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Effective communication is the process of sharing information, ideals and feelings clearly and accurately so that the intended message is understood by others, in health and social care, effective communication helps build trust, supports teamwork, improves decision making and ensures that individuals receive safe person-centered care. It involves oral and written communication, active listening, empathy, and adapting communication to meet the needs of different people (NHS England 2023) and also clarity and appropriate use of language. Healthcare workers should adapt their communication methods to reach the criteria of different individuals including people that have disabilities, language barriers or sensory impairments, finally effective communication is fundamental safe, compassionate and effective health and social care practice.

[bookmark: _Toc236470080]Communication in Mrs Thompson’s Care
Effective Communication is vital, as it makes sure that  Thompson receives safe care, Thompson is a woman with mild dementia that has been recently discharged from the hospital following pneumonia, she is 84 years of age. Her missed medication, increased confusion and outside wandering without the right clothing showcase how important clear communication is required between healthcare professionals, Mrs. Thompson and her family. Good communication aids in decreasing risks, improving medication adherence, and promoting independence (NICE, 2018).
When communication with Mrs. Thompson, it is advised that professionals speak in an easy manner, speak slowly, maintain eye contact, and give her enough time for her to respond. As dementia affects memory and understanding, information should be given in short sentences and repeated when necessary. Active listening, reassurance, and checking understanding can improve communication and decrease confusion aswell as reduce the likelihood of missed medication (NHS, 2023).
Communication with Mrs. Thompson’s family is equally important. With Thompson’s consent or where appropriate under the Mental Capacity Act 2005, family members must be involved in decisions about her care, medication and safety. Effective communication between carers, GP, pharmacy and social workers promote coordinated care to decrease the chances of future incidents (NICE, 2018).
The Equality Act 2010 needs care providers to make adjustments that are appropriate for people with disabilities, including those that have dementia. Information as a result should be presented in a manner that is accessible such as clear written reminders or visual prompts in order to aid Mrs. Thompson’s understanding and independence (Equality Act, 2010).
Balmund’s transactional model of communication can be used here. It shows that communication is a two way process, where both people send and receive messages at the same time. This means each person is always reacting, responding and adjusting to the other during the conversation. simultaneously. Feedback is an important part of the model due to the fact that it verifies whether the message has been properly understood correctly (Barnlund,1970). In Mrs. Thompson’s case, carers should encourage feedback by asking questions such as, “Can you tell me when you will take your medication today?” This allows professionals to identify misunderstandings and provide further explanations where necessary.
Effective communication is vital in making sure that Mrs Thompson gets safe and quality care. Using Clear communication strategies, involving her family appropriately, applying the principles of the Equality Act 2010 and using Barnlund’s Transactional Model can improve her understanding, reduce risks and support her health and wellbeing.
[bookmark: _Toc236470081]Why Administrative Skills Matter in Mrs Thompson’s Care
Good administrative skills are essential in health and social care because they help keep Mrs Thompson’s support safe, organised, and centred around her needs. When her information is written down clearly and updated properly, every professional involved can rely on it. This means her medication details, daily notes, and any changes in her condition are easy to find and understand. Having accurate records helps staff make the right decisions, prevents mistakes, and ensures Mrs Thompson receives consistent care.
Record keeping is a fundamental professional responsibility. Care records should be accurate, factual, clear, timely and signed by the person completing them. for Mrs Thompson, healthcare professionals should document her medical history, current condition, medication, mobility, pain levels, care plan and any changes in her health. Accurate documentation allows the GP, community nurse, domiciliary care workers and other professionals to make informed clinical decisions and provide coordinated care. Poor record keeping may lead to medication errors, repeated assessments, delayed treatment or safeguarding concerns (Nursing and Midwifery Council, 2018).
