|§|STREETDOCTORS

The Lamplight Guide

Lamplight.online

Updated: Nov 2020



Contents

It OVERVIEW .....cccuuuuuiiiiieinnnnnnnnninineeiennnnsssieiseeesnnnsssssssssnerensssssssssieeeeessssssssssienenesssssssssssenessssnnsssssssenenes 3
2: EDITING YOUR PERSONAL DETAILS .....ccoitteieunnnnsnniiinieieinnnnsnsssisieeeiensnsssssisreeeisssssssssisieeesessnnsssssienenes 4
OVERVIEW 1tttteuunsneissiinesennnssssisssssessnnsssssssssssssssnsssssssssssssssnsssssssssssssssnsnssssssssssssssnnsssssssssssssssnnsssssssssanes 4
HOW TO CHANGE YOUR PASSWORD ..c.ctuuttesteestaesrassrassrasssssssssrsssrssersssrsssssssssssssssasssassssssssssssssssssassrasssssssnssans 6
3: SIGNING UP TO A SESSION......ccuuuetiinunneriinnsneriinnsneriiensneresnnsssseisnsserissnssereesssssreesnsssressnsssseesnsssseennsns 7
4: ENTERING POST SESSION DATA ....cccceitiuuuneriinnnneriinnsneriennsneriinnssereisnsnssiosnsssresnssssresnssssreensssssesnnsns 10
STEP BY STEP GUIDE iiiieririreresesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 10
5: ADDING LAMPLIGHT TO YOUR PHONE ......cccitttuuuiiinnanniiinnnnsiinnsnisiiensnsssionssssiensssseesnssisessnsssssssnsnes 13
6: ADDING A NEW DELIVERY PARTNER TO THE SYSTEM ......cccceitiemeniiiennniiinnnniiiiennniseinnssiseiensssseeennnes 15
STEP BY STEP GUIDE eiiieriririresersssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 16
7: CREATING A TRAINING SESSION ....ccccueirienensiinnnnesrionnnessssnsnsssssnsssssssnsssssesnsssssssnsssssssnsssssssnsssssssnsses 19
8: CANCELLING A TRAINING SESSION......cc00uuuuuunainneiennnnnsnnniinneeesansnsssssinneeessnsssssssssneeesssssssssisnreeesenanes 23
9: DOWNLOADING POST-SESSION DATA......cc0uuuuuuuniianieeiannnnssnsisneeessssnsssnsisieeesessssssssssieeeesssssssssssneeeees 25

Coming your way soon:
1. Reporting
2. Adding a group
3. Sending a text



I Overview

Log onto Lamplight View upcoming sessions in
www.streetdoctors.org/lamplight the activity listing

Username: your email

, o Shows 1-month forward + 1 week
If you don’t have a password, click “get back. Keep scrolling down to see

new password” _ further ahead
Check Spam folder for email

Signing up to sessions:

Use the buttons (see right) to view full

Click: Menu - Add me as attending staff details or edit the session:

OR
Click: Edit Record = Go to

attendance tab (“2. Attendance”) Editing records lets you:

e Sign up to the session

Search for + click on your name to add it * Fillin post session details

Click savel!

Adding post session data: Recording the feedback
forms

1. Find session in activity listing = Click edit e 1. Visit:
2. Click on tab “2. Attendance” > Add no. of www.streetdoctors.org/bleeding

YP eval or equivalent ‘unconscious’

3. Click on tab “4. Feedback” > Add
feedback
4. Click Save — Lamplight will save & copy
information to evaluation record

or ‘joint’.

2. Input each evaluation form

Keep your profile up to date Access the playbook

1. Click on your name at the top to open 1. 1. Click on *Admin” > LR

your profile : .
Here will be links to the playbook, the

lamplight how-to guides as well as

2. Fill in your contact details + Personal info :
summaries of the strategy days

If you can’t log in, get in touch with the NVC.


http://www.streetdoctors.org/lamplight
http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/bleedingeval

2: Editing your personal details

Lamplight uses your personal details for almost all of its functions, so it’s really
important you keep it up to date.

Overview

1. Log into lamplight www.streetdoctors.org/lamplight
o Ifyou can’tlogin, getin touch with the NVC.
2. Click on your name at the top of the page
3. Fill in the contact details and personal tabs
o Click save before changing tabs!
4. Add your teams profile to your relationships
Change your password to something you’ll remember
o Click “Admin” - “Change password”

o1

Step 1 — Enter lamplight and click on your name:

ﬂ HMP ISIS | Gol Help| Logout
STREETDOCTORS

Street Doctors
MICHAEL ANDREWS [S\STEM ADMINISTRATOR

# home & people | % work | & groups | |~ reports | o admin

Welcome to Lamplight

‘ Diary H My Diary ” My tasks H Recently viewed profiles

Wed 12:00 - 15:00 Birmingham IT introduction! Remember te bring Laptops!

