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Sunrise Residential Care Home is a medium-sized residential care facility that offers long-term care to approximately 35 elderly individuals, many of whom have dementia, mobility issues, and chronic health conditions. The organisation has started implementing digital technologies, especially Microsoft 365-based tools, to enhance the quality of care and efficiency. Employees are yet to acquire the requisite digital capabilities that can render them effective users of these tools. This presentation is an assessment of ways Microsoft Excel and Microsoft Teams can be used to facilitate efficiency and communication in the care home. It also addresses the role of low digitisation literacy in care delivery and collaboration in practice and the significance of digital safety in patient information protection. It emphasises the use of digital technology in enhancing the outcomes of care.
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Microsoft Excel is a common spreadsheet tool that has the potential to affect efficiency in a great manner in the Sunrise Residential Care Home. It enables personnel to create, store, and examine extensive volumes of data in a way that is organised and accessible. Excel has many applications within the care home, including keeping patient records, medicine timetables and employee shifts.
Among the main advantages of the Excel application, it is highly accurate and decreases the administrative burden (Dimitrakopoulou, 2022). As an example, the time and mode of medication, dietary requirements, and health status of a patient can be stored in a centralised spreadsheet which is accessible by all staff members to provide them with up-to-date information. This will lessen the chances of misunderstanding and may facilitate proper attention to the residents. The Excel formula and functions enable the staff to automate the entering of calculations, which include medicine time or the working hours of the staff, which saves time and enhances efficiency.
The other benefit of Excel is that it is flexible and accessible. Excel is included in the Microsoft 365 package and can be opened through cloud service applications like OneDrive so that data can be viewed and updated by any device in real time (Fraillon, 2025). It is quite handy, especially within a care home setting where several employees might be required to use the same information at the same time.
There are also limitations, though, related to the usage of Excel. The need for digital skills and training is one of these problems (Narla, 2022). The non-spreadsheet personnel of the company might struggle to work with Excel, which will cause some inaccuracies in the data input or the wrong interpretation of data. Excel does not target the data management of healthcare in particular, which also implies the probability of a data security breach unless appropriate protection is provided. Indicatively, without password-protected or secured spreadsheets, the information about patients, which is sensitive, is likely to be viewed by unauthorised personnel.
Although Excel can bring valuable advantages with regard to efficiency and organisation, its performance requires extensive training of the staff and instant introduction of proper data security measures (Rhodes, 2022).
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Microsoft Teams is a communication and collaboration tool that can greatly increase the level of collaboration and coordination in the Sunrise Residential Care Home. It allows employees to speak to each other instantly via instant messaging, video conferencing, and group discussions, which simplifies information sharing and managing care activities (Jelen and Syrstad, 2022).
The applications of Teams in the care home environment can be varied, including virtual meetings among the staff members, interacting with other health sector experts and other personnel, and providing valuable insights on the residents. With the help of Teams, nurses can easily notify care workers about the change in the status of a specific resident so that they can use suitable measures as soon as possible (Lindquist and Sulewski, 2024). Besides, Teams can be used to share documents and files that may be used to facilitate administrative procedures and enhance access to information.
Communication and cooperation are other values of Microsoft Teams that should be listed chiefly. In healthcare, effective communication is vital as it has a direct influence on the safety and quality of care (Rajer and Bogataj, 2022). Teams allows minimising the possibility of miscommunication by offering a centralised communication platform that allows aligning all the staff members and makes them aware of the situation.
Flexibility provided by Teams is also another benefit. Different personnel can log into the platform using various gadgets such as smartphones and tablets, and thus remain in touch with other staff members regardless of their physical absence in a particular location. This is especially useful in cases where one needs to make quick decisions.
Although these are the benefits, there are drawbacks as well. Teams requires a good internet connection that is not always consistent. Staff members with low digital abilities might not be able to utilise the platform, which would promote their low adoption and utilisation rates. Franchisors handle this concerning the communication channel, so the technical problems are also able to interrupt the communication process (system errors or software updates).
Microsoft Teams can enhance communication and collaboration in Sunrise Care Home, although it can only be successful with the help of proper training and technology (Akhai et al., 2025).
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Digital literacy is the skill applicable to the application of digital tools and technologies. In Sunrise Residential Care Home, any underdeveloped digital capabilities of the staff may significantly affect the quality of care and communication and the efficiency of the facility in general.
Among the primary implications of the low level of digital literacy, one can note the risk of making mistakes. Employees who do not know how to use Excel will input their data incorrectly or not update the patient records properly (Hargreaves et al., 2022). This may cause severe problems, including errors in drug dosage or care delays. Not being conversant with the communication tools, such as Microsoft Teams, would lead to loss of messages or even a misunderstanding, which could jeopardise patient safety.
Digital skills are limited as well, which can influence teamwork and collaboration. This can create communication gaps and lower efficiency in cases where not all members of the staff are capable and willing to be digitally active (Hussein et al., 2022). This can impose further workload and stress on other members of staff who are more digital because they are more skilled.
More so, insufficient digital literacy may impede the usage of new technologies. Due to the constant development of healthcare, the capacity to utilise digital systems is gaining prominence (World Health Organisation, 2025). Lack of training and support might lead to resistance to change among the staff, thus slowing the process of digital solution implementation and reducing its possible benefits (McFedries, 2022).
Sunrise Care Home should consider investing in staff training and development to deal with these challenges. Consistent training and constant support might assist in enhancing digital capabilities and making sure that every workforce member can use digital instruments properly.
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The issue of digital safety is crucial in the healthcare setting, where patient data should be safely stored at all times. An electronic safety checklist can allow employees of the Sunrise Residential Care Home to observe best practices and reduce the amount of risk.
Strong and secure passwords that are hard to decipher should be used by the staff. The passwords must be updated on a regular basis, and one must not disclose the details of logging in to anyone (Pegrum et al., 2022). This assists in avoiding unauthorised entry to systems and data.
There is a need to be very careful about email safety. Employees are to be trained to become aware of phishing emails and not to click on the suspicious links or to download the unknown attachments. This minimises threats of cyberattack and data breach.
There should be secure storage of documents. Secure storage of all patient records and sensitive information in systems like OneDrive, and access controls should be taken. Confidential data should only be accessed by authorised personnel (Szerb et al., 2022).
Patient confidentiality is a major issue of consideration. Employees are also expected to make sure that they do not disclose their personal information in open spaces and leave digital devices unattended and logged in.
Employees must always leave systems after usage, and they should be vigilant to make sure that secure software is installed to guard their devices (Tegegne et al., 2023). Security should also be maintained by updating and checking the bounce of the system.
By engaging in the practices, Sunrise Care Home will be able to use digital technologies to offer protection to patient information and build trust.
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Microsoft Excel and Microsoft Teams have the potential to enhance efficiency, communication, and quality of care in the placement of Sunrise Residential Care Home. Their suitability requires digital skills and the appropriate utilisation of staff. Low digital literacy may influence the care delivery and collaboration, and thus, training is critical. Along with that, effective digital safety measures should be observed to ensure that patient information is safe and that it is kept in a secure manner. The care home can utilise the full potential of digital technology and provide improved care by training the staff and preventing information security breaches.
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* Excel improves data accuracy, reducing
administrative workload
(Dimitrakopoulou, 2022).

