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This Guidance 
1. This Guidance is based on the previous Contact Log guidance, dated January 2021. It 

is available via the Tool Kit on Transom Trust’s website. 
 
Importance of Contact Logs 
2. Under the terms of the “License to Occupy” Agreement, Contact Logs provide the 

weekly evidence of contact with, & support for, the Residents: 

• made & provided on a relational basis; 

• as required by Transom Trust; 

• which the Residents have agreed, & need, to engage with; 

• & which ultimately aims to enable the Resident to live independently. 
 
3. Placing a Residents in a property is simply the start. The contact & support the Resident 

receives is what really determines the success of the ministry we are engaged in. As 
always, prayer needs to be the foundation for any ministry. 
 

4. Contact Logs provide a structured & valuable record of: 

• the Support Plan for the Resident being worked out on a weekly basis (see 
separate guidance on Support Plans); 

• & evidence for Local Authorities to ensure Residents continue to receive Housing 
Benefit (the basic amount), plus an additional component relating to supported 
accommodation (which enables Transom Trust to maintain its properties). 

 
Contact time amount & maximising contact 
5.  Contact with a Resident needs to be at least 2 hours per week (on average) as agreed 

with our local authorities (Hastings and Rother Councils).  
 
6.  Contacts are all about supporting the Resident & providing evidence of the support. 

However, there can be a big difference between the amount of contact time with a 

https://transomtrust.org.uk/tool-kit/
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Resident & all the time spent for/supporting a Resident. Green Pastures therefore 
accept that Transom Trust need to maximise the amount of contact recorded – eg: to 
promote & raise funds for the Trust; & report to Green Pastures & our local councils. 

 
7.  On Contact Logs, the Pastoral Support Team can include: 

• the actual time spent with a Resident; 

• the contact made for a Resident – eg: in referring a Resident to a benefit office; 

• reasonable administration time spent on supporting the Resident – eg: sorting 
out benefit or other issues & paperwork; 

• the time spent on: 
o helping the Resident to set up or get into voluntary work; 
o liaising with the Voluntary Organisation – eg: to get feedback to address 

Support Plan items &/or progress the Resident towards independent 
living; 

o referring the Resident to other agencies providing support; 
o liaising with the Support Agency - eg: to get feedback to address Support 

Plan items &/or progress the Resident towards independent living; 
 
8.  The time spent for/supporting a Resident should not be recorded as a separate entry. It 

should be included in the entry for the contact which included the related support item 
being discussed or reviewed. For example, if time was spent resolving a benefit issue, 
this time would be included in the contact which included dialogue on support item 7 
(on the Support Plan/in the License). 

 
Access to Contact Logs 
9. The Contact Log for each Resident (at each property) is available via Transom Trust’s 

Google Drive account using this link (left click & Ctrl on your keyboard): reuploaded it into 

this folder . Transom Trust’s Operations Manager creates a new Contact Log for each 
new Resident. 

 
Contact Log format 
10. For each row within the Contact spreadsheet, the Pastoral Support volunteer needs to 

complete: 

• Column A – Date of Contact; 

• Column B – Form of Communication (using drop down menu); 

• Column C – Minutes taken 

• Column D – Report of contact 

• Column F – Cross-reference to the number of the support item as listed in the list 
of 14 support items (set out in the Resident’s Support Plan & License). 

 
11. Green Pastures have set up Column G (Average weekly minutes spent) to calculate the 

average weekly time spent in contact with the Resident – ie: for the month selected in 
cell F2. 

 
Contact Log confidentiality & security 
12. The information on the Contact Log is confidential to the following users:  

• Transom Trust staff & volunteers; 

https://urldefense.proofpoint.com/v2/url?u=https-3A__drive.google.com_drive_folders_1LFs-5FuzBDTU0K0Le3IcwAZmgjPdXIl45K-3Fusp-3Dsharing&d=DwMGaQ&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=bjqbGY8stog7Z5PwmxnwiM_rE--Z82NZgza_rdd7L7Y&m=mslmX07MDZbXO6QtAapf0hPfXxuRECQI3VPNKmLb9dw&s=FdFHDdeU6IyxxquEckQgik0AYXHMKb3pIgP_c79NXv8&e
https://urldefense.proofpoint.com/v2/url?u=https-3A__drive.google.com_drive_folders_1LFs-5FuzBDTU0K0Le3IcwAZmgjPdXIl45K-3Fusp-3Dsharing&d=DwMGaQ&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=bjqbGY8stog7Z5PwmxnwiM_rE--Z82NZgza_rdd7L7Y&m=mslmX07MDZbXO6QtAapf0hPfXxuRECQI3VPNKmLb9dw&s=FdFHDdeU6IyxxquEckQgik0AYXHMKb3pIgP_c79NXv8&e
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• Residents; 

• Green Pastures (who review & advise on the Contact Logs); 

• Hastings and Rother Council’s (Housing Benefit Team) who review the Contact 
Logs for evidence of benefit entitlement. 

 
13. Pastoral Support volunteers should keep the Contact Logs secure – eg: with passwords 

to Desktop or e-mail etc or other internet security. 
 
Contact Log completion 
14. Pastoral Support volunteers should: 

 

• use the Contact Log “as you go” – ie: as soon as possible after each contact with 
the Resident; 

 

• complete the Contact Log for each Resident involved in a House meeting or Social 
activity together where the Pastoral Support volunteers were also present; 

 

• focus on the Resident & avoid using the word “I” or using Contact Logs as a: 
personal diary; place for recording opinion; or a place for to write notes to one 
another; 

 

• never record anything which embarrasses or dishonours God/Transom 
Trust/Green Pastures/yourself or the Resident. Under Freedom of Information 
legislation, Residents can request personal sensitive data that is held about them 
(including Contact Logs). 
 

15. In Column D: 

• use initials not full names; 
 

• write in a professional style in the past active tense – eg: advised, facilitated; 
conducted; warned etc; 
 

• bullet points can be used, but ensure all information is recorded; 
 

• record all activities, meetings & one-to-one sessions; 
 

• record factual observations, outcomes, agreed actions & the date of next contact; 
there is no need to record the details of discussions – just the topic & outcome 
(eg: “discussed cleaning rota & AB has now agreed to comply”); 
 

• expand/report progress on any physical, emotional & mental issues identified in 
the Resident’s Support Plan; 
 

• record reviews of progress, & outcomes, relating to specific Goals set out in the 
Resident’s Support Plan – eg: 

o Support Item/Goal discussed …. 
o UC has achieved…../not achieved… 
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o issues/concerns raised… 
o actions agreed (including additional help)… 
o next review date. 

 
Column D - Poor & Good examples 
16. The picture below sets out a: poor record in red: & a good record in purple. 

 

 


