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[bookmark: _Toc237461293]1. Introduction
Health and social care services aim to provide high-quality, person-centred care that promotes the wellbeing, dignity, and independence of individuals. To achieve this, professionals must communicate effectively, maintain accurate records, and work collaboratively with other members of the multidisciplinary team. They must also follow current legislation and professional frameworks to ensure safe and effective practice.
This report will analyse the case of Mrs Thompson, an 84-years-old woman who was recently discharged from hospital following pneumonia. Mrs Thompson lives alone in sheltered accommodation, receives domiciliary care twice a day, and has mild dementia, which affectes her ability to manage her medication safely. The report will explore the importance of effective communication, good administrative practice, and collaborative working in supporting her care. It will also examine how current legislation and professional frameworks guide healthcare professionals in providing safe, respectful, and person-centred care that meets Mrs Thompson’s individual needs.

[bookmark: _Toc237461294]2. Importance of effective communication

Effective communication is essential for delivering safe and person-centred health and social care. It enables professionals to understand an individual's needs, share relevant information, and make appropriate decisions about their care. In Mrs Thompson’s situation, communication is particularly important because she is 84 years old, has recently returned home following hospital treatment for pneumonia, lives alone, receives domiciliary care twice daily, and has mild dementia. These circumstances may the risks to her health and wellbeing, making clear and consistent communication between Mrs Thompson, her family, carers, and other professionals particularly important.
Mrs Thompson recently missed two days of her medication and subsequently experienced increased confusion. This situation demonstrates the potential consequences of ineffective communication and insufficient monitoring. When concerns are identified, they should be recorded accurately and communicated promptly to the professionals involved in her care. In this case, requesting a medication review following the incident could help identify the reason for the missed medication and determine whether additional support is required. Effective information sharing can therefore allow professionals to respond earlier and reduce the possibility of further harm. Rimal, Rajiv N y Lapinski, (2010) highlight the importance of communication in supporting health-related decisions and encouraging behaviours that can promote wellbeing.
The way professionals communicate with Mrs. Thompson should also take her dementia into consideration. Information should be presented in a clear and straightforward manner, with professionals speaking at an appropriate pace and allowing her enough time to understand and respond. Maintaining appropriate eye contact and avoiding unnecessarily complex language may also make communication easier. Written information, visual prompts, medication charts, or reminder systems could provide additional support and may help reduce the likelihood of further missed medication. Active listening is equally important because it gives Mrs Thompson an opportunity to communicate her concerns, preferences, and wishes. This approach can help professionals maintain her dignity and encourage her involvement in decisions about her own care. 
Where appropriate, Mrs Thompson's family can also contribute to effective communication, provided that her consent and confidentiality are respected. Family members may be able to identify changes in her usual behaviour, routines, or general wellbeing that professionals may not immediately notice. In return, professionals should communicate relevant information about care plans, medication reviews, and safeguarding concerns in an appropriate manner. Effective communication between professionals and relatives can support stronger working relationships and contribute to continuity and safer decision-making (Rimal, Rajiv N y Lapinski, 2010).
The Equality Act 2010 is also relevant to Mrs Thompson’s circumstances because it provides protection against discrimination relating to protected characteristic, including age and disability. Her dementia may mean that reasonable adjustments are necessary to enable her to understand information and participate in decisions about her care. For example, professionals may need to repeat important information, check her understanding, provide written information in an accessible format, or involve an appropriate advocate when necessary. These adjustments can support Mrs Thompson's right to participate in decisions while promoting dignity, equality, and independence.  
Furthermore, effective communication is particularly important when safeguarding concerns arise. Mrs Thompson was found outside without suitable clothing during cold weather, which raises concerns about her safety and wellbeing. Information about this incident should be communicated promptly between the domiciliary care team, nurses, social workers, and other relevant services. Accurate information sharing allows professionals to identify changes in Mrs Thompson’s circumstances, assess potential risks, and decide what support or intervention may be required. Working collaboratively can therefore help create a coordinated care plan that protects Mrs Thompson while continuing to promote her independence. This approach may also reduce the likelihood of similar incidents occurring in the future (Rimal, Rajiv N y Lapinski, 2010).
The Transactional Model of Communication is particularly relevant to Mrs Thompson’s care. Rather then viewing communication as information being transferred in only one direction, this model understands communication as an ongoing process in which both people contribute and respond  to each other. This is important when supporting someone with dementia because professionals should not simply provide instructions; they should also observe Mrs Thompson's responses, listen to her concerns, and adapt their communications accordingly. Feedback from Mrs Thompson can help professionals establish whether she has understood the information and wether further clarification or support is needed. Using communication as a two-way process can therefore promote person-centred care and encourage Mrs Thompson to remain involved in decisions about her health and wellbeing. 

