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[bookmark: _Toc226905847]Introduction
Effective communication is an essential skill that must be applied every environment, regardless in the workplace, school premises, healthcare, or in everyday social communication. It engages not only gives clear information but also promotes good listening, understanding, and responding properly other people’s need especially the service users, making sure that messages are clearly received and interpreted. In the UK, the Equality Act 2010 provides a legal plan that protects individual from discrimination in the basis of personality like disability, age, race, gender and language. This measure requires organisations and service providers to make reasonable adjustments to remove limitations and making sure that decent access, including adjustments with communication methods to meet varied needs. Using effective communication alongside with the legal principles helps to create broad, respect, and safe environments, that all individuals can join fully and protected from harm and unfair treatments.

[bookmark: _Toc226905848]Importance of effective communication
The approach principles according to (UK Government, 2015), an effective communication is essential for Mr Ahmed’s care to make sure safety, stability, and person-centred support, specifically with his stroke and given his limited English knowledge. Poor communication between the private care agency and other professional team can be result as a serious consequence, as it has happened from the missed visit and delayed medication. Clear and consistent information sharing with professionals like the GP, community nurse, and speech and language therapist, is important to equalised care and reduce risks. Regarding with Mr Ahmed’s communication, it should be adapted to his needs by using not using jargon but use simple language, non-verbal cues, visual aids or an interpreter where necessary, and making sure Mr Ahmed is still involved instead of only relying fully to his wife. In addition, one effective approach too according to (NHS, n.d.), is the SBAR method (Situation, Background, Assessment, Recommendation). It provides clear and standard way of sharing important information. They also claim that SBAR helps to prevent breakdowns in verbal and written communication and creates a shareable understanding during handovers or crucial situations, developing patients’ safety and avoiding errors. Relating to Mr Ahmed’s case, SBAR can be used for staff’s to effectively communicate clearly about issues like a missed appointments or medical delays. For example, outlining the situation which is the missed visit, background like the stroke recovery and medication schedule, assessment about the risks for health, and recommendation like urgent follow up visit. In addition, communication with Mr Ahmed and his wife should be adapted using simple language, visual aids, and active listening to make sure understanding and involvement. As (Equality Act 2010), that requires reasonable adjustments to avoid discrimination making sure to have equal access to care. Combing format tools like SBAR with involvement, person centred communication, healthcare professionals can minimise risks, improvement with collaboration, and support better results.

[bookmark: _Toc226905849]Importance of good administrative skills 
Good administrative skills are important in professional practice, primarily with Mr Ahmed’s care, as it ensures that all the aspects if his support are exactly combined and documented. As stated by (CQC, 2025) an effective administration supports the stability of care, avoids errors, and promotes patients’ safety. As an example, the missed home visit of the private care agency showing the lapses in scheduling, communication of record tracking can have a crucial consequence, like Mr Ahmed did not receive his prescribed medications on time. Accurate administrative involving like on time updates to care plans, and proper communication between the associative team along with GP, community nurse, and speech and language therapist will help to reduce risks and continuity of care, personalised and responsive to Mr Ahmed’s needs. Good administrative skills also help effective resource allocation, making sure regulatory consent, and provides clear review for accountability among the healthcare and social care system.
Record keeping is important tool of administrative practice in health and social care. It includes maintaining detailed information, up to date, and accessible documentation in all condition of an individual’s care like medication administration, clinical observations, care plans, and any other incidents. For Mr Ahmed, detailed record keeping protects that all members of the care team are informed of his current situation and condition, needs, mediation, that is specifically important given his limited English knowledge and dependence on his wife for communication. In accordance with (Data Protection Act 2018), its principles apply directly to this process, requiring and personal and sensitive information is processed legally, fairly, and transparently. Information should be similar, kept secured, and maintained for as long as necessary, with respecting the rights of individuals to access their data. In Mr Ahmed’s practice, records are important to be stored securely, only to be share with related professionals, and be documented in the way that it is protected with his privacy. The principles of Data Protection Act 2018 should be applied to safeguard this information. Appropriate application of these helps to build and maintain trust, ensure consent with legal responsibility, and promotes high quality care service. This will be reassuring both ethical and legal standards in health and social care.
Important policy framework supporting these practices include the Health and Social Care Act 2012 that emphasizes safeguarding, patient safety, the quality of care, and the Care Quality Commission standards for service organisations that requires detailed record keeping and powerful administrative measure. Attaching to these measures ensures that incidents like missed visits are directly identified, investigated, and prevention in the future. 
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Working collaboratively with other professional is serious in providing high quality, safe, and person-centred care for Mr Ahmed that has complicated needs with following stroke. Multidisciplinary Team (MST) involves in his care like GP, community nurse, private care workers, and speech and language therapist. Specialised knowledge and skills each professional bring contributes to Mr Ahmed’s overall recovery, from monitoring pressure and wound care, to supporting effective communication, swallowing, and daily personal care. Collaboratively working ensures that all team members are informed about all his medical records, current health status, prescribed medications, recover requirements, and communication challenges, which is especially important given that Mr Ahmed’s first language is Bengali, and he has a limited English knowledge. Sharing information and coordinating care, the care team can avoid errors like missed visits, delayed medication intake, reducing the risks of complications, and supporting persistence of care with different settings, including the home environment and outpatient services.
Accordance to (UK Government, 2018), approaches to fostering effective collaboration includes regular MDT meetings to review and update care plans, planned communication systems, and shared digital health records. Clear documentation of care interventions, observations, and incidents ensures all professional care team to have access to an updated information that supports accountability. Active listening and same respect, and recognition of professional’s skills to build trust and attachments between the team. Involving the wife in Mr Ahmed’s case with discussions and using their culturally sensitive communication strategies will help ensuring that he understands his care plan and will be able to involve in decision making, in line with person centred care basis. The use of technology with secure digital systems, also supports up to date communication with safeguarding personal data under Data Protection Act 2018.
Based on (NHS, n.d.), cross-agency usually working and faces challenges like differing professional arrangements, challenges in language, role doubt, changing organisational policies. To overcome with strategies that includes establishing clear detailed responsibilities, the help of using interpreters, or culturally applicable communication aids, implementing conflict resolution procedures, and providing collaborative training to elevate on understanding of each other’s roles. Reflective analysis, reflective practice, and supervision ensures that collaboration stays effective, allowing teams to learn from incidents and continuous improvements of care service. Attending a culture of shared goals, respect, and accountability, the MDT can deliver coordination, personalised care for Mr Ahmed, improving his safety and health results, while sticking to regulatory measurements like CQC standards and NHS England guidance on multidisciplinary team working.

[bookmark: _Toc226905851]Conclusion 
In conclusion, regarding Mr Ahmed’s case highlights the severe role of effective communication, good administrative skills, and collaborative working in delivering safeguarding, person centred health and social care. Using effective communication ensures that Mr Ahmed’s needs are clearly understood and met, specifically with his limited English knowledge, involving his wife as a main communicator and with strategies like clear verbal communications, written instructions and culturally sensitive approaches. In good administrative skills, like updated and detailed record keeping, up to date with care plans, and coordinated scheduling, and support consent with legal and regulatory requirements like the Data Protection Act 2018 and Care Quality Commission standards. Collaboration with interprofessional team like GP, community nurse, private care workers, and speech and language therapists will ensure that all Mr Ahmed’s condition like physical, emotional and social need are met, providing continuous care, shared decision making and improving health results. The combination of clear communication, powerful administration, and effective team collaboration, health and social care professionals can deliver high quality, safe and responsive care that will supports recovery and promotes the wellbeing of service users like Mr Ahmed.
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