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Followed by a case study on Mr Ahmed.



INTRODUCTION:


I am going to start by covering some of the key points in detail. Starting with Different ways of communication, the importance of how we transfer the skill. The clear and empathetic exchange of information by listening, focusing on eye contact, and understanding by placing yourself in their shoes or seeing it from their point of view, making notes on important details.  Try to lower yourself if you need to bring yourself to their level, body language, A way of expressing your listening, understanding, and building trust, being patient and placing a hand to show and expressing emotions and understanding you’re there for them all the way.
Interpersonal skills matter, impactful in leadership and customer-facing roles. Good at decision-making and solving problems.  
It is important to think about what makes the communication ineffective first.  This will cause communication to fail. First, I would say interference occurs when there is too much. Some of the barriers to effective communication are.  Poorly constructed message without giving it much thought. Or how we are going to communicate it. What we expect from the opposite without thinking it through. We rush the message when we don’t have time. Using a phone call instead of face-to-face or email is the wrong communication method. or receiving text. You or the other person might not even have a good understanding of what could affect.  Think about it first, have an objective, and create time by booking or arranging some sort of meeting, instead of on the fly. Rethink about any method you can apply to make it clear and concise, which must be correct and complete. We can use coherent, considerate and courteous (Rahana, H,2019). From my research on my topic, it is important because we will make fewer mistakes to deal with later. Saving time, effort, and energy. (Moss, B,2017). At the same time, boosting productivity and resolving conflict by ensuring information is clearly conveyed and understood.  Altogether, it enables teamwork, aligns teams on goals, and fosters innovation in professional settings while enhancing Empathy and personal connections.  After reading a book on my research topic (Collins, S,2009). Effective communication.




2. Importance of effective communication


Personal-centred care: it ensures that care is tailored to the individual, involving them and their families in decision-making to deliver personalised, empathetic care.  Addressing complex needs, collaborating enables professionals to address the determinants of health and handle complex, multi-faceted health needs more effectively. Partnership working, including in local authorities and community organisations, is essential for delivering the best possible care and promoting overall well-being.
Positive body language. Open hand gestures for showing the receipt of the information. Body language can have over 65% more impact than words; giving and receiving feedback is another example. At the same time, to recognise stress within yourself and avoid communication in a reactive or damaging way.
Social workers play an important role in serving as advocates for the client and bringing attention to social justice issues that may be overlooked by others on the team.  With the help of a team, social workers can take a more holistic approach to solving problems for clients. Many do believe that teamwork results in the best outcomes for clients. Social workers mostly collaborate with professionals, from building understanding with families to attorneys.   
Soft skills are, on the other hand, aspects of your personality, work style, or other traits that are harder to measure or prove. Some examples would be excellent customer service skills.




3. Importance of good administrative skills 


Strong administrative skills are the foundation of a successful career, whether you're supporting a small team, managing executives' schedules, or keeping an entire office running smoothly. (SunGard’s, and Darvas, S,2019). Mastering these skills opens the door to better career opportunities and helps you earn higher pay, build long-term client relationships and avoid burnout by working more efficiently. Good administrative skills in health and social care, combined with strong organisational abilities, digital literacy, and compassionate communication, make for a strong candidate.  Key examples include managing patients' records accurately, scheduling appointments, and maintaining data confidentiality. Managing diaries, handling telephone inquiries, and using electronic systems, examples like patients, records effectively. Understanding confidentiality: strictly following protocols for handling sensitive personal health information. Being able to change priorities in a fast-paced environment. Teamwork is very important when working closely with clinical staff to ensure smooth operations. When it comes to problem-solving, proactively addressing administrative bottlenecks or scheduling issues. Technical confidence with office tools and the ability to multitask are also important for success. (Katz, R.L.,200.)
The essential skills include proficiency in software (MS Office, Google Workspace) and calendar management. Data entry, document preparation, and communications. These professionals ensure office efficiency through organisational skills.









4.  Importance of working collaboratively.

When working together with a partner or a group to produce positive results and win, everyone shares the success, so everyone wins.
While social workers play important roles in connecting clients to appropriate resources to address challenges in their lives, there are likely many people in a client's life who have pertinent information about their circumstances that will help a social worker deliver the services needed.  A few examples, like a child welfare social worker, are charged with keeping children safe. They often make life-changing decisions informed by family history, behavioural concerns and environmental conditions.  There is so much behind the scenes before you even see a child being taken from a home.  The collaboration does not end there. If it is determined that a home situation is dangerous, social workers need to provide the resources to ensure the child moves to a safe situation. That could require working with local agencies to find temporary housing or reuniting the child with a parent who may need help finding a stable home or job. (Suter, E, Glaser, 2016).
Working collaboratively in health social care is crucial for improving patient outcomes, ensuring safety, and enhancing efficiency by reducing duplication. It brings together diverse expertise, fosters innovation, and ensures a holistic, person-centred approach that improves the service user experience.  A joined-up approach allows for quicker detection of changes in a patient's condition, leading to faster responses and reduced hospital readmission.
Working with a partner during a visit can save time and speed things up. You don’t need to rush. If there are any language barriers, it can help.  Making any messaging interesting to the recipient. Thinking about the benefits to them, considering the delivery of the message based on personality style and, most importantly, focusing on their condition and requirements. Having mutual understanding in making the decision and sharing information.









