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[bookmark: _Toc225485272]Introduction: 
Effective care delivery in health and social care setting relies on clear communication, correct administrative processes, and strong multidisciplinary collaboration. These elements are essential to ensuring safe, person-centred care, particularly for individuals with complex needs.
This report Also examines these elements with the context of Mr Ahmeds. A 68 years-old stroke patient receiving domiciliary care. His situation highlights several complexities, including language barriers, reliance on family support and coordinate between multiple professionals. Additionally, a recent missed care visit Rises concerns about communication breakdown administrative accountability.
The report will first explore the importance of effective communication, including strategies to engage both Mr Ahmed and his family while applying principles from the Equality act 2010 and a recognised communication model. It will then analyse the role of administrative skills, focusing on record keeping the data Protection Act 2018. Finally, it will evaluate the importance of collaborative working among healthcare professionals and discuss strategies to overcome challenges in multi- agency practice.
[bookmark: _Toc225485273]Importance of effective communication:
Effective communication is fundamental to delivering safe, person- centred care, particularly in complex cases such as Mr Ahmed’s. Following a stroke, individuals may experience speech, cognitive, and swallowing difficulties, making communication more challenging (Stroke Association, 2023). In these cases, the language, barrier further complicates interactions, as Bengali is Mr Ahmed’s first language and he struggles with complex English.
To ensure effective communication, care professionals must adopt a person-centred approach. This includes speaking clearly, using simple language, support eye contact, and allowing sufficient time for responses. The use of non- verbal communication-such as gestures, visual aids, and facial expressions- can also support understanding. Additionally, involving professional interpreters or bilingual staff can reduce reliance on family members and ensure accuracy in communication, particularly when discussing medication or clinical decisions (NHS England,2022).
[bookmark: _Int_RiFSACYT]Mr Ahmeds wife plays a vital role as an informal carer and communicator. While her involvement is beneficial, professionals must ensure that Mr Ahmeds autonomy is respected. According to The Equality Act 2010, underpins inclusive communication by protecting individuals from discrimination based on characterise such as disability and race. In this context, Mr Ahmeds stroke- related impairments and language needs require reasonable adjustments, such as accessible information formats and culturally proper communication methods. This ensures that he has equal access to healthcare services and can take part in decision- making about his care (Gov.Uk,2022).
A useful framework for understanding communication in this case is the Shannon and Weaver model. This model conceptualises communication as a process involving a sender, message, channel, receiver, and feedback, with potential “noise” distrusting the message. In Ahmed’s situation, noise may show language differences, cognitive impairment, and environmental distractions. To minimise these barriers, professionals must check understanding through feedback, for example by asking Mr Ahmed to repeat key information or prove comprehension. 
Effective communication is also essential for understanding patient safety. The missed medication reflects a breakdown in communication between the care agency and other professionals. Poor handovers, unclear instructions, and lack of follow-up can lead to serious have. Therefore, accuracy and prompt communication between all parties is essential to support continuity of care. Effective communication supports autonomy, safety, and quality of care. By adapting communication strategies, applying the legal principles, and using structured models, professionals can better meet ant Ahmed’s needs and reduce the risks of errors linked to his health.
Furthermore, effective communication is critical in preventing errors, such as the missed medication incident described. Poor communication between the domiciliary care agency and other professionals may have contributed to this issue. Clear handovers, correct documentation, and prompt updates are essential to ensure continuity of care.
In summary, effective communication supports patient safety, enhances understanding, and promotes person- centred care. In Mr Ahmeds case, adapting communication strategies and adhering to legal frameworks such as the Equality Act 2010 are essential to meeting his needs.
[bookmark: _Toc225485274]Importance of administrative skills and record keeping:

Good administrative skills are essential in health and social practice, as they underpin safe, efficient, and accountable service delivery. In Mr Ahmed’s cases, the missed care visit highlights the potential consequences of poor administration, including risks to patient safety and medication adherence.
[bookmark: _Int_XIAnRXH5]Accurate record keeping is a fundamental administrative responsibility. Health professionals must document all care activities, including medication administration, care visits, and communication with other team members. According to the Nursing and Midwifery Council (NMC,2023), records must be clear, correct, prompt, and completed as soon as possible after an event. In Mr Ahmed’s situation, proper documentation would help identity when the mossed visit occurred, who was responsible, and what actions were taken in response.