* Centralised spreadsheets enhance care
coordination and reduce errors (Fraillon,
2025).

» Limited digital skills can cause data entry
inaccuracies (Narla, 2022).

» Data security risks require safeguards for
patient information (Rhodes, 2022).

Microsoft 365 Application: Excel
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Communication Tool: Microsoft Teams

Teams enable instant communication,
improving care coordination (Jelen and
Syrstad, 2022).

Real-time updates support quicker
clinical decision-making (Lindquist and
Sulewski, 2024).

A centralised  platform  reduces
miscommunication, improving patient
safety (Rajer and Bogataj, 2022).

Digital skills and connectivity issues
limit effective Teams usage (Akhai et al.,
2025).
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Impact of Limited Digital Skills

* Low digital literacy increases errors in
patient data management (Hargreaves et
al., 2022).

* Poor skills hinder communication and
teamwork among care staff (Hussein et
al., 2022).

* Limited knowledge slows the adoption of
new healthcare technologies (WHO,
2025).

* Training improves digital skills and
enhances care quality (McFedries, 2022).
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Digital Safety Checklist

Strong passwords prevent unauthorised
access to patient data.

Email awareness reduces phishing risks
and cyber threats (Pegrum et al., 2022).
Secure storage limits access to authorised
personnel only (Szerb et al., 2022).
Regular updates and logout practices
enhance digital security (Tegegne et al.,
2023).
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Conclusion

Microsoft Excel and Microsoft Teams have the
potential to enhance efficiency, communication,
and quality of care in the placement of Sunrise
Residential Care Home. Their suitability requires
digital skills and the appropriate utilisation of
staff. Low digital literacy may influence the care
delivery and collaboration, and thus, training is
critical. Along with that, effective digital safety
measures should be observed to ensure that patient
information is safe and that it is kept in a secure
manner. The care home can utilise the full
potential of digital technology and provide
improved care by training the staff and preventing
information security breaches.
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