 5. CONCLUSION.

After doing all my research on what I have learned so far, I have learned that effective communication is important by reading and looking into it. Effective communication is important in any role; it’s essential, as it helps ensure smooth and productive operations in any organisation. Effective communication enables clear sharing of ideas and feedback, and expectations, which helps in avoiding misunderstandings and promotes teamwork. Clear communication ensures that patients' needs are understood, care plans are followed correctly, and important information is shared properly between professionals.
Create guidelines for how to work together by clarifying everyone’s role.  Establish how to deal with disagreements. Clearly present information and ask each other questions, be clear on who is taking credit for what. Exploring and researching a variety of collaborative approaches that have worked and discussing even more ways of improving and sharing. Being transparent, acknowledge what you don’t know. Explaining many decisions can be rolled out.  Being fair, be patient helps you build trust, trying to understand others' point of view.  Refrain from judgment and treat others' judgments as concerns.  Stay connected with other colleagues by identifying common interests, personal interests and personal similarities. We have been able to work together so far to do better, greater work, but we must be humble enough to say somebody has a better perspective than I do. (Ross, J.W.,2017).
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Case study Stoke patient Mr AHMED.

Stroke is a serious medical condition that can significantly affect a person's physical abilities, communication, and independence.  After a discharge from the hospital, many stroke patients require ongoing community support to help them recover and maintain their quality of life.  Effective communication with service providers in the community, professional practice, and proper administrative procedures are essential when supporting service users. 
This case study focuses on Mr Ahmed, a stroke patient who was discharged from the hospital and referred to community support services.  During follow-up care, an issue occurred; one of his home visits was missed, and issues were raised regarding his health. Social professionals can communicate effectively with service users, apply the principles of the Equality Act 2010, demonstrate good administrative skills, and maintain professional and ensure accurate record keeping. Several NHS studies highlight good advancements and improvements in patients in home care treatment, rapid intervention, and specialised “Hyper-Acute stroke units” have helped the patients' condition. If an appointment or visit is not attended, it could affect the patient's daily plan of medication in a major way. The whole day becomes another unexpected day. So, follow-up reporting on the situation is important straight away. Through direct contact, somehow immediately.

Brief background in the case.

Mr Ahmed is a 68-year-old man who recently suffered a stroke and was discharged from the hospital after initial treatment.  Due to the stroke, he still feels the side effects in the side of his face and legs (called Hemiplegia). Difficulty walking, balancing, and eating. Problems Swallowing (Dysphagia). Speech and communication problems, with mild slurred speech. The Stroke Association (2023). Following the discharge, Mr Ahmed was followed up with a care plan including support from the community care providers who were responsible for assisting him with personal care Medication management. Mobility and exercises. His wife's partner helped him with language; she spoke English more fluently and clearly. 
However, a daily home visit was missed, which disturbed Mr Ahmed's routine and raised concerns regarding his health and communication, coordination, and administrative systems between the health care providers involved in his care.

The main importance of effective communication with service providers.

Effective communication is a fundamental aspect of health care practice.  Effective communication ensures that all professionals involved in a patient's care have a clear understanding of their responsibilities and needs. One communication model describes how a sender sends a message, and noise barriers may interfere with a sender transmitting a message through a channel to a receiver.  During this process, the interference can cause misunderstanding. (Shannon, Weaver,1949). Technical errors can cause issues with missed appointments and misunderstandings.  Poor communication between staff members and partners can cause incorrect care delivery. Effective communication between care providers during home visits is essential for building trust, ensuring Safety, and improving health outcomes. Key strategies include active listening, employing the tech-back method to confirm understanding, maintaining consistent documentation, and adapting to the individual needs of the patient.  For more information on side effects after a stroke attack (lay lock  P,1981).
Key principles for effective home visit communication.
Active listening and presence: Providers should give their full attention to, making eye contact, and avoid rushing, even during busy shifts.  This includes reading non-verbal cues (body language, tone). To detect emotional and physical distress. Always use clear, simple language to explain health conditions, medication, and care plans to ensure patients and families understand.  After explaining any procedure or medication change, ask the patients or caregiver to explain it back in their own words to confirm comprehension. Personal-Centred approach: Tailor communication to the individual's preferences, culture, and cognitive abilities. This includes identifying the best way to communicate (e.g., using pictures for dementia patients, or arranging translators). Consistent documentation includes small items, like a diary or a digital record, to document all important conversations, changes in condition, and decisions made during the visit. This ensures continuity of care, especially when multiple providers are involved.  Asking them to be prepared for visits may be a list.  Minimising distractions, turning off the television. Ensure it is a quiet, private setting for sensitive discussions. Always involving the patient and family in care planning, voicing their opinion in helping. Making sure they have easy access to everything they require, like hearing aids, helps a lot when you are sitting right opposite them to help and listen and let them lip-read what you say when communicating.  Can use family members to help with language, but having professional, impartial interpreters rather than family members to avoid any mistakes. Making sure training is up to date among staff. Up-to-date information. While doing my research that underpins everything that we do within social care, understanding to stay calm and professional, having empathy, and always putting yourself in another person's shoes to fully understand their perspective, being patient and listening, staying organised.
(Family practice,23(1), pp. 131-136.