20 Meeting

Z'?ﬁ 6 people listed: 0 young persons attending and 6 volunteer [EmiBea, EmmSpe, GraFen, GeoQ'C, (4
JenWil, SavMat]

14

0 Add new record



http://www.streetdoctors.org/lamplight

Step 2 — Fill in all sections of “Contact details”, “Relationships” and “Personal”. Ignore
the other tabs. This is also where you can find out your total hours volunteered.

WARNING: Always scroll down and click save before changing tabs. It doesn’t
auto-save or warn you if you try to leave without saving.
search profiles or Help => [ [T Logout
@STREETDOCTORS oS

This is where you see your
pecple | work | groups | reports | admin volunteer hours too

. .
Profile for Michael Andrews
T womk RECORD 20/03/2015 TOTAL TIME SPENT (woRK ATTENDED AND VOLUNTEER) FEB 2015 00:00:00 ToTAL TIME SPENT (WORK ATTENDED AND VOLUNTEER) Mar 2015 01:30%
a1 TIME SPENT (woRK ATTENDED anD VoLunTeer) Ass 2015 00:00:00 ToTaL TiMe SPENT (womKk ATTENDED AND VioLunTser) May 2015 00:00:00
TeTaL TIME Sree 4DED sxD VoLunTeer) Jun 2015 00:00:00

" Contact details || Relati

L

l_?nore these bits
(They'll be useful

: later though) ALWAYS SCROLL DOWN AND CLICK
Role: SAVE BEFORE CHANGING TABS

Step 3 — Relationships

Relationships are how you link two profiles together. You link yourself to your team’s

profile. You can then use this to see the contact details of the rest of your team should
you wish to. Begin by clicking “Add”.

ﬂ search profiles or Help => E Logout =
STREETDOCTORS Street Doctors

MIKE ANDREWS - VOLUNTEER [VOLUNTEER]

Ii admin

. .
Profile for Mike Andrews - Volunteer

MesT RECENT WORK RECORD ToTAL TIME SPEMT (WORK ATTENDED AND VOLUNTEER) FEB 2015 TOTAL TIME SPENT (WORK ATTENDED AND VOLUNTEER) Mar 2015

TOTAL TIME SPENT (WORK ATTENDED &ND VOLUNTEER) Apr 2015 TOTAL TIME SPENT {WORK ATTENDED AND VOLUNTEER) Mav 2015 TOTAL TIME SPENT (WORK ATTENDED AND VOLUNTEER) JUN 2015

Contact details | Personal " Timesheet H Contract details ” Non contact H Absence H Training H Appraisals H Tasks ” Work records ” Groups ‘
Communication || Evaluations | Media | Charges

No records found. J
Download | Print | split print~ I

Then start typing your team name into the search bar; a team profile should appear as
below. Make sure you click the team profile and not the volunteer profile. The
relation should be set to “Vol. Team Member”. Then click Save.



Editing relations E
Find people ‘ |Liverpuu|

Liverpool Volunteer

Liverpool Team bpears. You must select the name from the list

Liverpool YOT L7 7TBD
Relation Liverpool YMCA
Default contact [m]

r 1
Cditing relations =1ET

Find people

Default contact

Notes

Ralatian q External T. Centre Contact v
Fxternal T Centre Cortact

Morth Lendon Team nerthlondon@strectdact|

Start typing a name and select them from the drop-down box that appears. You must select the name from the list

Secondary T. Centre Location

!
Vol. Liaison Otficer

Current T. Centre

Potential T. Centre
My connection

(]

You can also use this method to add individual team members as relationships if you
want their details to be more easily accessible.

How to change your password

e Click “admin”, then click change password.

