Improving Staff Communication and Daily Updates at Ashford Community Care Service Using Microsoft Teams
Introduction 
The Ashford Community Care Service provides care and support to people who are physically disabled and have ongoing care requirements. There are several different roles that the service employs, such as support workers, senior care workers, care coordinators, nurses, and administrative staff. These professionals work with service users at their own homes, in supported living environments and from the main office location. Good communication is essential in the workplace so that employees exchange information and collaborate with one another; however, Ashford Community Care Services does not have a well-defined knowledge of when to utilize various Microsoft 365 applications for different employee job functions. As a direct consequence of this lack of clarity regarding the application of microsoft365 tools, staff members are experiencing several negative effects such as unclear employee schedules, inconsistency in record keeping practices, failure to receive timely updates and duplication of efforts. These negative effects ultimately contribute to communication difficulties among staff members, thereby creating difficulty in the performance of daily work activities.

This assignment is about communication with the staff and daily updates. It concludes with the proposal of utilizing Microsoft teams to help staff communicate more easily, exchange information, and collaborate with one another.

Selected workplace task: staff communication and daily updates 
[bookmark: _Int_NdAvkd1S][bookmark: _Int_qGCl23ce] Staff communication means communication between employees to help them work together effectively. Regular updates share information about work activities.  Staff communication and daily updates are important at Ashford community care service because staff need to communicate with each other and share important information about their daily activities, staff responsibilities, appointment changes and care. Ashford staff work in different care settings such as servicer users' homes, supported living, and the main office. Therefore, effective communications make it easier for Ashford staff to communicate with each other, avoid misunderstandings, reduce missed updates, build trust, and work together. According to (McHugh et al 2020), good communication and teamwork are important for safe and high-quality care.  without communication Ashford staff may miss important information due to poor communication, staff could repeat task that they have already completed this could lead to confusion and waste of time that is why communication is very important in Ashford community care service 

Selected microsoft365 tool: Microsoft teams 
[bookmark: _Int_1LsqEl5A]The Microsoft team is a digital tool that helps people communicate and work together. Microsoft teams have various functioning including having; channels that allow topic-centered conversations along with virtual meeting platforms. This allows individuals to be able to connect and discuss particular topics, subjects while being grouped together and being at different work setting It helps people share files and organise conversations into channels.it allows staff to send messages and organise online meetings (Microsoft ,2026).

[bookmark: _Int_R2MChMfB]Why microsoft teams is suitable. 
[bookmark: _Int_UjnjfSGi][bookmark: _Int_73CapFh6] Microsoft teams could be selected as a suitable and appropriate tool that provides effective daily updates and improves communication. It helps people share files and organize conversations into channels.it allows staff to send messages and organise  online meetings (Microsoft ,2026).  Ashford staff need to communicate with each other.  However, they work in different locations, and Microsoft teams could help them collaborate effectively, exchange information with each other. For example, a care coordinator can post one daily update for workers to see, and everyone gets the same exact information on their devices. Another example is a senior worker who can also use it to quickly tell the team about any last-minute schedule changes. All staff could see the schedule change on their phone or computer in that case no visits are missed. Furthermore, Microsoft teams can help reduce confusion and repeated work because staff can check previous messages and find updates in one place. This can save time and help staff work together more effectively. However, staff must follow confidentiality policies and protect service user's personal information when sharing messages or files. (NHS England,n.d.). Overall, Microsoft Teams could help the Ashford community improve communication, and the quality of its daily work.


