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Introduction 
Providing safe and effective care for older adults relies on good communication, accurate record keeping, and strong teamwork between health and social care professionals. These aspects of care are particularly important for individuals with complex needs, such as dementia, as the condition can affect memory, judgement, communication, and a person’s ability to manage everyday activities independently.
Mrs Thompson is an 84-year-old woman who has recently returned home after being treated in hospital for pneumonia. She lives alone in sheltered accommodation and receives support from domiciliary care workers twice a day. However, concerns have been raised about her safety and wellbeing after she missed two days of medication, which resulted in increased confusion, and was later found outside in cold weather without appropriate clothing. These incidents demonstrate the importance of professionals working together to identify risks and provide appropriate support.
This report will explore the role of effective communication, accurate administrative practices, and collaborative work in supporting Mrs Thompson’s care. It will also consider relevant legislation, policies, and evidence-based approaches that help promote safe, person-centered care.

The importance of Effective Communication 
Effective communication plays a vital role in health and social care as it allows professionals to understand an individual’s needs, develop trusting relationships, and provide safe, person-centered support. For Mrs Thompson, communication is especially important because her mild dementia can affect her memory, understanding, and ability to remember important information, such as taking her medication correctly. Therefore, professionals need to adapt the way they communicate with her and consider her individual needs rather than expecting her to communicate in the same way as someone without cognitive difficulties.
When communicating with Mrs Thompson, care workers should use clear and straightforward language, avoid providing too much information at one time, and give her enough time to process and respond. Speaking calmly, maintaining eye contact and checking that she has understood the information can help reduce anxiety and confusion. Non-verbal communication, including body language, facial expressions and tone of voice, is also important because individuals living with dementia may rely on these signals to understand and feel reassured during conversations.
The Transactional Model of Communication is relevant to Mrs Thompson’s situation because it views communication as an ongoing two-way process where both individuals exchange information and respond to each other’s verbal and non-verbal messages. In practice, this means that care workers should not simply give instructions about medication or daily routines but should encourage Mrs Thompson to share her thoughts, ask questions, and express any worries. If she appears unsure or confused, staff should adjust their approach and check her understanding. This continuous interaction can help prevent misunderstandings and support a more person-centered approach to her care.
Effective communication should also include Mrs Thompson’s family members or other appropriate people involved in her support, if her consent and confidentiality are respected. Family members may have important knowledge about her usual routines, personality, and any changes in her behavior. For example, they may recognize signs of increasing confusion or difficulties with managing medication before these concerns become more serious. Sharing relevant information between those involved in her care helps improve continuity and allows professionals to create a care plan that reflects Mrs Thompson’s personal needs and preferences.
The Equality Act 2010 highlights the importance of ensuring that individuals are not treated unfairly because of disability or other protected characteristics. As dementia can be considered a disability, health and social care professionals have a responsibility to make reasonable adjustments to support effective communication. For Mrs Thompson, this may include using easy-to-understand information, allowing extra time for conversations and introducing reminders or prompts to support her memory. By making these adjustments, professionals can help her remain involved in decisions about her care while maintaining her dignity and independence.
Overall, effective communication is essential in supporting Mrs Thompson’s safety, wellbeing, and quality of life. By adapting communication methods, involving appropriate people in her care and following equality principles, professionals can reduce risks such as missed medication, build trust and provide care that respects her individual needs.


