CASE STUDY:

Assessment Component 1: Group PowerPoint Presentation (5 minutes per member)
Case Study: Ashford Community Care Service
Ashford Community Care Service supports adults with physical disabilities and long-term care needs who require daily care, medication reminders, appointment support, care records, and wellbeing checks. Staff work across service users’ homes, supported living settings, and the main office. The team includes support workers, senior care workers, nurses, care coordinators, and administrative staff. The organisation uses Microsoft 365, but staff are unsure which tools should be used for different workplace tasks. This has led to missed updates, duplicated work, unclear rotas, inconsistent records, and inefficient ways of working. Management wants to improve teamwork, communication, and efficiency by matching the correct Microsoft 365 tools to specific workplace tasks. Your group has been asked to review workplace tasks and recommend suitable digital tools.
Each group will:
1. Identify one workplace task linked to the case study
1. Select the most suitable Microsoft 365 tool
1. Explain why the tool is appropriate for that task and how it supports the group recommendation.
Step 1 – Choose a Workplace Task 
Each group must choose one workplace task from the list below:
1. Staff communication and daily updates
1. Secure file storage and sharing of service user documents
1. Writing care-related documents/Care records
1. Staff scheduling/rotas and visits
1. Staff training and sharing learning materials
Step 2 – Match a Microsoft 365 Tool to workplace task (Individual)
Each group must choose one Microsoft 365 tool that best suits their selected workplace task.
Available MS 365 tools:
1. Microsoft Teams
1. Outlook
1. OneDrive
1. Word
1. Excel
1. PowerPoint
Step 3 – Explain and Justify in your PowerPoint presentation
Group Requirement (Shared Responsibility): together, the group will present a cohesive and structured set of recommendations for Ashford Community Care Service in the slides.
Each group must explain in their joint presentation (divide the task among group members):
1. What their chosen workplace task involves
1. Which Microsoft 365 tool they selected
1. Why this tool is suitable for the task
1. How it improves efficiency or communication
1. Advantages and limitations of using the chosen tool
Recommend how Ashford can implement these changes












STAFF AND DAILY COMMUNICATION:
The chosen workplace tasks involve staff communication and daily updates. This is because communication is pivotal for building trust, collaboration and ensuring quality care (Stephen et al.,2024, p221).Furthermore, communication within organization employee and manager and evaluate how employee receive the accessibility of task and relevant information about the organisation(Walden,2017).

According to Melati (2025), Microsoft teams comprehensive communication feature increase employee collaboration and engagement by up to 25 with these tools, teams can communication more quickly and efficiently, reducing delay and improve productivity. Additionally, high-quality video conferencing also helps maintain strong workplace relationship, while chat features encourage informal discussion, to solve problem.
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