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Effective Communication, Administrative Skills and Collaborative Working in Mrs Thompson's Care

Introduction
Mrs Thompson is an 84-year-old woman who lives alone in sheltered accommodation and receives care visits twice a day. She was recently discharged from hospital after treatment for pneumonia. Mrs Thompson has mild dementia, which affects her memory and can make it difficult for her to remember important daily tasks, including taking her medication. Recently, she missed two days of medication, which caused her to become more confused than usual. Another incident occurred when she was found outside in cold weather without wearing suitable clothing. These events show that she requires ongoing support to help keep her safe and maintain her wellbeing.
To provide safe and effective care, health and social care professionals need to communicate well with Mrs Thompson and with each other. Clear communication, accurate record keeping and good teamwork all help to ensure that her needs are met and that any concerns are identified and acted upon quickly. This report explores the importance of effective communication, administrative skills and collaborative working in supporting Mrs Thompson and improving the quality of her care (NHS England, 2024; Care Act, 2014).

Effective Communication
Effective communication is an essential part of providing safe, person centred care for Mrs Thompson. As she has mild dementia, she may sometimes forget information or become confused when receiving instructions. For this reason, care workers should communicate in a way that is easy for her to understand. They should use simple language, speak clearly and calmly, avoid giving too much information at once and allow enough time for Mrs Thomson to process what has been said before responding (NICE, 2018).
Active listening is another important communication skill. Care workers should give Mrs Thompson their full attention, listen carefully to concerns she raises and respond in a patient and respectfully. Maintaining eye contact where is appropriate, using a reassuring tone of voice and allowing extra time for conversations this can help Mrs Thompson feel more relaxed and involved in decisions about her care. Encouraging Mrs Thompson to ask questions support a person-centred approach and helps build trust. (NICE, 2018; NHS England, 2024).
Non-verbal communication is also equally important. Friendly facial expressions, positive body language and a calm manner can reassure Mrs Thompson and help reduce feelings of anxiety or confusion. Such as written reminders, calendars, labelled cupboards or medication charts may also support her memory and encourage greater independence with everyday activities (Skills for Care, 2024).
As Mrs Thompson has dementia, care providers should make reasonable adjustments to meet her needs, as required under the Equality Act 2010. This may include giving her additional time to understand information, using simple explanations or adapting communication methods to suit Mrs Thompson abilities (Equality Act, 2010).
Family members can also contribute to Mrs Thompson's care, they understand her usual routines, preferences and behaviour and may notice changes that professionals are not immediately aware of. Sharing information between family members and the care team helps provide a more complete picture of Mrs Thompson needs and supports safer and more consistent care. Family members can also encourage and remind her to take her medication and attend appointments, Skills for Care, 2024).
The incident where Mrs Thompson was found outside in cold weather highlights the importance of timely communication between everyone involved in her care. This information should be shared promptly with the appropriate professionals and, where appropriate, her family so that her care plan can be reviewed and measures put in place to reduce the likelihood of similar incidents happening again (Care Act, 2014).

Administrative Skills and Record Keeping
Good administrative skills and accurate record keeping are very important in health and social care because they help professionals provide safe, effective and consistent care. Keeping clear records means that everyone involved in Mrs Thompson's care has access to the most up-to-date information about her health, care needs and any changes in her condition. This helps professionals make informed decisions and reduces the risk of mistakes (NMC, 2018).
According to the Nursing and Midwifery Council (NMC), records should always be clear, accurate, factual and completed promptly after care has been provided. Good records keeping supports care because all professionals can rely on the same information when making decisions about a person's treatment and support (NMC, 2018).
Confidentiality is another important part of record keeping. Mrs Thompson's personal information must be stored securely and only shared with professionals who are directly involved in her care. This protects her privacy and ensures that information is handled lawfully in line with the Data Protection Act 2018 (Data Protection Act, 2018).
The Caldicott Principles also provide guidance on sharing confidential information. They explain that information should only be shared when there is a clear reason to do so, and only the minimum amount of information necessary should be disclosed. Following these principles helps protect Mrs Thompson's confidentiality while still allowing professionals to work together. (National Data Guardian, 2022).
Medication records are particularly important in Mrs Thompson's care. Care staff should accurately complete the Medication Administration Record (MAR) chart each time medication is given, refused or missed. Keeping these records up to date helps ensure medicines are administered safely and allows professionals to identify patterns or concerns that may require if further investigation is needed (NMC, 2018).
Any incidents involving Mrs Thompson should also be documented correctly. For example, when she was found outside in cold weather without suitable clothing, an incident report should be completed. Recording what happened, the actions taken and any follow-up support provides valuable information for reviewing her care plan and reducing future risks to Mrs Thompson (Care Act, 2014).
Poor record keeping can have serious consequences. Missing, inaccurate or delayed records may result in incorrect decisions, missed medication, poor communication between professionals is unsafe care. For this reason, maintaining accurate and up-to-date records is a key responsibility for everyone involved in Mrs Thompson's care.