[bookmark: _Toc237461295]3. Importance of good administrative skills 
Administrative skills play an important role in health and social care because they support the safe and organised delivery of care. For Mrs Thompson, accurate documentation,appropriate management of information,and compliance with relevant legal requirements are crucial to ensuring continuity of care, reducing risks, and supporting communication between professionals.
Mrs Thompson missed two days of her medication, which led to increased confusion, and an incident report was completed. Recording this event accurately is important because it provides clear and factual account of the care delivered, changes in a service user’s condition, and actions taken by professionals. In this case, documenting the missed medication, the medication review, and the safeguarding concern after Mrs Thompson was found outside without appropriate clothing allows healthcare professionals to monitor risks, identify patterns, and make informed decisions about her care. Accurate records also promote accountability and demonstrate that appropriate action has been taken (Margo, 2019).
Effective record keeping should be accurate, clear, timely, iobjective, and confidential. Records should include only relevant information and avoid personal opinions. Well-maintained records improve communication between domiciliary carers, nurses, general practitioners, pharmacists, and social workers, helping to reduce medication errors and ensure coordinated care. Medical records Alison provide legal evidence of the care delivered and contribute to maintaining quality standards within healthcare organisations (Hudak et al., 1993).
Confidentiality is another aspect of administrative practice. The Data Protection Act 2018, alongside the UK General Data Protection Regulation (UK GDPR), estabilised requirements for handling personal information appropriately. Mrs Thompson’s records contain sensitive details relating to her dementia, medication, hospital discharge, and safeguarding concerns. Professionals therefore need to ensure that information is handled lawfully and securely, kept accurate and up to date, and only accessed by people who have a legitimate reason to be involved in her care. Following these principles helps protect Mrs Thompson’s privacy while allowing relevant information to be support  safe and effective care (Chico, 2018).
Although Mrs Thompson’s family may assist with her care, confidential information should only be shared with their consent or where there is a legal justification, such as safeguarding concerns or if Mrs Thompson lacks the mental capacity to make decisions. These decisions should follow the Mental Capacity Act 2005, ensuring that any actions are taken in her best interests. 
Administrative practice must also reflect wider responsabilities under health and social care legislation. The Care Act 2014, provides an important framework for adult safeguarding and promoting wellbeing, while the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014, sets requirements for registered providers, including appropriate record keeping. Applying these legal and professional standards, practitioners can provide coordinated, person-centred care while protecting Mrs Thompson’s confidentiality, reducing the risk of further medication errors, and improving the overall quality and safety of the care she receives. 
[bookmark: _Toc237461296]4. Importance of working collaboratively
Working together across health and social care services is important for ensuring that care is safe, coordinated, and person-centred care. In Mrs Thompson’s situation, cooperation between her GP, community nurse, domiciliary care workers, pharmacist, and social care professionals is specially important. Her mild dementia, recent missed medication, and the  safeguarding concern identified in her circumstances mean that professionals need to work together and share relevant information to recognise risks and provide appropriate interventions. Poor interprofessional collaboration can negatively affect healthcare delivery and patient care (Reeves et al., 2017).
Effective collaboration can be supported by maintaining regular communication, developing shared care plans, defining  professionals responsabilities clearly, and providing constructive feedback. For example, domiciliary care workers may identify changes in Mrs Thompson’s behaviour or medication adherence and communicate these concerns to the community nurse or GP. The GP can review her support. Interprofessional meetings and structured team activities are examples of strategies that may support better  professional practice and contribute to improved outcomes for people receiving care (Reeves et al., 2017). Positive professional relationships, shared responsibility, constructive feedback, and recognition of different professionals’ strengths can further strengthen collaboration (Wei et al., 2020).
However, multi-agency working can also create difficulties, such as ineffective communication, uncertainty about professional responsabilities, conflicting priorities, or delays in passing information between teams. If these difficulties are not addressed, they may lead to misunderstandings or gaps in the support provided to Mrs Thompson. To overcome these challenges, professionals should establish clear communication channels, maintain accurate records, agree responsabilities, and hold regular multidisciplinary meetings. Relevant Information must also be exchanged appropriately and in line with data protection requirements.
Collaboration becomes particularly important when addressing are responding to concerns about Mrs Thompson’s safety. Any concerns should be communicated without unnecessary delay so that the professionals involved can work together to assess the situation and decide what action is appropriate. Through respectful professional relationships and shared responsibility, the team can coordinate support that helps to keep Mrs Thompson safe while also promoting her independence and wellbeing (Reeves et al., 2017). 
[bookmark: _Toc237461297]5. Conclusion 
Overall, Mrs Thompson’s case highlights how communication, effective administration, and teamwork contribute to safe and person-centred health and social care. Open and appropriate communication with Mrs Thompson, her family, and professionals involved her care allows her needs, preferences, and concerns to be recognised, while making suitable adjustments to the way information is provided can support her dementia and help ensure that she is treated fairly. Accurate and confidential documentation is essential for maintaining continuity of care, protecting personal information, and identifying risks such as missed medication and safeguarding concerns. In addition, cooperation between the GP, community nurse, domiciliary care workers, and other professionals involved in MrsThompson’s care supports the appropriate sharing information and responsibilities. Regular communication, clear roles, accurate documentation, and multidisciplinary working can help overcome common barriers to multi-agency collaboration. 
In conclusion, applying relevant legislation, professional standards, and evidence-based approaches helps protect Mrs Thompson’s safety, dignity, independence, and wellbeing while supporting the delivery of high-quality care.
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