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    Introduction 
This report looks at the case of Mrs Thompson, an 84‑year‑old woman who has recently come home from hospital after pneumonia. She lives alone in sheltered housing and gets care visits twice a day. Mrs Thompson has mild dementia, which means she sometimes forgets things, including her medication. Recently she missed two days of medication and became more confused. She was also found outside without warm clothing in cold weather. These incidents show that she needs careful support from health and social care professionals. This report explains three important areas of professional practice: good communication, good administrative skills, and working well with other professionals. These areas help keep people safe, support independence, and make sure care is delivered properly. The report uses key laws, policies, and academic sources to show understanding of how professionals should work when supporting vulnerable adults like Mrs Thompson.
1. Importance of Effective Communication 
Good communication is very important in Mrs Thompson’s care because she has dementia and sometimes struggles to understand or remember information. Clear communication helps her stay safe, take her medication, and understand what carers are telling her.
Communicating with Mrs Thompson
When speaking with Mrs Thompson, professionals should use simple words, short sentences, and speak slowly. Dementia can make it hard to process information, so repeating key points is helpful. Carers should check her understanding by asking gentle questions, such as “Can you show me how you take your tablets?” Visual aids can help, such as a written reminder or a colour‑coded medication chart. Calm body language, eye contact, and a friendly tone help her feel comfortable and reduce confusion.
Under the Equality Act 2010, Mrs Thompson is protected because dementia is considered a disability. This means services must make reasonable adjustments to help her understand information. Examples include giving extra time, using clear language, and offering support with decision‑making. She must always be treated with dignity and respect.
If Mrs Thompson has family involved in her care, communication with them should be honest, clear, and supportive. Families need updates about incidents, changes in her health, or concerns about safety. They may also notice changes that carers do not see. However, professionals must follow the Data Protection Act 2018, meaning they can only share information that is necessary Communicating with Family Members
and lawful. Confidentiality must always be respected.
Communication Model: SOLER
The SOLER model (Egan, 2013) is a helpful way for carers to communicate with Mrs Thompson. It encourages the carer to sit squarely facing her, keep an open posture, lean forward slightly to show interest, maintain gentle eye contact, and stay relaxed. Using these behaviours helps Mrs Thompson feel safe, respected, and listened to. For example, sitting squarely and leaning forward shows that the carer is paying attention, while a relaxed posture helps reduce any anxiety she may feel. Eye contact can help her stay focused during conversations, which is especially important because dementia can make it harder for her to concentrate. Overall, SOLER supports calm, clear, and supportive communication that meets her needs.
Why Communication Matters Here
Poor communication can lead to mistakes, such as missed medication or misunderstanding instructions. Good communication helps carers notice changes in her behaviour, report concerns quickly, and support her independence. It also helps prevent risks such as wandering or dressing inappropriately for the weather. Overall, effective communication is essential for keeping Mrs Thompson safe and supporting her daily needs.
2. Importance of Good Administrative Skills 
Good administrative skills are vital in health and social care because they help keep people safe, support legal requirements, and ensure high‑quality care. In Mrs Thompson’s case, good administration helps professionals record incidents, monitor her medication, and share information correctly.
Record Keeping
Record keeping means writing down important information about Mrs Thompson’s care. Records should be clear, factual, and written soon after events happen. Good records help carers understand her needs and spot patterns, such as repeated missed medication or increased confusion. When Mrs Thompson was found outside without warm clothing, staff recorded the incident properly. This helps managers and the local council understand the risks and decide what support she needs.
Record keeping is a core professional responsibility. Accurate records provide a clear picture of Mrs Thompson’s health, behaviour, and daily care. They help staff identify patterns, such as repeated missed medication or increased confusion. Good records also support continuity of care, especially because multiple workers visit her each day.
Records must be factual, clear, and written as soon as possible after an event. For example, when Mrs Thompson was found outside without appropriate clothing, staff correctly recorded the incident through the service’s incident process. This ensures that managers and the local council have accurate information for safeguarding reviews.

Data Protection Act 2018
The Data Protection Act 2018 and UK GDPR explain how personal information must be stored, used, and shared. Mrs Thompson’s records contain sensitive details about her health and daily care, so they must always be kept secure. Staff should only access her information when it is necessary for their job. The law requires that her information is used fairly and lawfully, and that she understands how it is being used. It also states that her information must only be used for her care, must be accurate and updated regularly, and must be stored safely to prevent anyone who is not authorised from seeing it. Following these rules protects Mrs Thompson’s privacy and ensures that the care service meets legal requirements.
Why Administration Matters Here
If records are poor or incomplete, Mrs Thompson may not get the support she needs. Good record keeping ensures that risks are identified early and that professionals have the right information to make decisions. It also provides evidence for the local council’s review of her case. Overall, good administrative skills help keep Mrs Thompson safe and ensure she receives consistent, high‑quality care.
3. Importance of Collaborative Working (300 words)
Collaborative working means professionals working together to support a person’s needs. Mrs Thompson’s care involves her GP, community nurse, domiciliary care workers, and the local council. Working together helps ensure she receives safe and coordinated care.
Approaches to Effective Collaboration
Collaborative working means that different professionals work together to support a person’s needs. In Mrs Thompson’s case, her care involves her GP, the community nurse, domiciliary care workers, and the local council. When these professionals work together, Mrs Thompson receives care that is safe, coordinated, and based on shared information.
Effective collaboration depends on clear communication, shared care plans, regular updates, respect for each professional’s role, and joint decision‑making. For example, care workers report when Mrs Thompson misses her medication, the GP reviews her prescription, and the community nurse monitors her health. Each professional contributes something important to her overall care. Multi‑agency meetings help everyone understand the risks she faces and agree on the best actions to take. Shared digital records also make it easier for professionals to access up‑to‑date information about her needs.
However, multi‑agency working can also bring challenges. These may include poor communication, confusion about roles, delays in sharing information, differences in organisational policies, and time pressures. These issues can lead to gaps in care. For instance, if the GP is not informed about missed medication, Mrs Thompson may not receive a timely review, which could put her at risk.
There are several ways to overcome these challenges. Using structured communication tools such as SBAR helps professionals share information clearly. Regular multi‑agency meetings support better coordination. Clear leadership helps ensure everyone understands their responsibilities. Training in communication and safeguarding strengthens teamwork, and shared digital systems reduce delays in accessing information. These strategies help professionals work together more effectively and support Mrs Thompson’s safety and wellbeing.
If you want, I can simplify the language even more or help you adjust the word count.

Conclusion 
administrative skills, and collaborative working in health and social care. C Mrs Thompson’s case shows how important communication, administrative skills, and collaborative working are in health and social care. Communication must be simple, respectful, and adapted to her dementia. Good administrative skills, including accurate record keeping and following the Data Protection Act 2018, help ensure her care is safe and well organised. Collaborative working between the GP, community nurse, care workers, and local council is essential for managing risks and supporting her health. By following laws, policies, and professional standards, the care team can help Mrs Thompson stay safe, maintain independence, and receive high‑quality care. These three areas of practice work together to support vulnerable adults and ensure their needs are met.
Mrs Thompson’s case highlights the importance of effective communication, good
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