[bookmark: _Int_Kt4ZUILH][bookmark: _Int_9FUefht1][bookmark: _Int_G56MHmOP][bookmark: _Int_rCDi4ezd]The data protection Act 2018 governs how personal is processed lawfully, fairly, and transparently, and that it is kept secure and only used for its intended purpose (ICO,2023). For Mr Ahmed, this means his medical records, personal details, and care plans must be stored securely and only shared with authorised professionals involved in his care. For example, information can be shared between the GP, district nurse, and speech therapist under the principle of” need to know.” Ensuring continuity of care while support confidentiality.
Administrative systems, such as electronic care records and scheduling tools are also crucial. These systems help ensure that care visits are planned, checked, and completed. In the case of missed visits, a robust system could include alerts or checks to flag missed appointments, enabling prompt corrective action. This aligns with the Care Equality commission (CQC, 2022) standards, which emphasise safety, effectiveness, and responsiveness in care delivery.
Policies and frameworks, such as safeguarding policies and incident reporting procedures, also guide administrative practice. The missed medication incident must be formal reported, investigated, and reviewed to prevent recurrence. This process promotes accountability and continuous improvement within the organisation.
[bookmark: _Int_oTn4iuZD] Confidentiality is another key aspect of administrative practice. While Mr Ahmed’s wife is involved in his care professionals must ensure that consent is obtained before sharing sensitive information. this respects Mr Ahmed’s rights and follows legal and ethical standards.
The effective administrative skills-including right record keeping, adherence to data protection laws, and use of reliable system-are critical to ensuring safe and high-quality care. In Mr Ahmed’s case strengthening these processes can help prevent errors an improves overall service delivery.
[bookmark: _Toc225485275]Collaborative working in Mr Ahmed’s care:
[bookmark: _Int_1stfjUm3]collaborative working is essential in delivering holistic care, particularly or individuals with complex needs such as Mr Ahmed. His care involves a multidisciplinary team (MDT), including a district nurse, GP, domiciliary care workers and a speech and language therapist. Each professional contributes specific ability, ensuring that Mr Ahmed’s physical, communication and emotional needs are being addressed.
Effective collaboration relies on clear communication, shared goals, and mutual respect between the professional. Regular MDT meetings and shared care plans enable information sharing and coordinated decision making (NHS England, 2022). For example, the speech and language therapist can inform other team members about communication strategies, while the district nurse checks physical health and the wound care for Mr Ahmed.
[bookmark: _Int_O9RZMzsK][bookmark: _Int_w6a1FMT9]However, multi-agency working can present challenges, role ambiguity, communication breakdown, and organisational differences. The missed care visits in Mr Ahmed’s case may reflect a lack of coordination between the domiciliary caregivers and agency and other services. To adress these challenges, clear roles, and responsibilities must be defined and structured communication tools such as SBR (situation, Background, assessment, recommendation) should be used to ensure clarity and consistency.
Creating and building a strong professional relationship and prompting a culture of openness can also enhance collaboration. Encouraging staff to report concerns and learn from incidents sippers continuous improvements. Additionally, involving Mr Ahmed and his wife in care planning and ensuring that services are person-centred and responsive to their required needs. This stated that effective collaborative working improves care quality and patient outcomes. By addressing challenges and implementing structured approaches, healthcare professionals can provide coordinated and effective care for Mr Ahmed.
[bookmark: _Toc225485276]Conclusion:
This report has highlighted the importance of communication, administrative competence, and collaborative working in the care of Mr Ahmed.Effective communication is essential to overcoming language and cognitive barrier, ensuring that Mr Ahmed can take part in his care and receive equitable treatment in line with the Equality Act 2010.Administrative skills, including accurate record keeping and adherence to the Data Protection Act 2018, are vital for maintaining patient safety and accountability.The missed care visits demonstrates how failures in these areas can negatively impact care delivery for the patient.
Furthermore, collaborative working among multidisciplinary professionals ensures that Mr Ahmed receives holistic and coordinated care. Although challenges exist in multi-agency settings, strategies such as clear communication tools, defined roles and shared care plans can improve the outcomes. Overall integrating these elements is fundamental to delivering safe and effective and person-centred care in heath and social care practices.
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