the importance of sharing information effectively across organisations to improve care quality. In Mr Ahmed’s situation, this supports better coordination between professionals and reduces the likelihood of errors such as missed visits.
The Care Quality Commission (CQC) sets standards for safe and effective care, highlighting record keeping as a key requirement (Care Quality Commission, 2023). Strong administrative systems help ensure care plans are followed and risks are identified early.
Overall, effective administrative practices protect patient information, support accountability, and ensure safe, consistent care for Mr Ahmed.
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Working with other professionals is a key part of health and social care, particularly when individuals need support from a range of services. By working together, professionals can share their knowledge, communicate important information, and ensure that care is planned and delivered in a coordinated way (World Health Organization, 2017).
In Mr Ahmed’s situation, his care involves a multidisciplinary team made up of his GP, district nurse, domiciliary care workers, and a speech and language therapist. Each of these professionals plays a different role in supporting his recovery following his stroke. For example, while the GP manages his overall medical care, the district nurse monitors his physical health, and care workers assist with daily tasks and medication. The speech and language therapist also provides support with communication and swallowing. When these professionals communicate effectively and work closely together, it helps ensure that Mr Ahmed receives consistent, well-organised care that meets his individual needs.
The Care Act 2014 promotes person-centred and integrated care, requiring organisations to work together to meet individuals’ needs. It also emphasises involving service users and their families in care planning. In this case, Mr Ahmed’s wife plays an important role in supporting communication and decision making.
The Health and Care Act 2022 further strengthens integrated working by encouraging closer collaboration between health and social care services. This helps ensure that professionals share information effectively and deliver coordinated care.
Strategies to support collaboration include regular multidisciplinary meetings, shared care plans, and structured communication tools such as SBAR. These approaches help ensure that all professionals understand their roles and responsibilities.
However, challenges such as communication breakdowns, unclear roles, and organisational differences may arise. These challenges can lead to errors, such as the missed care visit in Mr Ahmed’s case. To overcome these issues, professionals must maintain clear communication, use structured tools, and ensure accountability.
Involving Mr Ahmed and his wife in care planning strengthens collaboration and ensures that care is tailored to his needs.
Overall, collaborative working supports coordinated, person-centred care and improves outcomes for Mr Ahmed.
[bookmark: _Toc225454824]Conclusion
In conclusion, communication, organisation, and teamwork all play an important role in making sure care is safe and effective. In Mr Ahmed’s situation, it is particularly important that communication is adapted to suit his language needs and the effects of his stroke, so that he can fully understand and be involved in his care. Keeping accurate records and following data protection requirements helps maintain confidentiality while ensuring that professionals have the information they need to provide consistent support. Legislation such as the Care Act 2014 and the Health and Care Act 2022 also emphasises the importance of safeguarding and joined-up care. By working closely together and sharing information effectively, professionals can provide coordinated, person-centred support that helps Mr Ahmed recover and maintain his independence.
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