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[bookmark: _Toc237042145]1. Introduction
This report discusses an important key feature of professional practice in health and social care with reference to a case study of Mr Ahmed, who is recovering from a stroke. Mr Ahmed is a 68-year-old male who is supported by a domiciliary care agency. In addition to this, he receives support from his GP, district nurse and speech and language therapist. Mr Ahmed has limited understanding of English and experiences some difficulties communicating. The care placed on providing Mr Ahmed with care that meets his needs and treats him with dignity can be described as person centred care (Glasby, 2017).
[bookmark: _Int_6lqdwQfz]This report focuses on three main areas. It discusses the importance of effective communication, particularly in relation to equality and communication models. Also, it examines the role of administrative skills, including accurate record keeping and the application of the Data Protection Act 2018. At last, it examines the importance of collaborative working between professionals and how challenges in multi agency care can be addressed (Glasby and Dickinson, 2014).
The above elements are important to ensure safe, high-quality care and positive outcomes for service users like Mr Ahmed.

[bookmark: _Toc1623616282]2. Importance of Effective Communication 
[bookmark: _Int_iWiERfLH]Effective communication is a fundamental part of delivering safe and person centred care. In Mr Ahmed’s case, communication is important due to his limited English and the impact of his stroke on his ability to understand and express himself. Without effective communication, there is a risk of misunderstandings, and reduced quality of care, such as missed medication (Brotherton and Parker, 2013).
To communicate effectively, care professionals must adapt their approach to meet Mr Ahmed’s individual needs. This includes using simple and clear language, speaking slowly, and checking understanding regularly. Non-verbal communication, such as eye contact, and facial expressions.Translated materials may further improve communication. In addition, involving his wife, who speaks fluent English, can help facilitate communication, but it is important to ensure that Mr Ahmed remains at the centre of decision making (Barnard, 2023).
The Equality Act 2010 requires health and social care providers to ensure individuals are not discriminated against due to language barriers. In Mr Ahmed’s case, reasonable adjustments must be made, such as providing interpretation services or adapting communication methods (Equality Act, 2010). This promotes equality, dignity, and respect.
One useful communication model is the Shannon and Weaver (1949) model, which explains communication as a process involving a sender, message, channel, receiver, and noise. In this situation, noise may include language barriers, cognitive difficulties following the stroke. Healthcare professionals can reduce these barriers by choosing appropriate communication methods, ensuring a quiet environment, and confirming understanding through feedback (Shannon and Weaver, 1949).
Active listening is also essential. This involves giving full attention, showing empathy, and responding appropriately. It helps build trust and encourages Mr Ahmed to express his needs. Effective communication has been shown to improve patient outcomes and satisfaction (Brotherton and Parker, 2013).
[bookmark: _Int_QfVC4AYM] Effective communication ensures that Mr Ahmed receives safe, respectful, and person centred care. It reduces risks, supports recovery, and strengthens relationships between the patient, family, and care professionals.

[bookmark: _Toc1650472650]3. Importance of Good Administrative Skills 
Good administrative skills are essential in ensuring safe and effective healthcare practice. In Mr Ahmed’s case, the missed care visit and delayed medication highlight the importance of accurate record keeping and organisation.
Record keeping involves documenting all aspects of care, including medication administration, care provided, and any changes in the patient’s condition. Accurate records ensure continuity of care, as all professionals involved can access up to date information. They also provide legal protection and evidence of care delivered (NMC, 2018). Records must be clear, accurate, and completed in a timely manner.
The Data Protection Act 2018 governs how personal information is handled, ensuring it is kept secure and confidential. In Mr Ahmed’s case, his medical information must only be shared with professionals directly involved in his care. The principles of the Act include lawfulness, fairness, transparency, accuracy, and data minimisation (Data Protection Act, 2018).
For example, care workers must ensure that Mr Ahmed’s information is not disclosed without consent unless there is a valid reason, such as safeguarding concerns. Electronic records should be password protected, and paper records should be stored securely. Maintaining confidentiality is essential to build trust and protect the individual’s rights (Barnard, 2023).
The Care Act 2014 also highlights the importance of safeguarding and accountability. Proper documentation helps identify risks and ensures that incidents, such as the missed visit, are recorded and investigated. This supports quality improvement and helps prevent future errors (Care Act, 2014).
Administrative skills also include scheduling visits, managing time effectively, and coordinating care between different professionals. Poor organisation can lead to missed appointments and harm to the patient. In Mr Ahmed’s case, better coordination could have prevented the missed visit.
Furthermore, accurate records support audits and service evaluation, helping organisations improve care delivery (Glasby, 2017). Overall, good administrative skills ensure safety, accountability, and high quality care.

[bookmark: _Toc503643223]4. Importance of Working Collaboratively 
Collaborative working is essential in providing holistic and coordinated care. Mr Ahmed’s care involves a multidisciplinary team, including a GP, district nurse, domiciliary care workers, and a speech and language therapist. Each professional contributes their expertise, which improves patient outcomes (Glasby and Dickinson, 2014).
Effective collaboration involves clear communication, shared goals, and mutual respect between professionals. Multidisciplinary team meetings and shared care plans allow information to be exchanged and ensure that everyone is working towards the same objectives. In Mr Ahmed’s case, regular updates about his condition are essential for consistent care.
Clearly defined roles and responsibilities are also important. Each professional must understand their role while recognising the contributions of others. However, challenges such as poor communication, role confusion, and organisational differences may arise (Thomas et al., 2014). The missed care visit may indicate a breakdown in coordination.
Strategies to overcome these challenges include improving communication systems, using shared digital records, and holding regular team meetings. Training in interprofessional working can also strengthen teamwork. Integrated working has been shown to improve efficiency and quality of care (Glasby and Dickinson, 2014). collaborative working ensures that Mr Ahmed receives coordinated and effective care, improving his overall wellbeing.

[bookmark: _Toc151300985]5. Conclusion 
In conclusion, effective communication, strong administrative skills, and collaborative working are essential components of high quality health and social care. In Mr Ahmed’s case, communication must be adapted to overcome language barriers and comply with the Equality Act 2010, ensuring inclusive and person centred care.
Accurate record keeping and adherence to the Data Protection Act 2018 are vital for maintaining confidentiality, accountability, and continuity of care. The missed medication incident highlights the importance of effective administrative systems.
Furthermore, collaborative working among healthcare professionals ensures coordinated and holistic care, although challenges must be addressed through effective strategies.
Overall, applying these principles supports patient safety, promotes dignity, and improves health outcomes.
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