[image: Discover University of Wales Trinity Saint David]




Module name: Introduction to Health and Social Care
Module code: LCHS4003

Student name: Satam Camara
Student ID: 2334082

Lecturer’s name: Muhammad Aliyu






Table of contents
1. Introduction…………………………………………………………………………………...3
2. Importance of effective communication…………………………………………………....3
3. Importance of good administrative skills…………………………………………………...4
4. Importance of working collaboratively……………………………………………………...5
5. Conclusion………………………………………………………………………………..…..6
6. References…………………………………………………………………..……………….7




1. Introduction
This report analyses essential elements of professional standards which exist in health and social care field through the examination of Mr Ahmed who is a 68-year-old stroke patient receiving home care. The discussion focuses on three core areas: effective communication, administrative skills, and collaborative working. These areas are essential for delivering safe care which meets individual needs while maintaining high standards of service.
Mr Ahmed’s situation presents real challenges which health and social care professionals encounter because of three main obstacles. The report will explore how communication can be adapted to meet his needs while respecting legal frameworks such as the Equality Act 2010. The report will also examine how accurate record maintaining practices and data protection requirements which exist under the Data Protection Act 2018 must be handled. Furthermore, it will assess how multidisciplinary teams achieve effective collaboration through methods which address obstacles like missed care visits and communication failures.
2. Importance of effective communication
The communication process represents the foundation for safe person-centred care delivery which becomes especially important during complex situations like Mr Ahmed's case. The process of communication enables people to understand their care requirements while protecting their dignity through active participation in treatment (Glasby, 2026). 
Mr Ahmed faces communication difficulties because he speaks Bengali as his primary language and struggles with complex English conversations. The instructions about medication and care routines become more difficult for people to understand because of this situation. The recent incident of missed medication occurred because of poor communication which demonstrates how dangerous bad information sharing can become.
To communicate effectively with Mr Ahmed, professionals need to speak in straightforward language that avoids technical terms and they need to use visual aids and translation services as additional communication options. The use of professional interpreters becomes necessary because family members cannot provide the same level of accuracy and confidentiality protection as professional interpreters (Gault et al. 2017). While his wife needs to support him, the excessive dependence on family members leads to miscommunication.
The Equality Act 2010 is legislation that creates standards protecting people against discriminatory acts based on their racial or linguistic characteristics (GOV.UK, 2013). Providers of healthcare services must be ready to make changes to provide Mr Ahmed with the same quality of services, including language support. Thus, the way Mr Ahmed should receive health services can be considered a person-centred one because customized solutions are offered (Barnard, 2023).
The Shannon and Weaver model is an example of an excellent communication tool since it describes not only the transmission of a message and its reception but also the obstruction of communication by noise (Shannon and Weaver, 1971). Different languages used by Mr Ahmed and other individuals create barriers hindering Mr Ahmed's understanding of the message received. Feedback methods involve checking whether people understand what has been stated, such as making Mr Ahmed paraphrase information received.
Both family members and other people need effective communication skills to succeed in their interactions. The staff needs to keep Mr Ahmed's wife updated because she serves as the main contact person but they must respect his right to make decisions. The care team needs clear documentation which requires both parties to maintain contact throughout their work because missed visits can lead to errors.
Therefore, effective communication makes environments safer which upholds human dignity while improving care standards. There is a higher probability of operational errors, customer dissatisfaction and adverse health effects when it is absent.
3. Importance of good administrative skills 
Health and social care work require good administrative skills because these skills create organized systems that deliver consistent services while meeting all legal requirements. Mr Ahmed lost his home care service because the administration failed to manage basic functions which included scheduling, record keeping and staff members' communication with each other.
Record keeping forms the base of all administrative tasks. Proper record management enables all professionals to access necessary information which results in better care continuity. The multidisciplinary team needs proper documentation of Mr Ahmed's medication schedule, blood pressure monitoring and speech therapy progress (Glasby and Dickinson, 2014).
The Data Protection Act 2018 establishes essential rules for managing personal data. The law demands that data must be processed in a legal manner while being stored with protection and shared only when it is required (GOV.UK, 2018). Sensitive health information about Mr Ahmed needs protection but needs to remain accessible for the GP, district nurse and care workers who require access.
