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INTRODUCTION
Effective care within health and social care services depends on clear communication, accurate administrative processes, and strong teamwork among professionals. These components are vital for delivering safe, coordinated, and person-centred care, particularly for individuals with complex needs after hospital discharge (NHS England, 2021).
Mr Ahmed is a 68-year-old man recovering from a stroke who receives support from a domiciliary care agency, GP, district nurse, and speech and language therapist. His care is affected by communication challenges because Bengali is his first language and he has limited English proficiency. This situation requires adapted communication approaches and inclusive care strategies. Furthermore, a missed domiciliary care visit resulted in delayed medication, demonstrating the importance of effective administrative systems and collaborative working among professionals.
This report examines the significance of effective communication in Mr Ahmed’s care, the role of administrative skills and record keeping in line with data protection requirements of Equality Act 2018 (UK Government, 2018) and the importance of collaborative working between professionals involved in supporting him.

IMPORTANCE OF EFFECTIVE COMMUNICATION IN MR AHMED’S CARE
Effective communication is essential for providing safe and person-centred care. In Mr Ahmed’s situation, communication is especially important due to the effects of his stroke and the language barrier between him and some members of the care team. Clear communication helps ensure that Mr Ahmed understands his medication, therapy, and daily care requirements, while also enabling professionals to understand his preferences, needs, and concerns (NHS England, 2021). This supports person-centred practice and encourages independence.
Since Bengali is Mr Ahmed’s first language, professionals must adjust their communication methods to ensure information is accessible. This may involve using simple language, avoiding complex medical terminology, speaking slowly, and allowing extra time for responses. Visual aids and written guidance can also improve understanding. When complex information is discussed, professional interpreters may be required to reduce the risk of misunderstanding (Skills for Care, 2026). Although Mr Ahmed’s wife speaks fluent English and often communicates on his behalf, professionals should ensure that Mr Ahmed is directly involved in decisions regarding his care. This supports autonomy and maintains dignity.
Communication should also reflect equality principles and ensure individuals are not disadvantaged due to communication barriers. Reasonable adjustments may include providing translated materials, adapting communication styles, and respecting cultural preferences. These approaches promote inclusive practice and ensure Mr Ahmed receives fair and equitable care (UK Government, 2010).
The Shannon and Weaver model of communication helps explain how communication occurs. The model includes a sender, message, channel, receiver, and feedback (Haase, 2016). In Mr Ahmed’s care, a healthcare professional acts as the sender when sharing information about medication or therapy. The message must be clear and suitable. The channel may include spoken communication, written instructions, or visual aids. Mr Ahmed acts as the receiver and provides feedback to confirm understanding. However, communication may be disrupted by noise, such as language barriers or cognitive difficulties following stroke.
Poor communication can lead to serious consequences. Misunderstandings may result in incorrect medication use, missed therapy sessions, or failure to follow swallowing guidance, which increases the risk of harm. Communication breakdowns between professionals may also lead to missed visits, delayed treatment, and reduced safety (Care Quality Commission, 2023). Ineffective communication may decrease Mr Ahmed’s confidence in care staff and cause emotional distress. Therefore, effective communication is necessary to ensure safe, coordinated care.
Communication with family members is also important. Mr Ahmed’s wife plays a supportive role and can help reinforce information. However, professionals must maintain confidentiality and ensure Mr Ahmed consents to sharing information (Nursing and Midwifery Council, 2018). By using clear communication strategies alongside ethical and legal principles, professionals can improve safety, quality of care, and Mr Ahmed’s overall wellbeing.


