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INTRODUCTION:

Effective communication, accurate record-keeping and effective collaboration are essential components of high-quality health and social care practice. These three areas are closely connected and contribute to the delivery of safe, person-centred and coordinated care. Effective communication enables professionals to share information clearly and respectfully, while accurate record-keeping ensures that important information about service users is documented and available to those involved in their care. Collaboration further supports effective teamwork by bringing together different professionals, service users and families to meet individual's needs. Therefore, developing these skills is essential for promoting continuity of care, professional accountability and positive outcomes for service users. This report examines the case of Mrs Thompson, a 94-year-old woman who was discharged from hospital following treatment for pneumonia. She lives alone in sheltered accommodation, receives domiciliary care twice a day, and has mild dementia, which affects her memory and increases her risk of forgetting to take prescribed medication. Recent concerns about an incident in which she was found outside without suitable clothing highlight the need for effective support and risk management, this report will explore how clear communication, accurate administrative practice and multidisciplinary teamwork contribute to meeting Mrs Thomson’s needs. It will also consider the importance of relevant legislation, including the Equality Act 2010 and the Data Protection Act 2018, in promoting safe, coordinated and person-centred care.	Comment by Suzanne Guei Usage Vigneron (2522979): make this part more concise


2 THE IMPORTANCE OF EFFECTIVE COMMUNICATIONS
  
Effective communication is essential for delivering high-quality health and social care. It allows professionals to understand the dementia may affect her memory, concentration and ability to process information. If communication is unclear, there is an increased risk that she may forget important instructions, such as when and how to take her medication. Needs of services users, reduce misunderstandings and develop trusting relationships. In the case of Mrs Thompson, communication is especially important because her mild Health and social care professionals should adapt their communication to meet Mrs Thompson’s individual needs. This can be achieved by speaking slowly, using short and simple sentences, avoiding complex medical terminology and checking that she has understood the information. Giving one instruction at a time and allowing extra time for responses can help reduce confusion. Visual aids, written medication schedules and labelled pill organisers may also support her independence and improve medication adherence. Family members or informal carers should be involved in discussions, where appropriate and with Mrs’s consent, to ensure everyone understands her care plan and can provide consistent support. 
The Equality Act 2010 require health and social care services to ensure that people are not disadvantaged because of a disability, including dementia. Professionals have a legal duty to make reasonable adjustments so that service users can access information and services equally. 
For Mrs Tompson, these adjustments may include repeating important information, provide written reminders and communicate in a calm and reassuring manner. These approaches promote dignity, respect and person-centred care while enabling her in decisions about her to participate as much as possible in decisions about her own health. Berlo’s SMCR Model of Communication (Berlo, 1960) provides a useful farmwork for understanding communication within Mrs Tompson’s care. The model consists of four components; Source, Message, Channel and Receiver. The source may be the GP, community nurse or domiciliary care worker, while the message could relate to medication, safety advice or daily care instructions. The Channel includes verbal communication, written information, body language and visual reminders. Mrs Thompson is the receiver, and because dementia may influence how she interprets and remembers information, professionals should confirm understanding by asking questions, encouraging feedback and observing her responses 
Effective communication also supports collaboration between professionals by ensuring that accurate and timely information is shared about Mrs Thompson’s condition. Clear communication reduces the likelihood of medication errors, promotes continuity of care and enables professionals to respond. Quickly if her health changes. Overall, good communication helps protect Mrs Thompson’s safety, encourages her independence and improves the quality of the care she receives, and develop trusting relationships. In the case of Mrs Thompson, communication is especially important because her mild Health and social care professionals should adapt their communication to meet Mrs Thompson’s individual needs. This can be achieved by speaking slowly, using short and simple sentences, avoiding complex medical terminology and checking that she has understood the information. Giving one instruction at a time and allowing extra time for responses can help reduce confusion. Visual aids, written medication schedules and labelled pill organisers may also support her independence and improve medication adherence. Family members or informal carers should be involved in discussions, where appropriate and with Mrs’s consent, to ensure everyone understands her care plan and can provide consistent support. 
Effective communication is essential for delivering high-quality health and social care. It allows professionals to understand the dementia may affect her memory, concentration and ability to process information. If communication is unclear, there is an increased risk that she may forget important instructions, such as when and how to take her medication. Needs of services users, reduce misunderstanding r. The source may be the GP, community nurse or domiciliary care worker, while the message could relate to medication, safety advice or daily care instructions. The Channel includes verbal communication, written information, body language and visual reminders. Mrs Thompson is the receiver, and because dementia may influence how she interprets and remembers information, professionals should confirm understanding by asking questions, encouraging feedback and observing her responses 