Collaborative Working
Collaborative working is an important part of providing high-quality health and social care. It involves different professionals working together to meet a person's individual needs and provide coordinated support. For Mrs Thompson, collaborative working is essential because she requires help with managing her dementia, taking her medication safely and monitoring her. (SCIE, 2022).
The GP has overall responsibility for monitoring Mrs Thompson's health and reviewing her medication. The pharmacist ensures that her medicines are suitable and advises on how it should be taken safely. The community nurse monitors her recovery after leaving hospital and checks for any changes in her physical health. Care workers support her with everyday tasks, this includes personal care, preparing meals and reminding or assisting her to take her medication.
Care workers play a particularly important role because they visit Mrs Thompson regularly and often the first to notice changes in her physical health, behaviour or memory. If they identify any concerns, they should record them and share the information with the appropriate professionals so that the correct action can be taken quickly. Early communication can help prevent small concerns from developing into more serious problems (SCIE, 2022).
Working within a multidisciplinary team (MDT) allows professionals to share their knowledge, discuss their concerns and agree on the most appropriate care for Mrs Thompson. By working together, they can provide care that takes account of her physical, emotional and social needs. (HCPC, 2024; NHS England, 2024).
Despite the benefits of collaborative working, there can sometimes be difficulties. Poor communication, delays in sharing information, heavy workloads or differences in professional opinions may affect the quality of care provided. If these issues are not addressed, they can lead to misunderstandings, inconsistent care or increased risks for Mrs Thompson care (SCIE, 2022).
These challenges can be reduced by regular communication, accurate record keeping and effective care planning. Team meetings, shared care plans and mutual respect between professionals this all helps to improve collaboration. When professionals understand each other's roles and communicate openly, they are better to provide safe and coordinated care for Mrs Thompson (HCPC, 2024).
The incident in which Mrs Thompson was found outside in cold weather without suitable clothing highlights the importance of collaborative working. Care workers should report the incident promptly, while the GP, community nurse and social services can work together to review her care needs to identify ways to reduce the risk for the same situation happening again. (Care Act, 2014).

Conclusion
In conclusion, Mrs Thompson's case shows why effective communication, accurate record keeping and collaborative working are essential in health and social care. Because she is living with mild dementia, it is very important that information is clear, simple and supportive way. Good communication helps Mrs Thompson understand her care, encourages her involvement in decisions and reduces risk of misunderstandings.
Accurate records are equally important because they ensure that all professionals involved in Mrs Thompson's care have access to reliable and up-to-date information. Good documentation supports safe decision-making, improves continuity of care and reduces the likelihood of errors. It is also essential that Mrs Thompson's personal information is handled confidentially and in line with the Data Protection Act 2018 (Data Protection Act, 2018).
Collaborative working allows professionals from different services to share their information and combine their expertise and provide coordinated, person-centred care. By working together, they can respond quickly if there are any changes in Mrs Thompson's health, review her care needs and put appropriate support in place. (SCIE, 2022; NHS England, 2024).
Overall, effective communication, good administrative practice and strong teamwork are all key to providing high-quality care. Together, they help ensure that Mrs Thompson receives safe, compassionate and well-coordinated support that meets her individual needs.
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