@STREETDOCTORS

Change password

Enter your user name (email address):

Enter your current password:

Enter your new password:

Re-enter your new password:

search profiles or Help => [ BT Logout

Street Doctors

Mike ANDREWS - VOLUNTEER [VOLUNTEER]



3: Signing up to a session

There are two ways of doing this. You will mainly want to use the “activity listing” for
this. This shows all upcoming events/sessions for the next month. From here you can
see what sessions are available and who'’s signed up. Log in here:
www.streetdoctors.org/lamplight

Logout
ﬂSTREETDOCTORS Street Doctors
LrvereooL VolunTeer [vowunTeer]
&¢ admin
Shows upcoming sessions 1 month ahead
Wel to Lamplight

View the full details of the event/session

| Diary ” My Diary ” My tasks | I

10:45 - 17:00 T&E Strategy Day! Manchester [

Strategy Day . .
1 person listed: 0 young persons attending and 1 volunteer [MicAndEdlt the eventjsesslon - r4

Add new record ’
© Menu

(look out for this all over lamplight) -

sun 10:45 - 17:00 TD Strategy Day! Manchester [
12 Strategy Day
_2':; 2 people listed: 0 young persons attending and 2 volunteer [MicAnd, GuySta] =

Way 1 - The quick way
The record should tell you how many volunteers have signed up. Just click “Add me as
attending staff”, simples! Your name should now appear as a volunteer attending.


http://www.streetdoctors.org/lamplight

Apr
2015

o Add new record

2 people listed: 0 young persons attending and 2 volunteer [MicAnd, GuySto] (24

Teaching session (Select both if joint)

o Add new record

Bleeding session in Leigh 1 Cl |Ck Men u =
7 people listed: 0 young persons attending and 2 volunteer [ClaRee, GuySta] \ 4

View full details »
2. Click add me as attending staff # e o8 sitending saff

Copy

Communicate

Add outcomes

Mon 18:00 - 20:00 LIVERPOOL AGM =
20 Meeting TAYLOR ROOM SJ LIBRARY
Apr =
2015
2 people listed: 0 young persons attending and 2 volunteer [ClaRee, GuySta]
o Add new record
https:/fwww.lamplight3.info/en/index/index Isclous session in Leigh =

Way 2 —the thorough way

This is how you would add yourself if you wanted to know more about the session
before signing up, or if you wanted to put yourself on the register as “unable to attend”
e.g. for a team meeting. This is also how you would remove yourself from an

attendance register.

Step 1 — Viewing the record

If you want to see the full details of the record, click “View full details” as in the previous
image. This will pull up the following pop up:

@STREETDOCTORS

Street Doctors
Miru I

£ Annecus Duanascal

search profiles or Help => [E [

Logout

‘Work record 159 - 09/04 Teaching session (Select both if joint)

Click here to edit
record or close pop up

=)

. When and where

Date from :

Welcc

Date to :
Workarea :

Location :

Work details

09:45 , 09/04/2015

12:00 , 09/04/2015

Teaching session (Select both if joint)
Bleeding

Liverpool

10am

Summary :
11am
12pm Description :
1pm

2em | Attendance

Scroll down
for more details

Bleeding - YMCA

FAKE SESSION FOR TESTING

3pm | 0 young persons attending, and 2 people in total.




m Work details
ol Vork details
10am Here will be a detailed
S H i - P .
i R Bleeding - YMCA description of the session
o Scroll up to close pop
12pmf] Description : FAKE SESSION FOR TESTING d up or edit record
1pm
2pm

Spm § O young persons attending, and 2 people in total.

4pm
B
6pm =] Ally Shaw | Attended Volunteer 32 Cumberland | L17 2AQ 07788158561
8 A
Cumberland |~ Avenue
Avenue
El Wavertree | Attended Teaching Youth 80-82 L7 1PH (0151)
YOT Centre Offending Wavertree 225
Services Road 8222
sh Download Print split printr
oy 4]
Number of first time attenders (never been H H 1
taught by StreetDoctors) attendees Thls IS Where you " see
the centre details & who

Number of repeat attenders (been taught by 0

StreetDoctors before) attendees :

else has signed up

Step 2 — Adding yourself to the register

To do this you will need to edit the record. You can either do this straight from the
activities listing, or from the “View record details” shown above. Once in, you need to go
to the Attendance tab as below:

1. When and where | 2. Attendance 3. Details 4. Pre-session Checklist 5. Feedback 6. Tasks 7. Expenses

_ 1. Start typing your name
Search people/centres/groups |sean:h - start fyping a name here | here. then click your hame

when it appears below

Jump to | <<first | 1 | last>>] ({1of1) | Show per page

30 | Ally Shaw Attended Volunteer R

48 | Wavertree YOT Attended Teaching Centre

Jump to | <<first | 1 | last=>] (1of1) | Show per page

> X

Step 3 — Changing your attendance type and role

It is possible to add yourself to a register as being unable to attend. You can also
change yours or someone else’s role. In particular you should all take note of whether
the teaching centre is down as “Teaching centre” in their role.



