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INDUCTION- This report is based on the case study of Mr O’Connor and focuses on the lack of support received. It will examine how the principles of the Equality Act 2010 can be applied to promote equality, reduce discrimination, and improve communication between healthcare professionals, service users, and their family. The report will also explore the importance of maintaining accurate and professional records, highlighting how effective record-keeping contributes to safe and high-quality care. In addition, the principles of the Data Protection Act 2018 will be discussed to demonstrate the importance of confidentiality, privacy, and the secure handling of individual's personal information. Furthermore, the report will identify appropriate interventions and person-centred approaches to meet service users physical, emotional, and social needs. Through the application of relevant legislation and best practice guidelines, the report aims to evaluate strategies that can improve outcomes and ensure service users receives the highest standard of care possible.

 Effective communication is fundamental to delivering safe, high-quality, person-centred care for Mr O'Connor. As a 91-year-old man living independently with chronic heart failure, age-related hearing loss, and mild cognitive impairment, he depends on healthcare professionals, carers, and family members communicating effectively to ensure his needs are met and his condition is managed safely.
In this case, poor communication and inaccurate record-keeping resulted in a medication error when a change to his prescription was not properly documented. Consequently, he missed his prescribed diuretic for two days, leading to worsening breathlessness and peripheral oedema. This demonstrates how communication failures can compromise patient safety and increase the risk of hospital admission. Accurate documentation and effective information sharing are therefore essential for maintaining continuity of care (Care Act 2014).
 hearing impairment and cognitive decline require healthcare professionals to adapt communication strategies. Using clear language, reducing background noise, checking understanding, and providing written information can enhance his involvement in care decisions and promote independence. These approaches align with the Care Act 2014, which emphasises individual involvement and wellbeing. Furthermore, Regulation 12 of the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014 requires medicines to be managed safely. The NHS Constitution (2023) also supports patient involvement. Effective communication promotes safety, dignity, coordinated care, and overall wellbeing.
 Effective communication is essential in healthcare, as it enables professionals to convey information to service users and their families in a clear, accurate, and accessible way. This reduces misunderstandings, improves comprehension, and ensures that important information is communicated effectively (CPD,2021). By adapting language and communication methods to meet individual needs, healthcare professionals can support people in understanding their health conditions and making informed decisions regarding their care. Effective communication also promotes trust, strengthens therapeutic relationships and contributes to improved standards of care. Furthermore, it helps service users feel valued, respected, and actively involved in decisions that affect their health and well-being (NHS,n.d.).
The Equality Act 2010 places a duty on public bodies to consider the needs of all individuals when developing policies, delivering services, and managing their workforce. It requires organisations to eliminate discrimination, advance equality of opportunity, and foster positive relationships between diverse groups within society (Equality Act 2010). The Act also prohibits age discrimination against adults in the provision of services and public functions. Introduced in 2012, these provisions make it unlawful to treat individuals unfairly because of their age unless the practice is supported by a legitimate exception or can be objectively justified. The legislation aims to prevent harmful and unjustified discrimination while allowing age-based differences in treatment when they are reasonable, proportionate, and beneficial. This ensures fairness and equal access to services while recognising circumstances where differential treatment may be appropriate (Equality Act 2010). 

