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                                    EFFECTIVE COMMUNICATION
Introduction
This is a skill that builds working relationship between an individual and the service provider where views are valued and put into account that improve end results in health and social care. Effective communication develops the understanding of an individual and knowledge about the right care and support to be provided.  This can help in medical decision-making, such as better self-management which benefits both the patient and the service provider. It affects the quality of health care output on the patient’s health and satisfaction. The patient should be included in their care and encourage them to ask question and make decisions and give then attention while they answer the question. Speaking more clearly and using the language that the patient understands and allowing space for processing and making choices. Therefore, effective communication can be provided to both the service user and family member by. (AdamPool, 2024)

· Use of person-centred care for example involve the service user in making decisions in the care and support provided, let them know about what kind of support and care you are providing and use the right language while speaking to them to understand you and to avoid jargon which will help them to make choices and to live more independently in their life.
· Consistency for example being open and honest with the service user you are talking to which means ensuring that service user and family member who use the service have an easy way to make complaints or suggestions.
· Accessible information that is plain English which clear and simple as some people it needs to be translated in their first language which may require easy words and pictures to communicate more effectively This involves the right tone, facial expression and understanding the person you are talking to.
· Dignity is one way of communication which requires the service provider to appropriately support an individual to communicate their needs, preferences and make decisions. It is important that people have time to express their needs and preferences and that staff understand the person they are supporting
· Motivating the service user to take their medication at the right time and in the right manner.
· Positively influencing a service users mental state.
· Non-verbal communication as very important in health and social care for example body language and facial expression and gestures towards the service user convey reassurance and empathy and understanding. A smile and gentle touch can provide comfort to a service user who is distressed.
· Reasonable adjustments for example flexibility in appointment time for receiving medication and in case of any medication error or miss communication there should be other ways to make medication accessible like use of a blister packs dated with day and times of medication administering.  (NHS England, 2023)



                                                    Record keeping

This is an important part of medical treatment and practical help for vulnerability due to age, disability, or illness, ensuring holistic support for dignity and independence. Keeping records is to document what is observed, treated, incidents and decisions made to ensure continuity and safety acting as a professional accountability tool. This can be paper based or digital recorded. Examples of record management include Personal information about patients/residents, care plans, patient/resident legal documents. Record keeping provides safe and effective care to those who need it and helps providers to Deliver safe and high-quality care, comply with the regulations, address needs of everyone, and share information effectively to ensure everyone has the right care and information and in the right time. This benefits both the service user and provider in health and social care. Therefore, better administrative skills like record keeping are vital in health and social care. (Juanita, 2025)
· Promotes continuity of care for example the service provider should involve the service user in the creation of the record. This allows the professional to pick up an individual’s care seamlessly keeps the records person centred and always in the patient’s best interests. With documenting this allows care providers to make informed decisions, personalise care, and maintain a high standard of service that prioritises safety and wellbeing.
· Improves patient/resident safety for example it is important that the information of the patient is kept secure and only seen by those who need to see it. The use of digital tools not only facilitate tracking resident outcomes and service quality but also allows carers to analyse patterns and trends over time. These tools improve and ensure that the needs of residents are met more effectively and efficiently. This requires the use of passwords, and such security systems should be provided to only authorised people providing care and those who work under the legal system to avoid the information from going into the wrong hands.
· Promotes effective communication, both internally and externally needs for example the information should be clear and accurate as it should be professionally addressed with honesty and use of right descent words for example if a patient displayed behaviour of distress, the expression towards the patient should be polite in both records and body language to promote good administrative skills which provides good care in health and social system.
· Prevents errors and ensures safe treatment, especially regarding medication.
·  Supports better decision-making and continuous improvement.
· Protects both the care recipient and the provider. 
· Comply with regulations which maintain organised and up-to-date records. 
· Record keeping enables care providers to recognise and respond to every individual's unique preference, conditions and requirements which helps to enhance the overall care experience.
· Creates a reliable history for audits, inspections, and legal cases. 
·  (Petty, 2025)

                               Importance of working Collaboratively.

Collaborative working in healthcare means diverse health professionals working with patients, families, and each other to deliver high-quality, coordinated care to improve communication, patient safety, efficiency, and outcomes, moving from fragmented services to integrated patient-centred pathways. Working with effectively in health and social care has improved conflict management, confidence and innovation. This has benefited both the patients and the workers to reduce workloads and increase job satisfaction. Therefore, the approaches used to foster effective collaborations are. (Johnson & Johnson, 2023)
·  Better communication reduces errors, and coordinated plans enhance treatment effectiveness.  Professionals create solutions especially during crises like pandemics, by sharing insights across services. They make research and participate in meetings with team members and other teams to ensure a thorough understanding of the situation to process, find tools and select varied media/approaches to enhance the exchange of the right medical and practical care within and across teams.
·  Team leader. This allows professionals to practice essential communication, teamwork, and conflict resolution skills in a safe, simulated environment, leading to improved patient outcomes and job satisfaction. By doing different roles for example nurses and doctors learn to understand and respect each other professionals' scopes of practice. This creates a non-threatening space where individuals can practice difficult conversations like handling ethical dilemmas and make mistakes without actual patient harm.
· Shared decision-making. Team members come together to determine appropriate actions and plans to decide who will make final decisions and hold accountability for which task. This helps the team to identify accountabilities for all aspects of work particularly where there is a role overlap.
·  Trust and confidence. Developing trust takes time and a lot of personal contact. This may be a challenge in some health care settings due to logistical barriers such as rotating staff schedules, which contributes to constantly changing teams. If teams can work together daily, the development of confidence within the team is naturally facilitated.
· Better Staff Experience for example it fosters stronger working relationships and shared problem-solving. 
· Group discussions.  A team leader should guide a discussion where other team members analyse the interaction, identify successes and gaps, and reflect on lessons learned and ensure all team members, including support staff and patient feel safe to participate and share their perspectives.
· Digital tools. (McLaney et al., 2022)
Conclusion
Effective communication in health and social care is essential for personal centred care which improves the quality of care and simplifies work in a health care system. Working collaboratively in health sector has reduced workloads and promoted teamwork, reduced miscommunication and improved work services in the health system. Training and feedback from both professionals and service users has contributed to development of effective communication, record keep and collaboration in health care system. Key words are safety, trust and dignity, person centred care, consistency. investing in the development of communication skills within health and social care management not only benefits individual practitioners but also contributes to the overall quality of care provided to patients. By prioritizing these skills, health and social care organizations can ensure a more effective, compassionate, and responsive service.
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