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Effective Communication, Administration and Collaborative Practice in the Care of Mr Ahmed
Introduction (150 words)
Providing safe and person-centred care within health and social care settings requires effective communication, strong administrative practice, and collaborative teamwork among professionals. These elements are particularly important when supporting individuals with complex health needs. This report examines these aspects in relation to the case study of Mr Ahmed, a 68-year-old man who recently experienced a stroke and now receives support from a range of health and social care professionals. Because Mr Ahmed’s first language is Bengali and he has difficulty understanding complex English, clear communication strategies are essential to ensure that he and his family remain actively involved in his care. The report will first explore the significance of effective communication with reference to the principles of the Equality Act 2010 and a recognised communication model. It will then discuss the role of good administrative practice and record-keeping within the context of the Data Protection Act 2018. Finally, the report will consider the importance of collaborative working between professionals involved in Mr Ahmed’s care.

1. Importance of Effective Communication in Mr Ahmed’s Care (450 words)
Effective communication plays a crucial role in delivering safe and person-centred care in health and social care settings. In the case of Mr Ahmed, communication is particularly significant because he has recently experienced a stroke and faces language barriers, as Bengali is his first language. Health professionals must therefore ensure that communication methods are adapted to meet his individual needs and abilities.
One key piece of legislation that guides communication practice in the United Kingdom is the Equality Act 2010. This legislation protects individuals from discrimination and ensures that people receive equal access to services regardless of characteristics such as age, disability, or ethnicity. In Mr Ahmed’s situation, his language difficulties and the effects of his stroke could place him at risk of unequal access to care if professionals do not adapt their communication. The Equality Act encourages organisations to make reasonable adjustments, which may include providing interpreters, using simplified language, or involving family members in discussions to ensure the service user fully understands information about their care.
[bookmark: _Int_6WMSJI5t][bookmark: _Int_IZ36Kd1K]The Shannon and Weaver communication model can be used to understand how effective communication can be achieved. This model describes communication as a process that involves a sender, a message, a channel, and a receiver. It also highlights the possibility of “noise,” which refers to any barrier that interferes with understanding. In Mr Ahmed’s case, language differences and cognitive difficulties following his stroke may act as communication barriers. Health professionals must therefore minimise these barriers by choosing proper communication methods such as speaking slowly, using simple language, and checking understanding.
Another important strategy is the involvement of Mr Ahmed’s wife, who speaks fluent English and often communicates with professionals on his behalf. Family members can act as valuable communication partners, helping professionals understand the service user’s needs and preferences. However, professionals must also ensure that Mr Ahmed stays involved in decision-making about his care, in line with person-centred practice.
Healthcare staff should also use non-verbal communication techniques such as eye contact, body language, and visual aids. These approaches can improve understanding, especially for individuals who have experienced communication difficulties following a stroke. The speech and language therapist involved in Mr Ahmed’s care also plays an essential role by supporting his communication abilities and helping him regain confidence in expressing himself.
[bookmark: _Int_mIdcmFHK]Overall, effective communication ensures that Mr Ahmed receives proper care, understands his treatment, and stays actively involved in decisions affecting his health. By following the principles of the Equality Act 2010 and applying suitable communication strategies, professionals can ensure that Mr Ahmed’s needs are respected and that the quality of care provided is safe, inclusive, and person-centred.

