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1. Introduction
This report focuses on the care of Mr Ahmed following a stroke and looks at how communication, administrative skills and teamwork affect the support he receives. Because he has communication difficulties and limited understanding of English, it is important that care workers use clear and simple ways of communicating with him.
The report also considers how accurate record keeping and following data protection rules help to provide safe care. In addition, it explores how different professionals, such as nurses, care workers and therapists, work together to meet his needs and provide consistent support.
Overall, these factors play an important role in helping Mr Ahmed receive the right care and support for his condition.


2. Importance of effective communication
Effective communication means making sure that information is clearly understood by the person receiving it, using clear and appropriate language (NHS, 2023). It involves both verbal and non-verbal communication, active listening and checking understanding. In health and social care, effective communication is essential to ensure that service users receive safe, appropriate and person-centred care. Effective communication is very important in health and social care, as it helps service users receive safe and appropriate care (NHS, 2023). In the case of Mr Ahmed, communication is especially important because he has recently had a stroke and finds it difficult to understand more complicated English. This creates a communication barrier that can affect how well he understands his care, medication and the support he receives from professionals.
To communicate clearly with Mr Ahmed, care workers should use simple language, speak slowly and clearly, and check that he understands. Non-verbal communication, such as body language, eye contact and pictures, can also help improve understanding (NICE, 2022). In addition, involving his wife, who speaks fluent English, can help make sure that important information is understood correctly. However, it is also important to speak directly with Mr Ahmed as much as possible to respect his dignity and independence.
The Equality Act 2010 is important in this situation, as it protects people from discrimination due to disability or language difficulties (Equality and Human Rights Commission, 2022). Mr Ahmed’s stroke and communication problems mean that staff must make reasonable adjustments, such as using simple language, repeating information and allowing more time for communication. This may include explaining information in a simpler way or giving extra support if needed. By following this law, care providers can make sure that Mr Ahmed is treated fairly and equally. In addition, professional interpreters or translated materials may be required to support effective communication with Mr Ahmed. This is important because depending on family members alone may not always be suitable or reliable. Offering information in his preferred language can help him better understand his care, medication and treatment. This ensures that communication is clear, reduces the risk of misunderstandings and supports safe, person-centred care (NHS, 2023).
One communication model that shows the importance of effective communication in health and social care is Berlo’s model of communication (Open University, 2023). This model includes four main parts: sender, message, channel and receiver. The sender is the person who gives the information, the message is what is being said, the channel is how the message is delivered, and the receiver is the person who receives the message.
In Mr Ahmed’s case, the care worker or nurse is the sender, and Mr Ahmed is the receiver. The message may be information about medication care. However, due to his stroke and language difficulties, there is a risk that the message is not fully understood. This shows how important effective communication is making sure that Mr Ahmed understands the information given to him.
To improve communication, the sender must choose the right channel, such as speaking clearly, using simple words or using non-verbal communication. It is also important to check that the receiver has understood the message correctly. If this is not done, it can lead to mistakes, such as missed medication or confusion about care (NHS, 2023). Poor communication can lead to serious risks, including missed medication, misunderstanding of care plans and potential harm to the service user.
Overall, effective communication is very important in Mr Ahmed’s care, as it helps prevent errors, improves understanding and supports his safety and wellbeing.


3. Importance of good administrative skills 
Administrative skills are essential in health and social care because accurate systems and clear records are required to ensure safe and effective care. According to the Care Quality Commission (CQC, 2023), care providers must maintain accurate, complete and up-to-date records to support safe practice. In the case of Mr Ahmed, good administrative skills are very important because he depends on regular visits and correct medication. Any mistake in records or communication between staff can lead to serious problems for his health and wellbeing. Inaccurate records may result in delays in treatment, incorrect decisions and increased risk to the service user. This means that care may become unsafe if professionals rely on incomplete or outdated information.
One key administrative skill is record keeping. Care workers must record accurate and up-to-date information about Mr Ahmed’s condition, medication and daily care to support consistent and person-centred care (NICE, 2021). This information should be clear, detailed and easy for other professionals to understand. Good record keeping helps make sure that care is consistent, especially when different staff members are involved in supporting Mr Ahmed.
In Mr Ahmed’s case, there was a missed home visit, which resulted in him not receiving his medication on time. This clearly shows how poor administration or lack of clear records can negatively affect patient safety. If records are not updated correctly or if communication between staff is poor, important care tasks may be missed (CQC, 2023).
It is also important that information is only shared when necessary and with the right people. The Data Protection Act 2018 ensures that personal information is kept confidential, stored securely and only shared when necessary. This helps protect the privacy of the service user while still allowing professionals to work together and provide the correct care (NHS Digital, 2022). Following these rules helps reduce risks and ensures that Mr Ahmed’s information is always handled safely and confidentially.
In addition, following policies and procedures is important to maintain high standards of care. Health and social care organisations use guidelines to make sure that staff follow correct processes and provide safe care (NICE, 2022). By following these rules, staff can reduce risks, prevent errors and improve the quality of care provided to Mr Ahmed.


4. Importance of working collaboratively
Collaborative working is very important in health and social care, as it allows different professionals to work together to provide safe and effective care. In the case of Mr Ahmed, collaborative working is important because he is supported by a range of professionals, including his GP, nurses, domiciliary care workers and speech and language therapist. Each professional has a different role, but they must work together to meet his needs. Working together ensures that all aspects of Mr Ahmed’s care are covered (Care Quality Commission, 2023).
Good teamwork helps ensure that information is shared correctly between professionals. This is important in Mr Ahmed’s case, as he has communication difficulties and depends on others to understand his needs. When professionals share information clearly, it helps prevent mistakes and ensures that Mr Ahmed receives the right care at the right time. Poor communication may lead to mistakes or missed care.
However, there can be challenges in collaborative working. One common problem is poor communication between professionals, which can lead to incomplete information being shared and important care tasks being missed. In Mr Ahmed’s case, the missed home visits show how a lack of organisation can affect his treatment. This could lead to delays in medication, confusion about his care plan and increased risk to his health (Care Quality Commission, 2023). Such situations show how effective teamwork can reduce risk and improve patient safety.
To overcome these challenges, professionals must communicate and follow agreed procedures. Regular meetings and clear record keeping can help ensure that everyone involved in Mr Ahmed’s care is aware of his needs and any changes in his condition. This approach supports better decision-making and improves the quality of care. Consistent communication helps maintain continuity of care when different professionals are involved.
It is also important that professionals respect each other’s roles and work together to support the service user. By working together, they can provide person-centred care that meets Mr Ahmed’s needs and promotes his wellbeing (NICE, 2022).
Overall, collaborative working is important in Mr Ahmed’s case because it ensures that professionals share accurate information, reduce risks and provide safe and effective care that meets his needs.


5. Conclusion 
This assignment has shown the importance of communication, administrative skills and collaborative working in health and social care. Health and social care professionals are accountable for their actions and must ensure that communication, record keeping and teamwork are carried out correctly to provide safe and effective care. Effective
communication helps professionals understand service users’ needs and reduces the risk of errors. Good administrative skills ensure that information is recorded accurately and support safe and organised care. Collaborative working allows different professionals to share information, reduce risks and provide consistent, person-centred care.
In Mr Ahmed’s case, these skills are essential because they ensure that he receives the correct care, reduce the risk of mistakes and support his safety and wellbeing. Therefore, it is important for professionals to continuously improve their communication, administrative and teamwork skills to ensure safe, effective and person-centred care.
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