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1. Introduction 

High‑quality health and social care depend on clear communication, accurate administrative processes, and effective teamwork. These elements ensure that care is safe, well organised, and tailored to each person’s needs (CQC, 2023). Good communication helps reduce mistakes and supports consistent decision‑making, while reliable record‑keeping maintains continuity across services. Mr Ahmed, a 68‑year‑old recently discharged after a stroke, now relies on several professionals, including home carers, his GP, community health staff, and a speech and language therapist. His wife also provides daily support and assists with communication. All members of his care network must work together to meet his needs (NHS England, 2023). A recent missed home visit and delayed medication show how quickly risks can occur when information is not shared effectively. This report examines why communication, administration, and teamwork are essential for safe, person‑centred care and how coordinated practice promotes dignity, safety, and positive outcomes.


2. Importance of effective communication

Effective communication is integral for ensuring safe, person‑centred care, particularly for people who face difficulties understanding or expressing information. For Mr Ahmed, this is especially important because he speaks limited English and has communication challenges following his stroke. If staff do not adapt their approach, he may be misunderstood, excluded from decisions, or placed at risk (Equality Act 2010). 
Using simple language, visual gestures, prompts, and allowing extra time supports comprehension and reduces risk (Thompson,2018).E 
 The Equality Act 2010 states that services must put reasonable adjustments in place to ensure people are not put at a  disadvantaged because of disability, language barriers, or cultural differences. For Mr Ahmed’s, this situation arranging interpreters, using clear and simple language, giving extra time, and offering communication aids. These adjustments help him understand information and express his wishes. Strategies such as visual prompts, gestures, avoiding jargon, and checking understanding support safe and inclusive communication (MCA, 2005).
Although his wife often helps him communicate, professionals must still ensure that Mr Ahmed’s own views are heard. The Mental Capacity Act 2005 states that people should be supported to make their own decisions wherever possible. Relying too heavily on family members can unintentionally limit the person’s voice, so staff must balance family involvement with respect for his autonomy.
Egan’s SOLER model provides guidance on active listening through non‑verbal behaviours such as sitting at eye level, keeping an open posture, leaning forward slightly, using appropriate eye contact, and remaining relaxed. These skills help build trust and are particularly important when verbal communication is limited (Egan, 2010).
Cultural awareness is also crucial. Mr Ahmed’s first language is Bengali, and his cultural background may influence how he prefers to communicate and who he wants involved in his care. Using professional interpreters for complex discussions supports accuracy, reduces misunderstandings, and promotes dignity and respect in line with legal duties to remove communication barriers (Equality Act 2010).




4. Importance of good administrative skills 
Accurate  record keeping is vital for safe and effective care because they help keep people  updating care plans. These records must be clear, factual, and timely documentation ensures that all members of the multidisciplinary team (MDT) have access to up-to-date information. Poor or incomplete records increase the risk of errors such as missed medication or duplicated interventions(CQC,2023). 
Legislation such as the Data Protection Act 2018 and UKGDPR  requires personal information to be kept safe and stored securely, kept up to date, and shared only when necessary for care (ICO, 2018). These laws protect confidentiality and help maintain trust between service users and professionals. Sector‑specific standards, including the Accurate and up‑to‑date records are essential for safe and effective care, as required by the NMC Code (2018) and the CQC Fundamental Standards. In Mr Ahmed’s case, clear documentation ensures that clear records let the district nurse track his blood pressure and wound treatment and give the speech and language therapist the information needed to assess his communication, plan therapy, and monitor progress, current information about his swallowing ability. Poor record‑keeping can lead to unsafe decisions based on outdated information. Incident reporting is also vital: the missed home visit should be recorded and investigated, and the Duty of candour means staff must be honest and open when mistakes happen so services can lean and be held responsible. According to Data  protection Act 2018 and UKGDPR,organisations must ensure that required to safeguard confidentiality and professional trust.

1. Importance of working collaboratively

2. Working collaboratively is crucial for providing coordinated, whole‑person care, especially for individuals with complex needs. Mr Ahmed receives support from several professionals, each with different expertise. By sharing information and planning together, the team can avoid gaps, duplication, and conflicting advice, making his care safer and more consistent. Effective teamwork ensures interventions are aligned, risks are managed, and care remains person‑centred (CQC, 2022).
Collaboration enables professionals to exchange information, raise concerns, and make joint decisions. MDT meetings, shared care plans, and structured tools such as SBAR help ensure communication is clear and concise so the team can agree on goals and act promptly (NHS Improvement, 2018).
However, teamwork can be challenging. Issues such as unclear roles, delayed communication, or inconsistent documentation can create gaps in care. These barriers can be reduced by defining responsibilities, using shared digital records, ensuring timely handovers, and promoting mutual respect (CQC, 2023). Access to interpreters is also important for individuals like Mr Ahmed so all professionals receive accurate information about his needs.
The missed home visit demonstrates the consequences of poor coordination. When agencies fail to communicate effectively, essential tasks such as medication administration can be overlooked, putting the person at risk.

3. Conclusion

Providing safe, person‑centred care for Mr Ahmed relies on three key areas: adapted communication, accurate record keeping, and effective multidisciplinary teamwork. His limited English and post‑stroke difficulties mean staff must use simple, culturally sensitive communication so he can understand information and express his choices. Booth the Act 2010 and the Mental Capacity Act 2005 require services to remove communication barriers and support his involvement in decisions. Reliable administrative practices, including clear documentation, secure information sharing, and proper incident reporting, ensure that care is based on accurate and current information. Strong collaboration between the GP, district nurse, speech and language therapist, and home carers—supported by MDT meetings, shared care plans, and structured tools like SBAR—helps prevent gaps such as missed visits or delays in treatment. Together, these elements promote safety, dignity, and continuity of care, ensuring Mr Ahmed receives coordinated support that meets his individual needs.
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