How it improves efficiency or communication
Microsoft teams can improve efficiency and communication at Ashford, as employees and staff can be provided with a consistent platform that allows them to have access to any information that is related to work discussions. A manager may now be able to publish any information on the designated channel about any upcoming team meeting or a care coordinator. This would lead to employers and staff to have a clear understanding on where to access any vital information or announcement without the requirement for other informal discussions.On the other hand, teams may also allow communication to process between staff that are working at different location without the tended to meet in person. For example, a senior support worker at a residential care could make use of a team to address standard service issues to a senior manager, while another staff or professional could coordinate an online meeting for any issues or related matters. This might make coordination simple and easier. Teams can also reduce duplicated work. For instance, it allows staff to find the routine update without having to ask several colleagues for the exact information. This now saves time
Advantages and limitations of using the chosen tool
Microsoft team brings both advantages and limitations. Advantages could include converting discussions into channels, making conversations easier to adhere to. This especially could be beneficial considering that the case study mentioned missed updates and duplicated work. It also ensures to save time for staff. For instance, clear updates on any finished task can allow staff to recognize and not constantly repeat any work unnecessarily. Microsoft Teams promotes guidance, availability and a shared place to communicate and find information to all team members.
On the other hand, although it might have advantages, there are also some limitations. For instance, staff or employees might not be fully familiar with the Teams terms and may require training to navigate through out the channels.If channels are not organized properly, staff may not be fully aligned with the team's discussion or messages being sent and information could be missed. Therefore, Ashford could imply Teams training and the communication policy that they need to adhere to. Confidentiality could also be a concern. For instance, staff working there may share sensitive and personal information about a service user, with another staff member. This can breach GDPR, and staff needs to be careful and adhere to policies when it comes to sharing any sensitive data. For this reason, Ashford needs to ensure that staff are handling sensitive information lawfully and safely on the channels along with following legislation requirements. (UK Government, 2025)

Recommend how Ashford can implement these changes. -
[bookmark: _Int_3iWSMZTg]Ashford can implement these changes by ensuring introducing Microsoft Teams in a gradual way where a plan is clear. For instance, management can identify the issues that are already present such as; identifying issues with missed updates, understanding how staff communication is, constant repeated information, and confusion on which method to make use of. Employees and staff should also be involved in this process as their communication needs might differ. This now would allow Ashford to recognise the problems faced by staff and employees and ensure that the new approach is suitable and meets their needs. Ashford could also create a structured channel in Microsoft team. For example, by implementing a particular channel for, announcement, updates and employee workforce training.Therfore, each of these channels should maintain a certain role and one individual being in charge of updating the information. Microsoft explains that individuals that are usually allowed into standard channels can vary from those in private channels. For this reason, Ashford needs to select a channel depending on which individuals can have access to it and how sensitive and secure the information is. (Microsoft,n,d).

[bookmark: _Int_DKalNHIH][bookmark: _Int_Z5WIUJyh] Finally, it is vital that Ashford explains and elaborate the rules regarding the use of Microsoft teams. For example, guidelines can ensure to explain what type of information can be shared, what type of data needs to be stored in the record system, and how to report any emergencies. Staff should also be familiar with how to discover an announcement, reply to a message, and find their shifts. The training could also notify confidentiality by adhering to policies, keeping their accounts secure, and never sharing private information on the wrong channels. This ensures safety and secureness across Microsoft teams and follows the official guidelines of NCSC. (National Cyber Security Centre, 2018).
In conclusion
[bookmark: _Int_31X4y6Q2]The use of communication and consistent updates are important as staff and employees tend to work in different locations and need to reconcile and coordinate their daily tasks. For instance, the case study demonstrates poor communication that led to missed work, duplicated  work ,confusing shift patterns, and irregular records. For this reason, making use of Microsoft Teams can be highly suitable and manageable for day-to-day staff communication, as it promotes several channel functioning that helps to organise occupational conversations or dicussions.On the other hand, although it might not fix everything for staff, Ashford can apply improvements by promoting, proper training, clear rules and proper access to the program. This would improve staff efficiency. Staff also need to protect privacy data; official care records need to be followed and continued (ICO, 2023). Therefore, introducing these tools slowly and gradually, Ashford can enable coordinated and efficient team work along with keeping private information secure and ensuring accurate record-keeping.
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