Search people/centres/groups

Jumpto |1 v || 1] | {(1of1) | Show |10 | perpage
ID MName ID  Aftendance type Role Motes del
25  Michael Andrews Attended v|le X
]
30 Ally Shaw Attended e b
]
48 Waveriree YOT Absent - reason given hin§ Centre .
Il
Absent - No reason given
Jumpto |1 ¥ || N 10 ¥ | perpage
Unable to attend
Teaching centre contact
Download | Print | sflit print~

Number of first time attenders (never 0
haan taaht hie CtrastNartarc) attfandina

4: Entering post session data

This can be done from mobiles too so if possible, do it just before you leave the session
while it’s fresh in your mind. Log in here: www.streetdoctors.org/lamplight

Overview:

1.
2.

3.

SIS

Find & edit the session in the Activity listing or via the Diary tab

Enter the attendance figures on the attendance tab (2. Attendance) including no.
of young people attending!

Enter any feedback (i.e. things people have said) into feedback tab (4. Feedback)
Always click save before leaving the record.

. Enter the feedback form data onto the external URLs (1 form per submission)

o Bleeding sessions — www.streetdoctors.org/bleedingeval
o Unconscious sessions — www.streetdoctors.org/unconsciouseval
o Joint sessions — www.streetdoctors.org/jointeval

Step by Step Guide

Step 1 — Find the relevant training session in the Activity Listing, this will show all
sessions within the last week. For sessions older than 1 week you’ll have to use the

diary.

Activity listing:

10


http://www.streetdoctors.org/lamplight
http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/unconsciouseval
http://www.streetdoctors.org/jointeval

Welcome to Lamplight

y Diary | My tasks | Recently viewed profiles

Mon 17:00 - 18 Bleeding session - runcorn

100 =
1 1 Teaching session (Select both if joint)
:ﬁ; 7 people listed: 2 young persons attending and 3 volunteer [MerOnd, C“Ck to Edlt

o Add new record

My Diary: (for sessions that happened >1 week ago)

Diary w/c Monday, 23 March 2015 Click this to go back to previous week - O\,_ ¥ 3 Lo
-

Saldabaile |5

Just this record -

Copy
Communicate
Add outcomes.

[12:00 - 14:00; Bleeding - |§
MCA

1. Click the record

Step 2 —MEntering :['he data

As you'd expect, you need to fill in attendance numbers on the “attendance” tab and
feedback about the session on the “feedback” tab. Magic!

New training/fundraising/meetings/etc record

\

1. When and where 2. Attendance 3. Details 4. Feedback 5. Pre-session Checklist

Time and date from |22+v|[40v|:|02v||November v|/2020 v| =
Time and date to |23v|[40v|:[02v| November v|/2020 v| &
Recurrence

Step 2.1 — Attendance for volunteers and young people
e Ensure all volunteers who delivered the session are marked as attending.

Remove any volunteers who did not attend.

e Ensure the delivery partners “role” is delivery partner and not “volunteer”

e Below the list of volunteers and delivery partner, you’ll see two boxes; this is
where you enter the number of young people present.

11



IMPORTANT: We now need to record number of first-time attenders and number of
repeat attenders, which, added together, equals the total number of attendees.

Jumpto[1v|l<<first | 1 | last>>1 (1of1) [Show [10 v| perpage

nd: ince type

Volunteer e itas
2| X
Observer
Jump to | <<first | 1 | last>>| (1 of 1) Young person [ page
External Contact
Other

1779 Havering YOS @ Attended

Download | Print | splitprint ¥

1. When and where 2. Attendance 3. Details 4. Pre-session Checklist 5. Feedback 6. Tasks 7. Expenses 8. Charges 9. Media

Find young people search - start typing a name here \

Jumpto[1 || <<first | 1 | last>>| (10f1) | Show per page

37 Guy Storey Attended Volunteer 1
36 Clare Reeder Attended Volunteer 1
29 | Liverpool YMCA Attended Teaching Centre )ﬂ‘

Jumpto[1 v|f<<fist | 1 | last>>| (1of1) | Show per page

Download | Print | split print~

Number of first time attenders (never o These numbers added together
been taught by StreetDoctors) attending
. should equal the total number of

Number of repeat attenders (been o young people at the session

taught by StreetDoctors before)
attending

Doprev | next m

Step 2.2 — Feedback about the session

Information about feedback for the session can be inputted under tab 4. Feedback

If you’ve shared in your team Facebook group first about “what went well” and “what
could have been improved” then you can just copy and paste this into the boxes shown

in the diagram below.

Additionally, you can write in any direct quotes from young people or teaching centre
staff in the relevant boxes #golddust

12



Editing work record

1. When and where 2. Attendance 3. Details 4. Feedback 5. Pre-session Checklist 6. Tasks 7. Expenses 8. Charges 9. Media

Always fill in the first question, and remember to click save! A |\I\IH\JIQ anewer

e this question!