3. THE IMPORTANCE OF GOOD ADMINISTRATIVES SKILLS. 	Comment by Suzanne Guei Usage Vigneron (2522979): add contents about Data Protection 2018

Good administrative skills are fundamental to the effective operation of healthcare services. They ensure accurate record-keeping, efficient communication, effective time management, legal compliance, and high-quality service delivery. Strong administrative practices contribute to patient safety, organisational efficiency, and improved health outcomes. 
They are essential for ensuring that organisations operate efficiently and effectively. These skills include communication, organisation, time management, planning, record keeping, problem-solving, and teamwork. Strong administrative skills enable employees to coordinate tasks, manage information accurately and support the achievement of organisational objectives. As a result, they contribute significantly to productivity, service quality, organisational success (Drucker, 2007). One of the primary benefits of effective administrative skills is improved organisational efficiency. Administrative professionals are responsible for managing schedules, maintaining accurate records, coordinating meetings, and ensuring that information is readily available. These responsibilities help reduce errors, minimise delays, and support informed decision-making. Time management is particularly important, as it enables employees to prioritise tasks effectively and meet deadlines, thereby improving workplace performance (Robins and Judge, 2023). Communication is another key administrative skill Effective written and verbal communication promotes collaboration between colleagues, managers, clients, and other stakeholders. Clear communication reduces misunderstandings strengthens teamwork and improves customers satisfaction. Furthermore, problem-solving skills enable administrators to identify challenges, evaluate solutions, and respond appropriately to changing efficiency records are maintained securely, and services are delivered effectively. These skills also support accountability and continuous improvement (Mintzberg, 1989). organisational needs (Daft, 2022). Administrative skills are especially important in sectors such as healthcare, education, and public services, where confidentiality, and compliance with legal and organisational policies are essential. Well-developed administrative skills ensure that resources are managed e


3. THE IMPORTANCE OF WORKING COLLABORATIVELY. i
Working collaboratively is an essential part of health and social care because many service users require support from different professionals.  By sharing knowledge, skills and information, the multidisciplinary team can provide safe, effective and person-centred care. This approach is particularly important for Mrs Thompson because she has several health needs, including mild dementia, recent pneumonia and difficulties remembering to take her medication. 
The GP has an important role in monitoring Mrs Thompson’s overall health, reviewing her medication and assessing any changes in her physical or cognitive condition. Following the incident where she missed her medication, the GP can decide whether changes to her treatment or additional support are required, 
The community nurse is responsible for monitoring Mrs Thompson’s recovery after her hospital discharge and identifying any signs that her condition is deteriorating. The nurse can also assess whether she is taking her medication correctly, provide health education and communicate any concerns to the wider healthcare team.
The domiciliary care workers support Mrs Thompson with her daily living activities and are often the first professionals to notice changes in her behaviour or wellbeing. During each visit, they should observe her condition, encourage her to take her medication and report any concerns promptly. Thei observations are valuable because they spend the most regular time with her.
Good teamwork depends on clear communication, mutual respect and accurate sharing of information. Regular meetings, detailed care records and prompt reporting of concerns allow professionals to work towards the same goals and respond quickly when Mrs Thompson’s needs change. Although challenges such as communication barriers or delays in sharing of information may sometimes occur, effective collaboration improves continuity of care, reduces risks and helps Mrs Thompson remain as safe and independent as possible in her own home.




CONCLUSION:
In conclusion, providing high-quality care for Mrs Thompson requires more than meetings her physical needs. It depends on effective communication, strong administrative practice and close collaboration between health and social care professionals. Clear communication helps Mrs Thompson understands her care and supports her independence despite the challenges associated with mild dementia. Accurate record keeping, confide                        ntiality and compliance with the Data Protection Act 2018 ensure that information is managed safely and that professionals can make informed decisions. In addition, collaborative working between the GP, community nurse and domiciliary care workers enables a coordinated approach that reduces risks and improve centredcentred care care. By following person-centred care principles and relevant legislation, professionals can promote Mrs Thompson’s safety, dignity and wellbeing while supporting her to remain independent in her own home for as long as possible.
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