 Accurate record keeping is a key administrative responsibility within health and social care. Health professionals must ensure that medication changes are documented promptly and correctly within care plans, medication administration records and electronic patient records. Failure to maintain accurate records can compromise patient safety and lead to adverse outcomes, as demonstrated in Mr O'Connor's case. Good administrative practice supports continuity of care and enables all professionals involved in an individual's treatment to access current and reliable information (NMC, 2018).
Good administrative skills also facilitate effective communication between members of the multidisciplinary team. Care workers, general practitioners, pharmacists, nurses, and family members rely on accurate documentation to provide coordinated care. This is particularly important because of age-related hearing loss and mild cognitive impairment may affect his ability to understand or recall information independently. Accurate records help ensure that his needs are consistently identified and addressed, supporting person-centred care and wellbeing (Care Act, 2014).
The importance of effective administration is reinforced by the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014, specifically Regulation 17: Good Governance, which requires providers to maintain accurate, complete, and contemporaneous records and establish effective governance systems (HM Government, 2014). Furthermore, the Care Act 2014 places a duty on health and social care providers to promote individual wellbeing and coordinate services effectively. Accurate administration therefore plays a vital role in safeguarding vulnerable individuals and ensuring safe care delivery (Care Act, 2014).
Effective record keeping is also governed by the Data Protection Act 2018 (DPA 2018) and the UK General Data Protection Regulation (UK GDPR), which regulate how personal information is collected, stored, processed, and shared (HM Government, 2018). These frameworks require organisations to process information lawfully, fairly, and transparently while protecting service users' privacy. Key principles include data accuracy, purpose limitation, confidentiality, secure storage, and accountability (HM Government, 2018).
Several policy frameworks support these legal requirements. The NHS Records Management Code of Practice 2021 provides guidance on creating, storing, retaining, and disposing of health records appropriately (Department of Health and Social Care, 2021). The NHS Confidentiality Code of Practice and Information Governance Framework promote secure information sharing and confidentiality (NHS England, 2003). Additionally, the Caldicott Principles require professionals to use the minimum necessary information and restrict access to those who need it for care purposes (National Data Guardian, 2020).
In Mr O'Connor's case, effective administration, accurate record keeping, and adherence to data protection principles would ensure that information regarding his medication, falls history, communication needs, and ongoing support requirements is correctly documented and shared with relevant professionals. This would reduce the risk of medication errors, improve continuity of care, support multidisciplinary working, and protect his rights to privacy, dignity, and confidentiality (NMC, 2018; HM Government, 2018).





 Multi-agency working involves professionals from different organisations collaborating to meet the complex needs of individuals and improve outcomes. Within health and social care, effective collaboration is essential for delivering coordinated, person-centred care. One key approach is effective communication, which enables professionals to exchange relevant information, discuss concerns, and coordinate interventions efficiently. Regular multidisciplinary team (MDT) meetings support collaborative decision-making by bringing together professionals such as nurses, social workers, general practitioners, pharmacists, and care workers to share expertise and develop integrated care plans (NMC, 2018). This helps ensure continuity of care and promotes a holistic approach to meeting an individual's physical, emotional and social needs (Care Act 2014).
Person-centred planning also fosters effective collaboration by placing the service user and their family at the centre of decision-making. This approach encourages shared goals, promotes autonomy, and ensures that care reflects the individual's preferences and needs (Care Act 2014). Additionally, effective leadership, mutual respect, and clearly defined professional roles contribute to successful teamwork by promoting accountability and reducing role ambiguity.
Despite its benefits, multi-agency working can present several challenges. Communication breakdowns, differences in professional values and priorities, and poor information sharing can lead to fragmented care and delays in service delivery (SCIE, 2022). Furthermore, organisations may operate under different policies, procedures, and resource constraints, creating barriers to effective collaboration. Concerns regarding confidentiality and data protection can also limit the sharing of essential information between agencies (HM Government, 2018).
To overcome these challenges, organisations should establish clear communication channels, shared protocols, and joint training opportunities. Interprofessional education can improve understanding of professional roles and strengthen working relationships (SCIE, 2022). Secure electronic record systems can enhance information sharing while remaining compliant with the Data Protection Act 2018. Regular MDT meetings, reflective practice, and effective conflict-resolution strategies can further support collaborative working. By implementing these approaches, agencies can strengthen partnerships, improve service coordination, and deliver safe, effective, and integrated care for individuals and families (NMC, 2018).
  





CONCLUSION- In conclusion, good administrative skills are essential for promoting patient safety, professional accountability and high-quality care within health and social care practice. In Mr O’Connor’s case, accurate documentation, particularly regarding medication changes, could have prevented the medication error and the subsequent deterioration in his health. Effective information management ensures that nurses, care workers, general practitioners, pharmacists and professionals can access current information and coordinate care. The Health and Social Care Act 2008, the Care Act 2014, the NMC Code (2018) and the Data Protection Act 2018 reinforce the importance of maintaining accurate, complete, secure and confidential records. Organisational medication policies also provide procedures for recording, administering and reviewing medicines safely. Therefore, effective administration is not merely a routine task but a central element of person-centred practice. It reduces avoidable risks, strengthens multidisciplinary communication, supports informed decision-making and safeguards individuals' dignity, wellbeing and continuity of appropriate care across health care services.
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