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Introduction
Mrs Mann is a 72-year-old woman who has recently been discharged from the hospital after she underwent a medical procedure of a hip replacement surgery. She lives in her own home all alone and has been receiving visits from a domiciliary care agency twice a day to help her with her personal care and mobility. Mrs Manns first language is Urdu and her English is very limited so therefore rellies oh her daughter and visiting professionals to help her communicate. A community physiotherapist visits twice weekly to support her rehabilitation.  Mrs mann’s GP and the care team work alongside each other to best support Mrs Mann. Recently there has been concerns of inconsistent documentation and missed communication which led to a delayed medication adjustment. The purpose of this report is to explore communication, administrative skills and collaborative working.
Effective communication
Effective communication is extremely important in order to deliver safe, person-centred care especially in difficult situations such as Mrs Manns. Due to Mrs manns old age and hip replacement surgery which she is currently recovering from she relies on professionals which include care workers, her GP and a physiotherapist. Mrs Mann’s English is limited and therefore it increases the risk of miscommunication, not being understood and errors been made. Communication which is clear and culturally sensitive and understood by mrs mann is highly essential in order for Mr’s Mann to understand her care needs which include her physiotherapy exercises and medication instructions.
[bookmark: _Int_11ccMbC3]The Equality Act 2010 requires health and social care providers to make sure that people are not disadvantaged due to protected characteristics, such as age, race or language needs (UK Government, 2010).  in Mrs Manns case this would mean realistic adjustments have to be made in order to support effective communication. A professional interpreter  should be provided rather than relying on mrs mann’s daughter.  by using a trained interpreter lessens the risk of misunderstandings and by doing so assists mrs mann in her decision making.
The Shannon and weaver communication mode l(1948) is a useful framework. This model explains how messages are sent from a sender to a receiver and how noise can disrupt a message. This model deals with various concepts like information source,  noise , channel, message, receiver,channel,information destination, encode and decode.in the case of Mrs Mann ,noise may possibly be included in language differences, medical terms and background distraction.  Care workers must communicate clearly using simple language which is easy to understand and ask mrs mann to repeat what has been said . This will help prevent errors regarding medication and care needs. 
Administrative skills and Record keeping
Strong administrative skills and trustworthy record keeping skills are highly essential in health and social care because they make sure that information is communicated safely, clearly and consistently between professionals. Records that are completed accurately support good decision making and protect service users from harm. In Mrs Mann's case a missed communication led to a delayed medication adjustment.
Good record keeping helps all staff involved in a persons care understand there needs and any changes to health. Effective administration skills play a key role in preventing mistakes from happening such as correct information being updated.
Poor records can lead to mistakes, misunderstandings, and risks to health and wellbeing.  By keeping clear, accurate and secure  records , professionals can make sure care is consistent and respectful of peoples rights. This is the reason why record keeping remains one of the most important responsibilities for anyone working in health and social care. 
The main purpose of the Data Protection Act (2018) is to allow people to feel empowered that they have control over their Data. It also makes sure that organisations across the UK are held responsible for processing the personal data of the public lawfully and that they are supported in doing this as our digital era develops. 
The Caldicott Principles apply to the use of confidential information within health and social care services and when such information is shared with other services and between people, both for individual care and for other people.
The principles are intented to apply to all data collection which is for the provision of health and social care services where patients and service users can be identified and would have the expectation of it being kept confidential. By using this principle for Mrs Mann ,it will ensure that Mrs manns personal details are respected whilist still allowing professionals to work together in a proper way.
The NMC code highlights the need for professionals to proritise people, practice effectively, preserve safety and promote professionalism and trust. 
The Care Quality Commission (CQC) is an essential regulatory body responsible for maintaining standards in health and social care. 
Collaborative working
Collaborative working has great importance in health and social care. This is because collaborative working allows different professionals to work together, share knowledge ideas and skills, which allows them to provide the most effective care and support for an individual. The fact that it allows professionals to work together also prevents professionals from making mistakes or repeating things, as they're all aware any shifts in the condition of the individual and are constantly in communication and collaboration regarding the patient's condition. This promotes safety in the care of the patient. With the combination of different skills, necessary knowledge and ideas, collaborative working ensures professionals can create a practical, well-constructed environment in a safe, risk-free environment.
Conclusion
In conclusion this report has shown that good communication, strong administrative skills and effective collaborative working are all essential for providing safe and person-centred care to individuals such as Mrs Mann .  Mrs Mann speaks limited English and therefore is dependent on help from professionals and others that care for her. Due to MRS Manns limited English, it is essential that communication is clear and understood to prevent errors from occurring.  Good Administrative skills, such as accurate record keeping and following the Data Protection Act 2018, help to keep her information safe and ensure that all professionals know what support she needs. Another reason why collaborative work is important is because it helps all the different professionals involved to share information and work alongside each other. When professionals communicate effectively, record information accurately and collaborate effectively as a team, it helps reduce risks, prevents mistakes and most importantly helps Mrs Mann to recieve the best care which will help with her recovery and well-being.
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