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Communication, record keeping and teamwork are very important in health and social care. They help people get safe care and the right support. If these are not done well, mistakes can happen and people can get hurt.
This essay is about Mrs Thompson. She is 84 years old. She recently came back home after being in hospital with pneumonia. She lives alone in sheltered housing. Care workers visit her two times a day to help her.
Mrs Thompson has mild dementia. This means she sometimes forgets things and gets confused. She forgot to take her medicine for two days. After this, she became more confused. This was written down as an incident and her medicine was checked again.
Mrs Thompson was also found outside in cold weather without warm clothes. This caused concern about her safety. The local council is now reviewing her care to see if she needs more support.
This essay will explain why communication, record keeping and teamwork are important for Mrs Thompson. It will also explain laws and professional rules that help keep her safe.

Effective Communication
Communication is very important in health and social care. It helps workers understand what a person needs. It also helps build trust and avoid mistakes.
Mrs Thompson has dementia, so communication must be simple and clear. Dementia affects memory and thinking. This means she may forget instructions or get confused easily.
Care workers should speak slowly and use simple words. They should not give too much information at one time. They should repeat things if needed and give Mrs Thompson time to answer. This helps her feel calm and not rushed.
Non-verbal communication is also important. This includes body language, facial expressions and eye contact. If workers look calm and friendly, Mrs Thompson may feel safer and more relaxed.
It is also important to listen carefully to Mrs Thompson. Listening helps workers understand her needs and feelings. Good listening can help build trust, and she may be more likely to talk about problems.
Her family is also important. They know her normal behaviour. If they notice changes, they can tell care workers. This helps professionals act quickly if something is wrong.
Sometimes people cannot speak English well. In these cases, interpreters should be used. Pictures and simple written information can also help understanding.
The Equality Act 2010 says people must be treated fairly and not discriminated against because of age or disability (Equality Act, 2010). Mrs Thompson should get support that helps her understand information.
The NHS Accessible Information Standard says people must get information in a way they can understand (NHS England, 2021). This is very important for people with dementia.
One communication model is the Shannon and Weaver model. It shows communication as a sender, message and receiver. “Noise” can stop the message being understood. For Mrs Thompson, confusion from dementia is the noise.
To reduce this, care workers should speak clearly, repeat information and check understanding. This helps reduce mistakes, especially with medicine.
If communication is poor, Mrs Thompson may forget to take her medicine or not understand instructions. This can make her health worse and may lead to hospital admission.

Administrative Skills and Record Keeping
Record keeping is also very important in health and social care. Records show what care a person has received. They help different workers understand what is happening.
In Mrs Thompson’s case, it was important to write down that she missed her medicine. This helped doctors review her treatment and check if changes were needed.
It was also important to record that she was found outside in cold weather without warm clothes. This showed that she may not always be safe and needs more support.
Good records should be clear, short and correct. They should only include facts, not opinions. They should be written as soon as possible after care is given.
Good record keeping helps all professionals work together. The GP, nurse, pharmacist and care workers can all read the same information. This helps avoid mistakes and improves care.
Poor record keeping can be dangerous. If information is missing, a worker may not know about problems. For example, Mrs Thompson may miss more medicine if the information is not recorded.
The Data Protection Act 2018 says personal information must be kept safe and only shared with people who need it (ICO, 2024). This protects privacy.
The Caldicott Principles say information should only be shared when necessary for care (Department of Health and Social Care, 2020). This keeps information safe but still useful.
The NMC Code says nurses must keep accurate and up-to-date records (NMC, 2018). The CQC also says services must keep good records to provide safe care.
Good record keeping helps protect Mrs Thompson and makes sure she gets the right care at the right time.
Collaborative Working
Collaborative working means different professionals working together as a team. This is very important in health and social care because one person cannot meet all of a patient’s needs.
Mrs Thompson needs support from many different professionals because she has dementia, is older, and recently had pneumonia. She also sometimes forgets her medicine and has been found outside in unsafe situations.
Her GP is important because they check her general health and review her medicine. If she is forgetting her medicine, the GP may change it or find a better way to help her take it safely.
The community nurse also plays an important role. They can visit Mrs Thompson at home, check her recovery from pneumonia, and make sure she is stable. They can also check if she is becoming more confused.
Care workers visit her every day. They help her wash, dress, eat and take her medicine. Because they see her often, they are usually the first to notice changes in her behaviour or health. They must report any concerns quickly.
The pharmacist can help by giving advice about medicine. They may suggest using a blister pack or dosette box. This helps Mrs Thompson know what medicine to take and when.
A social worker and the local council are also important. They can check if Mrs Thompson is safe living alone. Because she was found outside in cold weather, they may look at safeguarding concerns. They may also decide if she needs more care or more visits.
All professionals should share information through care plans, meetings, phone calls and secure systems. This helps everyone understand Mrs Thompson’s needs.
Sometimes teamwork does not work well. This can happen if people are busy, or if information is not shared quickly. This can cause mistakes or delays in care.
Good communication and good record keeping help teamwork work better. When everyone shares correct information, Mrs Thompson gets safer and better care.
The Mental Capacity Act 2005 is important here. It says people should be assumed to have capacity unless proven otherwise (Mental Capacity Act, 2005). Because Mrs Thompson has dementia, professionals may need to check if she understands risks and can make decisions. If not, decisions must be made in her best interests.
Safeguarding is also very important. Mrs Thompson being outside in cold weather may mean she is at risk of harm or neglect. Professionals must check if she needs extra protection and support.
The Care Quality Commission (CQC) says services must work together to provide safe and good care (CQC, 2025). Teamwork helps Mrs Thompson stay safe and independent for longer.

Conclusion
Good communication, good record keeping and teamwork are all very important in health and social care. They help people receive safe and correct care.
In Mrs Thompson’s case, communication is important because she has dementia. She needs simple words, slow speaking and clear explanations. Good communication also helps her family understand her care and support her.
Record keeping is also very important. Writing down missed medicine and incidents helps doctors and other professionals make better decisions. It also helps protect Mrs Thompson from harm.
Teamwork is important because many professionals support Mrs Thompson. The GP, nurse, care workers, pharmacist and social worker all have different roles. When they work together, Mrs Thompson gets better and safer care.
There are also laws and rules that must be followed. These include the Equality Act 2010, Data Protection Act 2018, Mental Capacity Act 2005, Caldicott Principles, NMC Code and CQC standards. These laws help protect people and make sure care is safe.
Overall, Mrs Thompson’s case shows that communication, record keeping and teamwork are all connected. If one is weak, care can become unsafe. When all three are done well, Mrs Thompson can stay safe, healthy and independent for as long as possible.
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