 The Importance of Good Administrative Skills 
Good administrative practice is an essential part of providing safe and effective health and social care. Keeping accurate records enables professionals to have a clear understanding of an individual’s needs and ensures that care is delivered consistently. In Mrs Thompson’s case, effective record keeping is particularly important because of her dementia, medication difficulties, and potential safeguarding concerns. Care records provide valuable information about her current situation, changes in her health, and the actions taken by professionals to support her safety and wellbeing.
Accurate medication records are especially important because Mrs Thompson missed two days of her medication, which led to increased confusion. Care workers should clearly document whether medication has been given, taken, refused or missed, as well as recording any concerns they notice. This information allows other professionals, such as her GP, pharmacist or community nurse, to identify any ongoing issues and consider whether changes are needed to improve her medication support. Without accurate records, important details could be overlooked, potentially increasing the risk of harm to Mrs Thompson.
Recording and reporting incidents is another important aspect of administrative practice. Both the missed medication and the occasion where Mrs Thompson was found outside in cold weather without suitable clothing should be documented according to workplace policies and procedures. Incident reports help professionals understand what happened, identify possible risks, and make improvements to prevent similar incidents from happening again. In Mrs Thompson’s situation, these reports could support further assessments and help determine whether she requires additional support or safeguarding interventions.
Maintaining confidentiality and sharing information appropriately are also key responsibilities within health and social care. The Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR) require organizations to keep personal information secure and ensure it is only accessed or shared for valid reasons. Mrs Thompson’s medical details, medication information and care records are confidential, so professionals must make sure this information is stored safely and only shared with those directly involved in her care or those who have a legitimate reason to access it.
However, confidentiality does not mean that information should be withheld when sharing it is necessary to protect an individual. In Mrs Thompson’s case, communication between her GP, community nurse, and domiciliary care team is important to ensure she receives safe and coordinated care. Health and social care professionals must balance respecting confidentiality with their duty to protect people from harm. For example, if there are concerns that Mrs Thompson is experiencing self-neglect or is becoming unable to manage safely at home, relevant information may need to be shared through safeguarding procedures.
The Care Act 2014 places a responsibility for care providers and local authorities to promote wellbeing and protect adults who may be at risk of abuse or neglect. Mrs Thompson being found outside without appropriate clothing could suggest a safeguarding concern, particularly if her dementia is affecting her ability to recognise risks or look after herself. Accurate documentation would help professionals assess the situation and decide what level of support is needed.
Overall, effective administrative skills are essential for maintaining accountability, improving communication between services, and protecting individuals from harm. For Mrs Thompson, accurate record keeping, appropriate information sharing and following legal requirements ensure that professionals have the information needed to respond to concerns quickly while supporting her dignity, independence and overall wellbeing.






The Importance of Collaborative Working 
Collaborative work is a vital part of health and social care because people with complex needs often require support from a range of professionals. In Mrs Thompson’s situation, effective teamwork between her domiciliary care workers, GP, community nurse, pharmacist, social worker, and appropriate family members can help ensure that her needs are recognised and managed in a safe and effective way.
The domiciliary care team has an important role because they have regular contact with Mrs Thompson and are often the first to notice changes in her health, behaviour or ability to manage daily activities. For example, they identified concerns when she missed her medication and when she was found outside without suitable clothing. Sharing these concerns with other professionals allows action to be taken early and helps reduce the risk of further harm. Her GP and pharmacist can review her medication and consider whether additional support, such as medication prompts or a monitored dosage system, could help her manage this safely.
A community nurse may support Mrs Thompson by monitoring her recovery after pneumonia, assessing her overall health, and providing advice to help manage her condition. A social worker can assess whether her current care package continues to meet her needs and whether any additional support is required. As dementia progress over time, regular assessments and reviews are important to ensure that the care provided continues to be suitable and person-centered.
Although collaborative work has many advantages, there can also be challenges. Professionals may have different responsibilities and priorities, and poor communication between services can lead to delays or important information not being shared. Concerns about confidentiality may also create difficulties if staff are unsure when information should be shared. These issues can be reduced through effective communication, accurate record keeping, regular meetings between professionals, and following agreed policies and procedures.
The Care Act 2014 emphasizes the importance of promoting wellbeing and involving individuals in decisions about their care. Therefore, Mrs Thompson should remain at the center of all decisions, with her choices, independence and dignity respected. Collaborative work should focus not only on reducing risks but also on helping her maintain a good quality of life.
Overall, working together allows professionals to develop a clearer understanding of Mrs Thompson’s needs. Through effective information sharing, joint planning, and regular care reviews, the team can provide safer, more coordinated, and personalized support.





Conclusion 
Effective communication, good administrative practice, and collaborative work are all essential for delivering safe and person-centered care. Mrs Thompson’s situation highlights how these areas work together when supporting an older person living with dementia. Clear and appropriate communication can help her feel valued, respected and involved in decisions about her care, while accurate records ensure that important information about medication, risks and changes in her condition is available to the professionals supporting her. Good administrative practice also helps maintain confidentiality, accountability, and effective safeguarding. In addition, working collaboratively allows professionals to share knowledge, identify concerns early and adapt care as Mrs Thompson’s needs change. By following relevant legislation, including the Equality Act 2010, Data Protection Act 2018 and Care Act 2014, health and social care professionals can provide support that promotes Mrs Thompson’s safety, dignity, independence and overall wellbeing.
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