1. Has the evaluation data been entered | -- select -
into the system (or are you about to)?

2. What went well in this session?

Fill out the rest of the boxes as
appropriate

3. Was there anything that could have
been improved?

Step 3 — Entering data from evaluation form the young people complete.
This no longer takes place on lamplight. Instead please copy the contents of each
feedback form onto one of the following links. Note, you will have to do this for each
form — if there are lots of young people you may want to split the forms to lighten the
load!

e Bleeding sessions — www.streetdoctors.org/bleedingeval

e Unconscious sessions — www.streetdoctors.org/unconsciouseval
e Joint sessions — www.streetdoctors.org/jointeval

If you cannot collect feedback forms, for whatever reason, please let your lead know.

5: Adding lamplight to your phone

You can add lamplight as an app on your phone to make it easy to enter post session
data. This will focus on iPhones and Samsungs, but it should work similarly on other

smartphones.

Step 1: open your phones internet browser. For iPhones you have to be using safari for
this to work and for Samsungs you should wuse Chrome. Type:

http://streetdoctors.org/lamplight/ into the address bar.

13


http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/unconsciouseval
http://www.streetdoctors.org/jointeval
http://streetdoctors.org/lamplight/

https://www.lamplight3.info

q'w:elr t' y' u‘

s [l & fenl L P i

zZ xlcvb/nm €

3 https//www.lamplight3.inf

On Chrome click here

Please login

w Lamplight

Open Training Days coming up

‘We've got a couple of open training days coming up.
There's a Basic Training Day covering core usage of the
system, on the 28th April in London. Basic Training Days
are perfect for new staff, or if you need a refresher.
We're also planning an Advanced Training Day in early
May. Advanced Training Days are great for managers
and system administrators and you'll learn how to get
more out of your system.

Places cost £125+VAT. There's more information on our
website . Please contact us if you'd like to book a space.

Updates to Lamplight i
Downloads and Group Data Views 14/3/2015

« We've changed the way downloads of tables worked.
Previously, when you click the ‘Download' link at the
bottom of a table, Lamplight would create an Excel file
containing that table. This will now be a .csv file. We
have done this to make downloads quicker, especially
with larger tables. The anly real downside is that csv
files cannot have formatting.

One of the options in group data views is to show brief
details of all work records for a person between two
dates. The information shown has been limited to dates,
times and workareas, in a fixed format. This new update
lets you choose what information you see in the
column. There's a new field in the group data view tab
that lets you enter in a template for the data. If you don't
enter anything, it will continue to work as before.

Step 3: click “Add to Home Screen”

® 10 48% M

Cancel

NO_TITLE NO_TITLE NO_TITLE NO_TITLE

=a

Hotmail iCloud Maps EE

=8

QIWIEIR|TIYJU] I JO|P

ASDFGHUJKL

12:19 7 © 48% M

Reader View Availab ¢

Please login
Enter your uses rame (e adkoss)

Enteryour possmord. =

Lamplight oFs

euRE

Open Training Days coming up
We've got a couple of open training days coming up.

There's a Basic Training Day covering core usage of the system, on the
28th April in London. Basic Training Days are perfect for new staf, or if
you need a refresher.

Wa're also planning an Advanced Training Day in early May. Advanced
Training Days are great for managers and system administrators and you'l
lear how to get more out of your system.

Places cost £125+VAT. There's more information on our website . Please
contact us if you'd like to book a space.

Updates to Lamplight

Downloads and Group Data Views 14/3/2015

« We've changed the way downloads of tablos worked. Previously, when
you click the ‘Download link at the bottom of a table, Lamplight would
create an Excel file containing that table. This will now be a .csv file. We
have done this to make downloads quicker, especially with larger tables.
The only real downside s that csv files cannot have formatting.

« One of the options in group data views is to show brief details of all work

for a person betwaen two dates. The information shown has been
limited to dates, times and workareas, in a fixed format. This new update
lets you choose what information you see in the column. There's a new.
field in the group data view tab that lets you enter in a template for the
data. If you don't enter anything, it will continue 1o work as before.

- On Safari click here

14



_ Newtab

| New incognito tab

Bookmarks @ AirDrop. Tap to turn on Wi-Fi and

s — | Bluetooth to share with AirDrop.
Open Tra
We've got

Recent tabs
There'saB

systemon .
areperfect  History

We're also|

May. Advar r g v

andsysten  Share... ‘ ' M

more out o]

Places cos >

wetste B o nt.. Message Mail r Facebook
Updates

Download . .