The Data Protection Act 2018 and UK GDPR set strict rules for how health and social care services handle personal information. For Mrs Thompson, this means her private details must be used lawfully, fairly, and kept secure at all times. Any information about her health should only be gathered for genuine care needs and shared only with staff who are directly involved in supporting her. Her records must be stored safely, protected from anyone who is not authorised, and kept only for the amount of time required. She also has the right to see the information held about her and ask for corrections if something is wrong. These laws help protect her confidentiality and support trust in the care system. (Data Protection Act, 2018; ICO, 2024)
The Caldicott Principles provides further guidance on how information should be shared in health and social care. They highlight that a persons private details must only be shared when its genuinely needed for their care and only the smallest amount of information should be passed on. This helps protect Mrs Thompson’s confidentiality while still allowing staff to access the details required to support her safely, using the minimum information required, while ensuring that information is available when it is needed to deliver safe care. Applying these principles means that Mrs Thompson’s information can be shared between her GP, community nurse, physiotherapist and domiciliary carers when it is necessary to improve her treatment and wellbeing. (National Data Guardian, 2020).
Good administrative practice also supports compliance with health and social care act 2008 (Regulated Activities) Regulations 2014, particularly Regulation 17, which requires providers to maintain accurate, complete and secure records. Effective record management enables organisations to demonstrate accountability, monitor quality, respond to complaints and meet Care Quality Commission (CQC) standards. Secure digital records systems also improve communication and reduce duplication of work while protecting patient confidentiality. (Health and social care Act 2008, 2014; Care Quality Commission 2024)
The care quality commission (CQC) regulation 17: Good Governance requires care providers to maintain secure, accurate, complete and contemporaneous records. Following this regulation demonstrates accountability, supports high quality care and ensures organisations meet professional and legal standards. Effective administration also enables audits, monitoring and continuous improvement of care services.
Overall, good administrative skills are fundamental to delivering safe and effective care for Mrs Thompson. Accurate record keeping, securing handling of personal information, compliance with the Data Protection Act 2018, and effective communication between professionals help protect Mrs Thompson’s rights, improve care quality and ensure legal professional standards are maintained.
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Working together as a team is important to make sure Mrs Thompson receives safe, person‑centred and well‑coordinated care. Because she may need support from different services, staff such as her GP, community nurse and home‑care workers must communicate and plan her care jointly. By creating and reviewing one shared care plan, everyone understands her needs and what their role is. Good multidisciplinary teamwork improves communication, prevents repeated or unnecessary tasks, and helps ensure that Mrs Thompson’s physical, emotional and social needs are met in a consistent way (NICE, 2022).
The GP is responsible for diagnosing and managing Mrs Thompson's medical conditions, prescribing medication and creating specialist referrals. The community nurse monitors her health, manages wounds, if necessary, administers medication and pinpoints any decline in health conditionn. Domiciliary care workers provide daily personal care, assist with meals, mobility and hygiene, while reporting ant changes in Mrs Thompson's wellbeing to the wider healthcare team. Regular communication between these professionals ensures constant care and  decreases medication errors or unnecessary hospital admissions (NICE,2017).
Several approaches can foster effective collaboration. These include regular MDT meetings, shared electronic care records, clear communication using agreed protocols, involving Mrs Thompson and her family in care planning and respecting each professional role and expertise. Shared decision making ensures that care is tailored to Mrs Thompsons preferences and promotes independence (NICE, 2021).
Common challenges in multi agency working include poor communication, unclear professional responsibilities, information sharing barriers and differences in organisational policies. These challenges can be overcome through regular case reviews, clear role definitions, joint training, effective leadership and secure information systems that comply with confidentiality and data protection legislation. by working collaboratively, professionals can provide high quality coordinated care that improves Mrs Thompsons quality of life and supports her to remain as independent as possible (NICE,2022).
[bookmark: _Toc236470083]Conclusion
In conclusion, collaborative working is essential for ensuring safe care for Mrs Thompson. The combined expertise of the GP, community nurse and domiciliary care workers ensures that her medical, physical and emotional needs are addressed in a coordinated way. Effective communication, shared decision making and regular information sharing help improve the quality of care while reducing risks such as medication errors and unnecessary hospital admissions. Although challenges such as poor communication and role confusion may occur, these can be addressed through clear leadership, multidisciplinary teamwork and shared care planning. Overall, effective collaboration enables Mrs Thompson to maintain her independence, improve her wellbeing and achieve better health outcomes
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