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1. Introduction
The case study of Mr. Ahmed, a 68-year-old man who was just released from the hospital after suffering a stroke, is the subject of this article. A domiciliary care service provides him with assistance. a GP, a district nurse and a speech and language therapist. Mr Ahmed’s first language is Bengali, and he finds complex English conversations difficult, meaning communication between him, his family and the care team is especially important. Recently, a missed home visit resulted in Mr Ahmed not receiving his medication on time, highlighting the importance of effective coordination and record keeping.
This report will first discuss the importance of effective communication in Mr Ahmed’s care, including how professionals should communicate with him and his family while applying the principles of the Equality Act 2010 and a communication model. The second part will also discuss the importance of administrative skills, particularly accurate record keeping and the application of the Data Protection Act 2018 and other relevant health and social care policies.

2. Importance of effective communication

Effective communication is important in health and social care because it guarantees that service users receive secure, respectful and person-centred care (NHS, 2023). 
Effective communication and powerful administrative skills are very important in health and social care settings to make sure communication is clear, and accurate to exchange information where the intended message is successfully received and understood. health n Mr Ahmed’s case, 
This is especially significant as he has had a stroke, which may impact his ability to speak and comprehend information. Furthermore, since English is not his first language, communication barriers may arise. In effective communication could therefore result in misunderstandings about medication, treatment, and everyday care requirements (Department of Health and Social Care, 2022).

Health and social care professionals should use clear, simple language when communicating with Mr Ahmed.  
In cases where patients speak a different language or have communication difficulties, healthcare professionals may need to adapt their communication methods to avoid misunderstandings. According to David K. Berlo (1960), successful communication depends on how well the sender and receiver understand each other and share similar communication abilities. Therefore, Berlo’s model is useful in health and social care because it helps professionals improve communication, reduce errors and provide better patient-centred care
Since Mr Ahmed struggles with complex English, staff should speak slowly to Mr Ahmed f or him to understand, avoid medical jargon, and check that he understands the information being given. Non-verbal communication such as eye contact, gestures, and visual aids may also help him understand instructions more easily (Skills for Care, 2021). In addition, professionals should give him enough time to respond and express his needs, especially because stroke recovery can affect communication abilities (Stroke Association, 2022).


3. Importance of good administrative skills 
Administrative skills are essential in health and social care because they help make sure that services are going safely and efficiently in line with legal requirements. In Mr Ahmed’s case, the missed home visit highlights how poor administration and lack of proper coordination can affect patient safety. Good administrative practices include accurate record keeping, effective scheduling, clear communication between professionals, and protecting confidential information.

Record keeping is essential part of professional services. Health and social care professionals must record accurate, up-to-date information about the condition of service user’s treatment, medication and care provided. In Mr Ahmed’s case, records should include details about his stroke recovery, medication schedule, visits from the domiciliary care agency, and input from the GP, nurses and communication therapists. Correct records keeping allows all members of the multidisciplinary team to understand his needs and provide appropriate care.

If records are incomplete or incorrect, it can lead to mistakes. For example, if the missed home visit was not documented or communicated to the rest of the team, other professionals may not realise that Mr Ahmed missed his medication. This could lead to serious health risks such as complications related to blood pressure or stroke recovery. Therefore, maintaining detailed and accurate records helps ensure continuity of care and reduces the likelihood of errors.
The Data Protection Act 2018 is an important law that sets out how personal data must be collected, stored, and shared. In health and social care settings, professionals deal with sensitive information such as patients’ medical histories, personal details, and treatment plans. The Act ensures that organisations protect this data, use it only for valid purposes, and do not share it without consent unless it is required for care or legal obligations.

All medical and personal information in Mr Ahmed’s case, must be recorded safely, whether in paper records or in electronicall.  Only authorised staff involved in his care should have access to this information. For example, the GP, district nurse, care agency staff and speech therapist may need access to certain records to provide safe care. However, this information must be shared responsibly and confidentially.

Another important principle of the Data Protection Act 2018 is that information must be accurate and up to date. This means care workers should record information immediately after providing care and update records if there are changes in Mr Ahmed’s condition or treatment. Keeping records accurate ensures that all professionals involved are working with the correct information.

In addition to legislation, health and social care organisations follow policy frameworks and professional standards. For example, care providers must follow safeguarding policies These policies help protect service users like Mr Ahmed from harm and ensure high standards of care. Good administrative skills also include effective time management and scheduling. Ensuring that care visits are properly planned and monitored can prevent incidents such as missed appointments.

The multidisciplinary team involved in Mr Ahmed’s care relies on accurate documentation and clear administration to work effectively together. Each professional contributes in different ways, and sharing information through proper records allows them to coordinate care plans and monitor his progress. This teamwork is especially important during recovery from a stroke, where continually monitoring and treatment are required.

Overall, good administrative skills support safe and effective care. Accurate record keeping, secure handling of information in line with the Data Protection Act 2018, and adherence to health and social care policies all contribute to better outcomes for service users. In Mr Ahmed’s case, improving administrative processes can help prevent future issues such as missed visits and ensure he receives the medication and support he needs.


4. Importance of working collaboratively
Collaborative working between health and social care professionals is essential in delivering safe, effective and person-centred care, particularly for individuals recovering from a stroke (National Institute for Health and Care Excellence, 2023). Mr Ahmed has just been discharged from hospital and requires support from several professionals, including his GP, district nurse, domiciliary care workers and a speech and language therapist. Each professional contributes specialist knowledge and skills that help address his medical needs, communication difficulties and daily living support. Effective teamwork ensures continuity of care, reduces risks and promotes better health outcomes (Scott Reeves et al., 2010). In Mr Ahmed’s situation, collaboration is especially important due to communication barriers, as Bengali is his first language and he relies on his wife to help communicate with healthcare staff. According to the World Health Organization(2010), interprofessional collaboration improves patient safety and the quality of care provided. Therefore, coordinated working between services is vital to ensure Mr Ahmed receives appropriate treatment, monitoring and rehabilitation within the community.

5. Conclusion 

In conclusion, collaborative working is essential for providing effective and safe care for individuals such as Mr Ahmed who require ongoing support after a stroke. The involvement of different Professionals such as the GP, district nurse, domiciliary care workers, and speech and language therapists work together to make sure that Mr Ahmed’s health, rehabilitation, and everyday living needs are supported in a well-coordinated way. Effective collaboration improves communication between professionals, supports shared decision-making and helps reduce risks such as missed medication or gaps in care. Approaches such as multidisciplinary meetings, shared care plans and person-centred care are important in strengthening teamwork and improving outcomes. Although challenges such as communication barriers and service coordination issues may arise, these can be managed through clear roles, effective information sharing and adherence to professional guidelines integrated care plays a key role in improving healthcare delivery and ensuring patients receive consistent, high-quality support within the community
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