. wevecha Find in page

b N
Add to home screen .. (0,0, i]

arg|

fifes can

- oneoftht  Request desktop site O Add Add to Add to Copy
3elails 'ror:: Bookmark Reading List§ Home Screen
lates,

times and .
letsyoud  Settings I

column. T
that lets
enter anyt

Cancel I

Step 4: Change name to whatever you want, perhaps either “Lamplight” or
“StreetDoctors”. Then click add and it will appear as an app on your homescreen.

Cancel Add to Home Screen Add @ iarn
‘ < TIX

{* Lamplight blreetDocmrs
https:/flamplight.online/

An icon will be added to your Home screen so you can quickly
access this website.

SWEAT WiBnéybox

covosymps../ / Prbtotox

6: Adding a new delivery partner to the system

Whilst many of the delivery partners will have already been set up, if it is a new package

or partner, we will need to create a new record on Lamplight.

15



Please note you can only do this if you have “manager” status - you can see your status
next to your name (it will be “staff” or “manager”). Contact the NVC if you need your status
changing.

If the teaching centre is part of a package (a large purchase of sessions for an area), a
profile will need to be set up for both the delivery partner and for the teaching centre
location.

Overview
e Step 1 — Add the delivery partner (this is the organisation itself)
o Fillin all the centre information right away
o Label whether the centre is a current or potential centre
o Enter the address as the location that you teach at, this is what will show
up in work records. If there is more than one location, add another profile
for each location then link them via relationships

e Step 2 — Add the people you talk to at the centre (there may be more than one)
e Step 3 — Connect the people with the centre using the relationships tab.
o Use “External D. Partner contact” for the people you talk to at the centre
o Use “Secondary D. Partner location” to link different locations for the same
centre

Step by Step Guide

Step 1 — Add the delivery partner
First you should add the delivery partner itself, i.e. the organisation you teach
with, e.g. Widnes YOT or Feltham Prison. You should select “Add organisation”
and “delivery partner”.

# home W Training/Fundraising/Meetings/etc

------------------------

Check the help pages, emai uk, or call us on 020 7193 :

________________________

Fill in the details and click save

16


mailto:fauziya@streetdoctors.org

view add person add organisation add family

New delivery partner (organisation)

Delivery partner name | |
Alternative name | |
Partnership Status: -- select -- v‘

Served by which Team -- select -- v|

Step 1.1 — Add the delivery partner details

Fill in all relevant details on the “Organisation details”, “Contact Details” and
“‘Relationships” tabs.

e The details you enter here are what you will see on session details. So, for
address, add the address where you teach, not the address of their main office

WARNING: Always scroll down and click save before changing tabs. It doesn’t auto-
save or tell you if you leave without saving. You just lose what you entered before.

. :
Profile for Widnes [print] petete] (it name]

' |
I Centre Details ‘Cnmact details ” Relationshipsu - :: . = ” = H - H h H = H - ;

' Click here to Edit -
Teaching centre type:

If other, please specify:

Fill in these
tabs

Further information:
Do they pay for sessions?:

Served by which Team:

Equipment information Always scroll down and click
save before changing tab!!!
Equipment details:

Do they have a starter pack?:
Date first starter pack was purchased:

17



Step 2 — Enter the main Delivery Partner Contact
Click “People” - “Add Person” - “External Contact”

Wavertre:

ﬂSTREETDOCTORS Street Doctors

MIcHAEL ANDREWS [SYSTEM ADMINISTRATCR]

1.

& hume & people * work | i groups | |~ reports | o admin

add person add organisation

young person

Profile for Wavertree YOT volunteer
Appress une 1 Youth Offending Services ADDRESS lexternal contact; h 3- ‘cope L7 1PH Prone (0151) 225 8222
MosT rRecent work Recore 11 /0572015 Mumeer oF aTTen  funder

Contact details ” Relationships H Tasks ” Work records || Groups H Communication H Evaluations || Media ” Charges|

Partnership Status:: Current partner

Step 2.1 — Enter the personal and contact details of the main contact.
Enter any contact information which is personal to that person at the delivery
partner, i.e. their email/mobile number/direct line.
WARNING: Always scroll down and click save before changing tabs. It doesn’t
auto-save or tell you if you leave without saving. You just lose what you entered
before.