IMPORTANCE OF ADMINISTRATIVE SKILLS AND RECORD KEEPING
Strong administrative skills are essential in health and social care because they help ensure care is organised, safe, and accountable. In Mr Ahmed’s case, accurate administration is particularly important as multiple professionals are involved in his care. The missed domiciliary care visit illustrates how administrative errors can result in delayed medication and potential harm. Poor administration may also lead to missed therapy sessions, inaccurate medication records, and ineffective communication between professionals, increasing risks and negatively affecting recovery (Care Quality Commission, 2023). This highlights the need for effective scheduling, documentation, and communication systems to maintain continuity and safety of care.
Record keeping is a key administrative responsibility. Care records document the care provided, medication administered, and any changes in the individual’s condition. In Mr Ahmed’s situation, domiciliary carers should record visits, personal care delivered, and medication administration. The district nurse should document observations such as blood pressure readings and any clinical interventions. Accurate records enable professionals to monitor progress, maintain continuity, and reduce the risk of errors (Nursing and Midwifery Council, 2018). Incomplete or poor documentation may result in missed observations, delayed action, duplication of work, and increased risk of adverse incidents, which can compromise safety.
Effective record keeping must follow professional standards. Documentation should be clear, accurate, factual, and completed promptly. Records should also be signed, dated, and written professionally. Proper documentation provides evidence if incidents occur, such as the missed visit. This supports accountability, allows investigation, and helps organisations identify improvements to prevent similar situations in the future (Care Quality Commission, 2023).
Administrative practice must also comply with data protection requirements, which govern how personal information is collected, stored, and shared. Health information is considered sensitive and must be handled securely. Professionals involved in Mr Ahmed’s care must ensure that his information is only shared with authorised individuals involved in his care (UK Government, 2018). Failure to protect personal data may result in breaches of confidentiality, legal consequences, and loss of trust.
Key data protection principles include lawful use of information, accuracy, confidentiality, and secure storage. These principles help protect Mr Ahmed’s personal information. Records should be stored securely within electronic systems or locked cabinets, and staff should avoid discussing personal information in public areas. Following these principles supports confidentiality and effective information management (Information Commissioner’s Office, 2023).
Policies such as safeguarding procedures, incident reporting systems, and care planning guidelines also support good administrative practice. The missed visit involving Mr Ahmed should be recorded and investigated according to organisational procedures. This promotes learning and helps prevent future incidents. Weak administrative practice can reduce care quality, compromise safety, and increase organisational risk. Therefore, strong administrative systems support patient safety, confidentiality, and coordinated care.

IMPORTANCE OF COLLABORATIVE WORKING IN MR AHMED’S CARE
Collaborative working between professionals is essential when supporting individuals with complex needs. Mr Ahmed’s care involves a GP, district nurse, speech and language therapist, and domiciliary care workers. Each professional contributes specialist knowledge to support his recovery following stroke. Effective collaboration ensures care is coordinated, consistent, and centred on Mr Ahmed’s needs and preferences (NHS England, 2021).
Clear communication between professionals is key to effective collaboration. This may include shared care plans, regular updates in patient records, and multidisciplinary meetings. For example, the district nurse may update the GP regarding blood pressure readings, while the speech and language therapist provides guidance on swallowing to carers. Person-centred care planning ensures decisions reflect Mr Ahmed’s preferences, and involving his wife supports culturally sensitive care (Skills for Care, 2026).
Poor collaboration can lead to significant consequences. Differences in roles, communication styles, or organisational systems may result in misunderstandings, duplication of tasks, and delays in care. The missed domiciliary visit may have occurred due to unclear responsibilities or ineffective communication, highlighting the risks of weak teamwork (Care Quality Commission, 2023).
Strategies to improve collaboration include clearly defining roles, using shared documentation systems, arranging regular team meetings, and promoting respect between professionals. Training in teamwork, shared protocols, and reviewing incidents can strengthen multi-agency working and reduce future risks. Effective collaboration supports coordinated care, reduces errors, and promotes Mr Ahmed’s recovery, independence, and wellbeing.

CONCLUSION
In summary, effective communication, strong administrative practice, and collaborative working are essential in supporting Mr Ahmed’s care. Adapting communication methods, using interpreters, and promoting inclusive practice help ensure person-centred care. Poor communication can increase risks and negatively affect outcomes. Administrative skills such as accurate record keeping and secure information management are equally important. Data protection principles ensure personal information is handled appropriately while allowing information sharing between professionals. Collaborative working within the multidisciplinary team promotes coordinated and holistic care. Addressing challenges in multi-agency working improves safety and service quality. Overall, applying these professional practices supports Mr Ahmed’s recovery, promotes independence, and ensures high-quality care.
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