2. Importance of Administrative Skills and Record Keeping (450 words)
Administrative skills are a fundamental aspect of professional practice in health and social care. Accurate documentation, effective record-keeping, and right information management help ensure continuity of care and support patient safety. In Mr Ahmed’s case, administrative practice is particularly important because several professionals are involved in his care, including the GP, district nurse, domiciliary care workers and a speech and language therapist.
[bookmark: _Int_XBp6K9zq]One key aspect of administrative practice is record keeping. Healthcare professionals must document all relevant information about a service user’s condition, treatment, and support needs. Accurate records allow professionals to check progress, communicate effectively with colleagues, and ensure that care plans are followed correctly. In Mr Ahmed’s case, records should include details of his medication schedule, blood pressure monitoring, wound care, and therapy sessions.
[bookmark: _Int_mZPW5f32]The Data Protection Act 2018 provides the legal framework for managing personal information in the UK. This legislation ensures that individuals’ personal data is handled securely and confidentially. Health professionals must therefore store and share Mr Ahmed’s information responsibly and only with individuals who are directly involved in his care. This protects his privacy and supports trust between service users and healthcare providers.
The recent incident involving a missed home visit highlights the importance of proper administrative procedures. Because the visit did not take place, Mr Ahmed did not receive his medication on time. Situations like this can have profound consequences for patient safety. Accurate scheduling systems, clear documentation, and effective communication between care providers are essential to prevent such errors from occurring.
[bookmark: _Int_P4TDW0LH][bookmark: _Int_AjNxRdQc][bookmark: _Int_WSYx5cra]Another important aspect of administrative practice is incident reporting. When an error or concern arises, it must be documented and investigated appropriately. In Mr Ahmed’s case, the missed visit has been reported and is under investigation. Reporting incidents allows organisations to identify the causes of problems and implement improvements that prevent similar situations in the future.
Healthcare professionals must also ensure that records are correct, clear, and completed promptly. Poor documentation can lead to misunderstandings, delays in treatment and risks to patient wellbeing. For example, if medication records are incomplete or incorrect, Mr Ahmed may receive the wrong dosage or miss important treatment.
In summary, strong administrative skills support safe and effective care delivery. By supporting correct records, following the requirements of the Data Protection Act 2018, and ensuring clear communication between professionals, healthcare staff can protect service users and improve the overall quality of care provided.

3. Importance of Collaborative Working in Mr Ahmed’s Care (300 words)
[bookmark: _Int_k6rROmJR]Collaborative working is essential in health and social care because many service users require support from different professionals with specialised knowledge and skills. In Mr Ahmed’s situation, his care involves a multidisciplinary team that includes his GP, district nurse, domiciliary care workers and a speech and language therapist.
[bookmark: _Int_DBvJmTtv]Working collaboratively allows professionals to share information and coordinate care effectively. Each member of the team contributes their own ability to ensure that Mr Ahmed receives comprehensive support. For example, the GP oversees his overall medical treatment, the district nurse watches his blood pressure and wound care, domiciliary care workers assist with daily living tasks, and the speech and language therapist supports his communication and swallowing difficulties following the stroke.
Effective collaboration relies on clear communication, mutual respect, and shared decision-making. Regular meetings, shared care records, and clear care plans help professionals stay informed about Mr Ahmed’s progress and any changes in his condition. When professionals communicate effectively, they can quickly find concerns and respond appropriately.
However, multi-agency working can also present challenges. Differences in professional roles, communication gaps or unclear responsibilities may lead to misunderstandings or delays in care. The missed home visit mentioned in the case study proves how coordination problems can affect service delivery.
To address these challenges, organisations should prove clear protocols for communication and information sharing. Regular team meetings, digital care records, and clearly defined responsibilities can help improve coordination between professionals. Training and professional development can also help staff understand the roles of other team members and strengthen collaborative practice.
Overall, collaborative working ensures that Mr Ahmed receives holistic and well-coordinated care. By working together effectively, professionals can address his physical, emotional and communication needs while promoting recovery and independence.

Conclusion (150 words)
In conclusion, effective communication, strong administrative practice, and collaborative working are essential elements of high-quality health and social care. In the case of Mr Ahmed, communication strategies must be adapted to overcome language barriers and the effects of his stroke, ensuring that he is still fully involved in decisions about his care. The Equality Act 2010 supports inclusive practice by requiring services to make reasonable adjustments for individuals with added needs. Administrative skills, including exact record-keeping and secure data management, are equally important in supporting patient safety and ensuring continuity of care. The Data Protection Act 2018 provides guidance on the responsible handling of personal information. Finally, collaborative working between the multidisciplinary team ensures that Mr Ahmed receives coordinated and holistic support. By combining effective communication, strong administrative systems and teamwork, healthcare professionals can deliver safe, respectful, and person-centred care that promotes the wellbeing and recovery of individuals like Mr Ahmed.

Harvard References
[bookmark: _Int_ZIT2RmFq]Beauchamp, T. and Childress, J. (2019) Principles of Biomedical Ethics. 8th ed. Oxford: Oxford University Press.
Department of Health and Social Care (2018) The Data Protection Act 2018. London: HMSO.
Glasby, J. and Dickinson, H. (2014) Partnership Working in Health and Social Care. Bristol: Policy Press.
Health and Care Professions Council (2022) Standards of Conduct, Performance and Ethics. London: HCPC.
[bookmark: _Int_0mwzEAQ5]Tuckman, B. and Jensen, M. (2010) Stages of Small-Group Development Revisited. London: Sage.
UK Government (2010) Equality Act 2010. London: The Stationery Office.