Wavertree YOT m Logout
STREETDOCTORS Street Doctors

MicHaEL ANDREWS [SYSTEM ADMINISTRATOR]

# home & people % work | & groups | |~ reports | & admin

view add organisation

. - f "I_—\\ I I I I I |
‘ Contact details H Relationships ‘ I " 0 — " i i o=

.
Profile for Mr Steve Boote o] o] e ]

3
Contact type:: Fi“ in these

Job Title:

StreetDoctors Notes about the person: I
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Step 3 — Connect the DP and their main contact through the relationships

tab.
o First you need to click “Relationships” then click “Add”

e Itis the same process to add a secondary teaching centre location.

ﬂSTREETDOCTORS Street Doctors

Profile for Mr Steve Boote

Wavertree YOT m Logout

MICHAEL ANDREWS [SYSTEM ADMINISTRATOR]

# home & people # work | & groups | |~ reports | & admin

o S

[ —
Personal H Contact details | | i 56| [ Tasks ” Work records ” Groups ” Communication ” Evaluations ” Media H Charges ‘

No records found. t

Download | Print | split print~

1. Click Relationships 2. Click Add *]

Follow the instructions in the image below.

/: Creating a training session

Step 1 — Click “training/ fundraising/ meetings etc” = “add new” = “training/
fundraising/ meetings etc”
Top tip: you can also click and drag directly onto the calendar to add a record. (You have
to drag though, just clicking does nothing)

& (¢ ‘ @ Lamplight Database Systems Limited [GB] | https://www.lamplight3.info/en/index/index#=h1491922952044 Q9 1}" S]

ﬂ search profiles or Help=> [ (ER Logout
STREETDOCTORS Street Doctors

SAM JACKSON [SYSTEM ADMINISTRATOR]

Lamplight

# home | & people % teaching/fundraising/meetings fetc

evaluation

fundraising
My Diary H My tasks H Recently wewsuprorwes T
Tue 11:00 - 11:30 Emailed/called delivery partners [
04 Miscellaneous Activities
1 person listed: O young persons attending E4

2017
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New training/fundraising/meetings/etc record

1. When and where 2. Aﬂend@ 4. Feedback 5. Pre-session Checklist

Time and date from (10+]|50v|:|05 v||November v||2020 v| =
Time and date to 111 v||50v|:|05 v||November v||2020 v| =
Recurrence

Step 2 —Fill in the timings

You should always fill in the “When and where”, “Attendance” and “Details” tabs. It's up to you if

you use the tasks section. The rest should be filled out after the session.
Warning: These records do not auto-save and do not warn you if you leave without
saving. You must click save before leaving the page, this is found at the bottom right of
the page.

Step 2.1 — Recurring sessions

If you have regular sessions, say every 2 weeks, or once a month, you don’t need to enter them
separately! On the “When and where” there is a drop down for recurrence. You must set the
date first though, because whatever day the date is set to will be the day it uses for recurrence.
If you want monthly, i.e. every 1%t Saturday of the month, or every 3™ Tuesday. Remember to
change the end date, “until (but not including)”

Note: You must create separate recurring sessions for the bleeding session and the
unconscious session

New work record

1. When and where 2. Attendance 3. Details 4. Pre-session Checklist 5. Feedback 6. Tasks 7. Expenses 8. Charges 9. Media
Time and date from 06 v 20 v|: 16 v | May v|[2015 v | &=

Time and date to 07 v 20 v|: |16 ¥ |May v| 2015 v | & l

Recurrence - bn the [third Saturday v | every |2 months 'Iuntil (but not including) [ 16 v |[May v|[2015 v | &H I

Workarea

Teaching session (Select both if
joint)

Strategy Day

Meeting

Miscellaneous Activities |

Fundraising Event

Step 2.2 — Work area
Select training session and choose whether it’s:
e Bleeding
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e Unconscious
e Joint
e Short workshop <45mins

Note: short workshops have been added as an option for when teams deliver at
summer festivals or are delivering a shorter version of the teaching plan.*

Step 3 — Attendance — Add the delivery partner

For each session the delivery partner and the package name if applicable needs to be
added as an attendee, so in some cases you'll be adding both. That’s how we link the
session to the centre/package. To do this start typing their name into the search bar, a
drop down box should appear below, select the centre when it appears.

Top tip: this is also how you add a volunteer to a session

1. When and where 2. Attendance 3. Details 4. Pre-session Checklist 5. Feedback 6. Tasks 7. Expenses 8. Charges 9. Media

Find young peaple ﬂ [rmca] ]
Liverpool YMCA _
Jumpto| ¥ | [ | (0ef0) |Shew 10 v| perpage

I Name ID  Attendance type Role Notes  del

Mo records found.

