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         This report looks at the case of Mr Ahmed, who is a 68-year-old man that recently left hospital after having a stroke. After the stroke he needs more help with daily activities and with managing his health. Mr Ahmed lives with his wife in a ground-floor flat. He now receives support from a domiciliary care agency three times a day. Care workers help him with personal care, preparing meals and also making sure he takes his medication.
        Mr Ahmed’s first language is Bengali. He can understand some English but sometimes finds it difficult to follow longer conversations. Because of this, his wife usually speaks with the healthcare professionals and explains information to him.
       Several professionals are involved in his care. These include his GP, a district nurse and a speech and language therapist. Recently there was a problem when a care visit was missed and Mr Ahmed did not receive his medication on time. This incident is now being investigated.
         This report will discuss communication, administrative practice and collaborative working in Mr Ahmed’s care.
[bookmark: _Toc224151534][bookmark: _Toc224155967]2. Importance of Effective Communication in Mr Ahmed’s Care
         Communication is one of the most important parts of health and social care. Without good communication it is very difficult for professionals to understand what the patient needs. It also becomes harder for patients to understand instructions about their treatment or medication.
         In Mr Ahmed’s situation communication is especially important. His first language is Bengali and he only understands some English. Also, because he had a stroke, he may sometimes find speaking or understanding information more difficult.
           Healthcare professionals there fore need to adjust how they communicate with him. They should try to use simple words and short sentences. Speaking slowly and clearly can also help. It is also useful to check if Mr Ahmed has understood the information. For example, a professional can ask him simple questions or ask him to repeat important information.
          Sometimes other communication methods may help. For example, pictures, gestures or written information in Bengali could make information easier to understand. Care worker might show Mr Ahmed a picture of a glass of water when explaining that he needs to take his medication with water. This can make the instruction clearer and easier for him to understand. If communication becomes too difficult, interpreter services can also be used (NHS England, 2023).
        The Equality Act 2010 is very important in situations like this. The law says that people should not face discrimination when accessing services. It also means that organisations should make reasonable adjustments for people who may have additional needs. In Mr Ahmed’s case this includes language support and clear communication (UK Government, 2010).
               Mr Ahmed’s wife also plays an important role in communication. Because she speaks English fluently, she often talks with the care team and explains things to her husband. However, it is still important that professionals include Mr Ahmed directly in conversations whenever possible. This helps maintain his dignity and allows him to take part in decisions about his care.
       One communication theory that can help explain this situation is the Shannon and Weaver communication model. This model explains that communication happens when a sender sends a message through a channel to a receiver. During this process, different barriers can appear. These barriers are called “noise”, and they can make the message harder to understand (Communication Theory, 2024). In Mr Ahmed’s case, language differences and speech problems after a stroke can act as this type of “noise”. Because of these barriers, the message may not always be understood correctly.
         To reduce these barriers, professionals should try different communication strategies. For example, they can repeat important information, speak slowly and avoid complicated medical language.
         The speech and language therapist also supports Mr Ahmed’s communication. Stroke can affect speech and swallowing, so therapy sessions help him practise communication and improve his ability to speak and understand information (NICE, 2023).
           Good communication also helps reduce mistakes in care. When professionals communicate clearly about medication, care visits and treatment plans, the risk of problems becomes lower.
         Overall, communication is essential for providing safe and respectful care for Mr Ahmed.
[bookmark: _Toc224151535][bookmark: _Toc224155968]3. Importance of Administrative Skills and Record Keeping
         Administrative work may not always be very visible, but it is a very important part of healthcare practice. Good administration helps ensure that care is organised properly and that important information is not lost.
        One of the main administrative tasks in healthcare is record keeping. Professionals must write clear and accurate notes about the care they provide. These records usually include information about medication, care visits, health observations and communication with other professionals.
        Accurate records are very important because different professionals are involved in Mr Ahmed’s care. For example, the district nurse needs to know about his blood pressure readings, wound care and medication schedule. Without clear records it would be difficult to understand what has already been done.
        The missed home visit in Mr Ahmed’s case shows why organisation and administration are important. For example, if a care worker records the visit incorrectly in the system, another worker may think the visit has already been completed. Because of this mistake, the next worker may not come to the house, and the patient could miss medication. If visits are not recorded or scheduled correctly, patients may miss medication or important care.
          Professional organisations provide guidance about record keeping. According to the Nursing and Midwifery Council, records must be accurate, clear and written as soon as possible after care is provided (NMC, 2018). Information should be factual and should not include personal opinions.
         Another important law related to record keeping is the Data Protection Act 2018. This law protects personal information and explains how organisations must manage data safely. Health information is considered sensitive personal data and must be protected carefully (UK Government, 2018).
          The Information Commissioner’s Office explains several key principles for managing data. Organisations should only collect necessary information, keep data secure and make sure that information is accurate and up to date (ICO, 2023).
          Confidentiality is also a very important part of administrative practice. Healthcare professionals must protect the patient’s personal information. They should not share Mr Ahmed’s health details with people who are not involved in his care.
           Administrative systems also help organise care services. Many care organisations use digital care plans or electronic systems. These systems help workers see scheduled visits, record completed tasks and share information with other professionals.
          Healthcare organisations also follow information governance policies which explain how patient information should be stored and shared safely (NHS England, 2022).
         Overall, good administrative skills help prevent mistakes and support safe care. In Mr Ahmed’s case accurate records and organised care schedules are very important to prevent incidents like missed visits or delayed medication
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         Mr Ahmed receives support from several different professionals. These include his GP, the district nurse, the speech and language therapist and domiciliary care workers. Because many people are involved in his care, it is very important that they work well together.
         Collaborative working means that professionals communicate with each other and share information about the patient. Each professional has their own role. For example, the GP manages medical treatment, the district nurse monitors health conditions and the speech and language therapist helps with communication and swallowing.
          Regular communication between professionals helps improve the quality of care. Information can be shared through meetings, care plans or electronic health records (World Health Organization, 2010).  
         One common approach in healthcare is multidisciplinary teamwork. This means professionals from different areas work together to support the patient. This approach is often used for stroke rehabilitation because patients usually need support in several areas (NICE, 2023).
           However, multi-agency working can sometimes be challenging. Different organisations may use different systems and communication methods. Sometimes information may not be shared quickly enough.
           There are several ways to improve collaboration. Regular meetings can help professionals discuss the patient’s progress and any concerns. Clear documentation and shared care plans also help everyone stay informed.
          According to Skills for Care, good teamwork can improve decision-making and patient safety (Skills for Care, 2022).
            In Mr Ahmed’s case, collaboration between professionals is especially important because of his health condition and language needs. When professionals work together effectively, it becomes easier to provide coordinated and supportive care.
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       To conclude, Mr Ahmed’s case shows how important several aspects of professional practice are in health and social care.
         First, effective communication is essential. Because Mr Ahmed does not speak English fluently and has communication difficulties after his stroke, professionals must adapt their communication methods. The Equality Act 2010 also highlights the importance of providing fair and accessible services.
        Second, administrative skills and record keeping are very important for safe care. Accurate records help professionals understand the patient’s situation and continue care correctly. The Data Protection Act 2018 also ensures that patient information is protected and handled responsibly.
        Finally, collaborative working between different professionals helps ensure that patients receive coordinated care. When healthcare workers share information and work together, it becomes easier to support recovery.
        Overall communication, organisation and teamwork all play an important role in providing safe care for Mr Ahmed.
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