The Data Protection Act establishes fundamental principles which include the following elements of legislative protection: Lawfulness, fairness, and transparency, Data minimisation, Accuracy, Storage limitation, Integrity and confidentiality. The application of these principles protects and respects Mr Ahmed's personal data. The care workers need to protect his information by not sharing it and they must keep all records in a secure location.
Administrative practices follow the guidance of organizational policies and frameworks which exist beyond legal requirements. The Care Quality Commission (CQC) standards require safe and effective care delivery through well-managed operations that include proper documentation and accountability (Salt, 2021). The accurate record-keeping system enables investigators to use documented evidence during their investigation of the current inquiry into the missed care visit.
Administrative functions require professionals to manage their time while handling all tasks they need to coordinate. The planning process needs to make precise arrangements because it must guarantee that all visits take place at the specified times. The documentation process serves as another key component of effective communication. All records must provide clear information which enables professionals from different fields to understand the content. The creation of incomplete or poorly written records results in misunderstandings which lead to dangerous healthcare choices.
The process of reporting incidents functions as a vital administrative function. The organization reported the medication incident which remains under investigation to show its commitment to service improvement while accepting responsibility for the situation. 
Therefore, strong administrative abilities enable organizations to deliver safe medical services which operate efficiently while meeting all legal requirements. The system guarantees the precise protection of information which becomes accessible to authorized users for the benefit of all service users, including Mr. Ahmed.
4. Importance of working collaboratively
Health and social care systems require team work because complex cases need multiple professionals to work together. The medical team for Mr Ahmed includes a general practitioner, district nurse, home health aides, and speech-language pathologist who need to coordinate their efforts for effective patient treatment.
The process of effective collaboration enables caregivers to deliver complete and continuous treatment to patients. The team members possess their own unique skills which they need to share so that they can support Mr Ahmed who requires help with his physical and emotional needs as well as his ability to communicate (Thomas et al., 2014).
The team needs to establish regular meetings and develop shared care plans while they implement direct ways to communicate with each other. The central care record system enables all professionals to access real-time updates about Mr Ahmed's health status and his changing treatment requirements through the central care record. Person-centred planning also ensures that Mr Ahmed and his wife are involved in decision-making.
Multi-agency work encounters obstacles which create difficulties for professionals. The three main obstacles include breakdowns in communication, confusion about different roles and conflicts about professional responsibilities. The care team appears to not have set up proper care protocols because of their duties which led to the failure of the care visit.
The organization needs to establish specific roles and responsibilities to overcome its existing difficulties. The implementation of handover protocols as a structured communication tool will lead to fewer cases of miscommunication. Organizations can also achieve better teamwork results when they provide their employees with training on inter-professional collaboration. The inclusion of Mr Ahmed and his wife in the healthcare process creates better opportunities for the two parties to work together. 
5. Conclusion 
The report evaluated communication skills, administrative competencies and teamwork capabilities to assess their significance in delivering care to Mr Ahmed. The process of effective communication establishes methods to break through language barriers while developing understanding between parties and providing equal rights protection according to Equality Act 2010 requirements. The presence of communication systems requires implementation because their absence leads to mistakes which decrease caregiving standards.
The preservation of secure and structured healthcare environments depends on proper administrative abilities which include precise documentation and adherence to Data Protection Act 2018 requirements. The case of missed medication demonstrates how administrative errors create risks which threaten the health of patients.
Professional teams work together to create a complete healthcare system which provides continuous patient treatment. Organizations can achieve better results by establishing effective communication systems, creating explicit job responsibilities and fostering team cooperation. The three components work together to provide essential support which enables delivery of personalized high-quality care. The development of these capabilities will reduce future incidents while enhancing Mr Ahmed's overall health status and wellbeing.
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