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1. Introduction
This report looks at the situation of Mr Ahmed, a 68-year-old man who has recently returned home after having a stroke. He lives with his wife and receives care visits three times a day to support him with personal care, taking medication, and preparing meals. His care is provided by different professionals, including a GP, a district nurse, and support from a speech and language therapist to help improve his communication and swallowing.

Mr Ahmed’s first language is Bengali. Even though he understands some English, he finds it difficult to explain himself and understand detailed information. His stroke has also affected his speech, which makes communication more challenging. There was a recent situation where a care visit was missed, and as a result, his medication was delayed. This shows how important it is for care to be safe and well organised.

This report will explain why communication, organisation, record keeping, and teamwork are important in supporting Mr Ahmed, and how they help provide safe and person-centred care.

2. Importance of effective communication
Communication plays a key role in health and social care because it helps people understand their care and be involved in decisions (NHS England, 2022). In Mr Ahmed’s situation, communication is especially important due to the effects of his stroke and his limited English. These factors make it harder for him to understand information and clearly express his needs, which may lead to confusion.

A communication model that explains this process is Berlo’s (1960) model, which includes four elements: the sender, the message, the channel, and the receiver (Berlo, 1960). In this situation, healthcare professionals act as the sender, giving information about treatment, medicines, and care plans. Mr Ahmed is the receiver, and the message is delivered through different channels such as spoken communication, written notes, or visual aids. If something is not clearly explained, communication may not be effective.

To communicate effectively with Mr Ahmed and his family, professionals must adapt their approach. Simple and clear language should be used instead of complex medical terminology. Information should be delivered slowly and in small parts to support understanding. Professionals should check understanding by asking questions or encouraging Mr Ahmed to repeat key information in his own words. This helps ensure that communication is accurate.

Non-verbal communication is also important in this case. Things like posture, facial expressions, eye contact, and tone of voice can give useful information about how Mr Ahmed feels. For example, signs of confusion, discomfort, or pain may be observed even if he cannot express them verbally. Active listening is another key skill, as it shows respect and allows professionals to fully understand his needs.

Mr Ahmed’s wife has a key role in communication, as she speaks fluent English and can help explain information. At the same time, professionals must make sure Mr Ahmed takes part in decisions about his care to maintain his independence and dignity. Interpreters can also be used where necessary to ensure accurate communication.

Cultural differences are important when communicating with Mr Ahmed. His background and beliefs may influence how he understands illness and treatment. Respecting these factors can improve trust and cooperation.

The Equality Act 2010 requires health and social care services to adapt services to meet individual needs (Equality Act, 2010). In this case, adapting communication methods ensures that Mr Ahmed has equal access to care and information. Bad communication can cause serious problems, such as incorrect medication use, missed appointments, or delays in treatment. Clear and effective communication improves safety and supports person-centred care (NHS England, 2022).

3. Importance of good administrative skills 
Administrative skills are a key part of professional work in health and social care. They help make sure care is well organised, correct, and safe. In Mr Ahmed’s case, good organisation is very important because many professionals are involved in his care, and information needs to be shared clearly between them.

Keeping records is a very important administrative task. It involves writing down all care activities, including medication, daily support, and any changes in Mr Ahmed’s condition. Correct and updated records help professionals make the right decisions and ensure continuity of care. For example, the district nurse uses accurate records to check Mr Ahmed’s health and provide appropriate treatment (NHS Digital, 2022).
Applying the principles of the Data Protection Act 2018 is also essential. They help keep information safe and private (ICO, 2023). Mr Ahmed’s details should only be shared with staff who are involved in supporting him. Keeping information confidential protects his privacy and builds trust between him and the care team (ICO, 2023).

Weak administrative practice can cause serious issues. In this case, a missed care visit meant that Mr Ahmed did not receive his medication at the correct time. This shows how weak organisation and communication may place patient safety in danger. Accurate reporting of such incidents is important, as it helps identify problems and prevent them from happening again.

Administrative skills also include time management and organisation. Staff must follow schedules carefully and ensure that care visits are carried out on time. Tools such as rotas, digital systems, and reminders can support organisation and reduce the risk of missed visits (CQC, 2023).

Another important aspect is audit and monitoring. Regular checks of records and care practices help ensure that standards are being met. This allows organisations to identify errors early and improve the quality of care.

Clear documentation also supports communication between professionals. When records are well organised, different team members can easily understand what has been done and what needs to be done next. This reduces confusion and improves teamwork.

Overall, strong administrative skills ensure that care is safe, consistent, and well-coordinated, which is essential for individuals like Mr Ahmed.

4. Importance of working collaboratively
Working together is very important in health and social care, especially when caring for people with complex needs. Mr Ahmed’s care involves a multidisciplinary team, such as a GP, a district nurse, care staff, and a speech and language therapist. Every professional has their own role, and working together helps make care organised and effective.

Collaboration allows professionals to share information and work towards common goals. Clear communication between team members helps ensure that care is organised and consistent. This means that Mr Ahmed receives the right support at the right time, which improves his recovery and overall wellbeing (NHS England, 2022).

To foster effective collaboration, professionals must communicate regularly and share updates about Mr Ahmed’s condition. Shared care plans are important, as they allow all team members to understand the individual’s needs and the support required. Clear roles and responsibilities also help prevent confusion and ensure that each professional knows their duties.

Challenges can arise when communication between professionals is poor or when roles are not clearly defined. This can lead to delays, missed visits, or mistakes in care. For example, lack of coordination may result in medication not being given on time, as seen in this case.

Strategies to overcome these challenges include regular team meetings, clear documentation, and the use of digital systems to share information. These approaches help ensure that all professionals are informed and working together effectively.

Working collaboratively also supports a person-centred approach. Professionals must consider Mr Ahmed’s individual needs, preferences, and cultural background. His language barrier should be considered to ensure that he is fully involved in decisions about his care (SCIE, 2020).

Involving Mr Ahmed’s wife in the care process also supports collaboration. Family members can provide valuable information and help ensure that care is tailored to the individual.

5. Conclusion 
This assignment has explored how communication, organisation, and teamwork support the care provided to Mr Ahmed. Each of these areas plays a key role in ensuring that care is delivered safely, effectively, and in a person-centred way.

Effective communication helps reduce misunderstandings and ensures that Mr Ahmed understands his care and is involved in decision-making. Administrative skills ensure that information is accurate, secure, and well organised, which supports safe and consistent care. Collaborative working allows professionals to coordinate their efforts and provide appropriate support.

Together, these elements improve the quality of care and reduce potential risks. In complex situations such as Mr Ahmed’s, it is essential that professionals apply these skills to maintain safety, support recovery, and respect individual needs. Providing high-quality care requires clear communication, strong organisation, and effective teamwork.
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