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1. Introduction
Focuses on the care needs of Mrs Thompson, an 84-year-old woman who has recently returned home after being treated for pneumonia. Mrs Thompson lives independently in sheltered accommodation and receives support from domiciliary care workers. However, her mild dementia has created some challenges, including forgetting her medication and being found outside without suitable clothing during cold weather. These concerns show the importance of providing safe, person-centred care that protects her wellbeing and independence.
It will also explore three important areas related to Mrs Thompson’s care: effective communication, good administrative practice including record keeping, and partnership working between different health and social care professionals. It will also consider how legislation and policies guide professional practice, ensuring that service users receive respectful, safe, and equal care. These legal frameworks support professionals in making informed decisions and help ensure Thompson’s rights, dignity, safety and quality of life remain protected.

2. Importance of effective communication 
Communication is an important part of providing safe and person-centred care for Mrs Thompson. As an older person living with mild dementia, she may experience difficulties with memory, understanding information, or expressing her needs. Good communication can help care workers understand her feelings, preferences, and concerns, while also helping to maintain her independence and dignity. In Mrs Thompson’s situation, clear communication is especially important because she has forgotten her medication, which may place her health at risk. Care staff need to communicate effectively to identify problems early and provide appropriate support.
When communicating with Mrs Thompson, professionals should use a calm and respectful approach. They should speak slowly, use simple language, give her enough time to respond, and avoid overwhelming her with too much information at once. Non-verbal communication, such as maintaining eye contact, using a friendly tone, and showing patience, can also help build trust. Since dementia can affect confidence and memory, staff should involve Mrs Thompson in decisions about her care as much as possible rather than making assumptions about what she can or cannot do.
Mrs Thompson’s family is also important because they may provide valuable information about her routines, preferences, and changes in her behaviour. Health and social care workers should share appropriate information with family members while respecting Mrs Thompson’s right to privacy and confidentiality. Any discussions should be based on her wishes and consent, ensuring that she remains at the centre of decisions about her care.
The Equality Act 2010 provides important principles that support fair treatment within health and social care. Care providers must protect individuals from discrimination and ensure that people receive support according to their needs. For Mrs Thompson, this means providing care with dignity, equality, and respect. Staff should recognise her dementia as a condition that may require reasonable adjustments, such as allowing extra time for communication or using reminders to support medication management. These adjustments help ensure that she has equal opportunities to access safe and effective care.
One communication model that can be applied to Mrs Thompson’s situation is Berlo’s  Model. This model explains communication through four elements: Source, Message, Channel, and Receiver (Berlo, 1960). The care worker is the source who provides information, the message is the care-related information being shared, the channel is the method used to communicate, such as speaking or written notes, and Mrs Thompson is the receiver. Using this model encourages professionals to consider whether their communication method is suitable for her abilities and needs.
Overall, effective communication supports Mrs Thompson’s safety, independence, and quality of life. It helps professionals, family members, and Mrs Thompson work together to provide respectful and appropriate care.

3. Importance of good administrative skills 
Good administrative skills are essential in health and social care because they support safe practice, effective communication, and high-quality care delivery. In Mrs Thompson’s case, accurate administration is particularly important because she is an older person living with mild dementia and has experienced difficulties with managing her medication. Care workers and other professionals need reliable information about her health, care needs, and any risks so that they can provide appropriate support.
One of the most important administrative responsibilities is maintaining accurate records. Health and social care staff should record relevant information about Mrs Thompson’s daily care, medication support, changes in her condition, and any incidents that occur. For example, the missed medication over two days should be documented clearly, including what happened, what actions were taken, and who was informed. The incident where she was found outside without suitable clothing should also be recorded and reviewed because it may indicate a risk to her safety and wellbeing. Good record keeping helps professionals make informed decisions and provides continuity when different workers are involved in her care.
The principles of the Data Protection Act 2018 are also important when managing Mrs Thompson’s personal information. The Act requires organisations to protect confidential data and ensure that information is collected, stored, and shared appropriately. This means that details about Mrs Thompson’s health, medication, and personal circumstances should only be accessed by authorised professionals who need the information to support her care. Staff must ensure records are kept securely and avoid discussing confidential information with people who do not have permission to receive it (Department of Health and Social Care, 2018).
Other legislation and policies also influence administrative practice in health and social care. The Care Act 2014 highlights the importance of protecting adults’ wellbeing and ensuring that care is based on individual needs. Following safeguarding procedures is necessary because Mrs Thompson’s situation raises concerns about her safety and ability to manage daily activities independently (Department of Health, 2014).

4. Importance of good collaborative
Collaborative working is essential in health and social care because it allows different professionals to share their knowledge and provide safe, coordinated support for service users. In Mrs Thompson’s situation, several professionals are involved in her care, including her GP, community nurse, domiciliary care workers, pharmacist, and the local authority safeguarding team. Working together helps ensure that her physical health, medication needs, safety, and emotional wellbeing are considered as part of a complete care plan.
The GP has an important role in reviewing Mrs Thompson’s health following her pneumonia and assessing the concerns related to missed medication. The community nurse can monitor her recovery, identify changes in her condition, and provide health advice. Domiciliary care workers have regular contact with Mrs Thompson, meaning they are often the first people to notice changes in her behaviour, confusion, or ability to manage daily activities. The pharmacist can support safe medication management by checking her prescriptions and advising on ways to reduce the risk of missed doses. The local authority safeguarding team can assess risks and make sure appropriate support is provided after concerns about her being outside without suitable clothing.
Effective collaboration requires professionals to communicate clearly, respect each other’s responsibilities, and share relevant information appropriately. Regular meetings, accurate care records, and agreed care plans help everyone understand their role and provide consistent support. Involving Mrs Thompson in decisions also promotes person-centred care and respects her independence.
However, multi-agency working can experience challenges. These may include delays in sharing information, unclear responsibilities, or differences in professional approaches. Poor communication can increase risks and affect the quality of care provided. To overcome these difficulties, organisations should encourage regular communication, use secure record systems, and create opportunities for professionals to discuss concerns together.
By working collaboratively, health and social care professionals can respond quickly to Mrs Thompson’s needs, reduce risks, and improve her safety and overall quality of life.

Conclusion
In conclusion, Mrs Thompson’s care requires effective communication, accurate record keeping, and strong collaboration between professionals. These practices help to protect her safety, respect her rights, and ensure she receives person-centred support. By following relevant legislation and working together, health and social care professionals can improve her wellbeing and quality of life.
It is therefore important that health and social care services regularly review Mrs Thompson’s needs and adapt the support provided when her circumstances change. This approach helps reduce risks, improve her confidence, and ensure that she continues to receive compassionate and safe care within her community.
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