Importance of administrative skills and record keeping.

Administrative skills play a critical role in ensuring effective healthcare delivery.  Good administrative practices help healthcare delivery. Good administrative skills practices help healthcare professionals organise appointments, monitor patient progress and coordinate services between different providers.
This includes record keeping, which is particularly important in community health care settings.  Records provide a clear history of the patient's care plan (Nursing and Midwifery Council,2018).
Effective record keeping allows healthcare providers to:
Monitor whether scheduled visits have been completed.  They also help with missed appointments. To track all patient records in progress. Communication with all other service providers and professionals. Ensuring all accountability and transparency.
In Mr Ahmed's situation, proper documentation would allow staff to identify any problems with appointments quickly. Home visits and take immediate action to arrange for alternative support. Administrative skills can help reduce the risk of errors and improve coordination between care providers.
Supporting Mr Ahmed's missed appointment, it can have a serious effect on the daily support services. Immediate communication with the care provider to determine why the visit was missed. Arranging a replacement as soon as possible. Informing other staff and professionals about the missed appointment. Community workers, nurses. and social workers. Updating the patient's record to document the incident. Making sure by reviewing the scheduling system to prevent similar incidents in the future.
All care providers and healthcare workers should ensure that all their patients have access to emergency contact numbers and support services in case of an emergency. A scheduled visit appointment does not occur.
Mr Ahmed's daily care plan is likely structured to support his recovery and maintain his recovery and maintain his independence.  The plan may include assistance with personal care, medication administration, physiotherapy exercises and meal preparation.
When an appointment or schedule is missed, a meal plan will not take place. This can effect is recovery and progress.  His medication support could lead to health complications.  Lack of mobility and assistance could increase the risk of falls. Mr Ahmed could also face a slow recovery.   Emotional distress may occur if he feels unsupported. Maintaining a consistent and reliable care schedule is therefore essential to ensure Mr Ahmed's safety and well-being.
Partnership working is a key principle in health and social care. It involves professionals from different organisations working together to provide coordinated and holistic care to patients. In his care, some, including:
Hospital discharge teams
Community nurses
Social workers 
Home care providers 
Physiotherapy
Occupational therapists
Family members or carers

Effective collaboration between these professionals ensures that information is shared appropriately and that the patient receives comprehensive support.  So, in this case, if a home care worker misses a visit, the community nurse or social worker may be able to provide temporary support or arrange alternative services. Regular communication between professionals helps ensure that issues are identified and resolved quickly in health services. BMC, Health Services 22, no. 1 (2022):594. 

The Equality Act 2010.
Direct and indirect discrimination. 

The Equality Act 2010 is in place, so people have equal rights, an equal say, and are treated fairly in the same way. Giving the same to everyone. People have a right and are entitled to that service in the UK. Most disabilities or health conditions can be checked online under that act.
The difference between direct discrimination, when discriminating, or when it involves the person directly, for example, is when treated less favourably than someone who isn’t.
Indirect discrimination – when it involves a group of a certain background, but it's not discrimination, a rule, policy or practice is applied to everyone.
So, the act puts legal responsibility on employers and service providers.  Out in the community. Protects from discrimination, harassment and victimisation.
 
Conclusion.

Mr Ahmed's case highlights that a missed appointment can have wider implications for a stroke patient transitioning to home-based care.  Consistent follow-up is a core component of post-stroke rehabilitation, supporting Medication adherence, monitoring for complications, and maintaining functional progress. When an appointment is missed, it is a major concern for the patient, as he may feel neglected, routine is disrupted, and unmanaged symptoms. Reduced therapy engagement and potential decline in independence. Overall, the incident underscores the importance of coordinated communication between healthcare providers, carers, and Mr Ahmed himself to ensure that his daily health routines remain stable. Any missed appointments should be reported immediately, noted and direct communication to inform the other person as soon as possible. Follow up and record, and a replacement has been arranged to continue with the home visit, and any future appointments will be attended, and the daily health routine stays stable. Strengthening these supports will help safeguard his recovery trajectory and promote safer long-term management at home.
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