Jumpto| ¥ | I | (0ofld) |Show 10 v| perpage

Print split print=

Number of first time attenders (never

been taught by StreetDoctors) attending This is where you put post

session teaching numbers

Number of repeat attenders (been
taught by StreetDoctors before)
attending

0 prev next s

Once you’ve added someone to a register you can change their attendance type and
role. For a teaching centre you will need to change their attendance type to “Delivery

Partner”

Search people/centres/groups search - start typing a name here

Remember to add the teaching centre and change their role

Jumpto[1 ¥ || | 1] | (1of1) | Show [10* | per page

43 | Wavertree YOT Attended Volunteer ?5-

Jumpto[1 ¥ ]| | 1] | (1cf1) | Show [10¥]| perpage

! THESE SESSIONS DO NOT REQUIRE EVALUATION FORMS TO BE COMPLETED BY THE YOUNG PEOPLE BUT SHOULD HAVE YOUNG PEOPLE

ATTENDING NUMBERS ADDED AFTER THE SESSION HAS HAPPENED.
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Click on “Volunteer” and change it to “Delivery Partner”

Search people/centres/groups [search - start typing a name here |

Remember to add the teaching centre and change their role

or

Jumpto[1 v || ==<first | 1 | last==] (1of1) | Show

per page

You'll then get this drop-down box - click
‘delivery partner’.

48 | Wavertree YOT Attended

Jumpto[1v || ==first | 1 | last==] (10f1)

Ohserver

Young person
External Contact
Cther

Download Print split print~

Step 4 — Details Tab

Input all details about the session here.

1. When and where 2. Attendance | 3, Details 4. Feedback 5. Pre-session Checklist

DP Session Contact Details (Name,
Phone No, Emaii)

Session Location

Any other information

Type of Session - select -- hd

4= prev next —

REMEMBER TO CLICK SAVE BEFORE LEAVING!
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8: Cancelling a training session

Step 1 - Find and edit the session in the activity listing:

@ STREETDOCTORS Street Doctors

Q \:Search profilesorHeIp:\ | Search ” Help | I Logout |

MegraN WIMLETT [SYSTEM ADMINISTRATOR]

& people | & Trainint, teaching/fundraising/meetings/etc | 4 groups | | reports | £ admin

Welcome to Lamplight

Diary H My Diary H My tasks " Recently viewed profiles

Thu 11:00 - 12:00
29 Training Session
Oct

2020

17:00 - 18:00
Training Session

18:00 - 20:00
Training Session

Neil Marshall
M: 07825366008
E: stephen.drew@northumberland.gov.uk

12 people listed: 8 young persons attending and 3 volunteer [VB, RM, FL]

View full details

»

just this record
Robert Tull (Brentford FC) all recurring records in series

Edit

3

4 people listed: 1 young person attending and 3 volunteer [MW, JM, FL]

Socially distanced joint session
Unitas, Youth Zone

Add me as attending staff

Delete
Duplicate record
Communicate
Add outcomes

b

Step 2 -Tab “1. When and where” - Change session type to cancelled teaching session
e This will remove it from the activity listing

1. When and where 2. Attendance

Time and date from
Time and date to

Recurrence

Workarea

Change to "Cancelled
teaching session"”

Locations used

3. Details 4. Feedback 5. Pre-session Checklist 6. Tasks 7. Expenses 8. Charges 9

({6 7)(@0 v : (75 ] [dinev)[2075 v i
(76 v (00 v): (15 v (e v)[20%5 v &

® Teaching session (Select both if

Joint) ) Bleeding

- ¥ Unconscious
I ' Cancelled Teaching Session

' Meeting

© Fundraising Event

' Strategy Day

© Miscellaneous Activities

| ) Message for Volunteers

. Media
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Step 3 - Tab “2. Attendance” — Change any attendance types which are “attended” to “Session

Cancelled”, including the teaching centre. Ignore any other attendance types.

Editing work record

1. When and where 2. Attendance 3. Details 4. Feedback 5. Pre-session Checklist 6. Tasks

Start typing your name in the search bar to add yourself /someone else

Search people/centres/groups |se-;-,|':: h - start typing a name here |

Remember to add the teaching centre and change their role

Changeto
Jump to | <<first | 1 | last=>] {1of1) | Show per page session Ca nce”ed
247 | Hackney YOT Attended
25 | Michael Andrews mlandrews0@gmail.com Attended
235 | Matt Dawson Unable to attend | Volunteer
Jump to | <<fist | 1 | last>>] (1of1) | Show %per pege
Download | Print | split print~ Don't bother about

other attendance types

Don't forget to click save. (+ 5 #)

Step 4 - Tab “3. Details” — Put the reason it was cancelled in the summary box.

Editing work record

1. When and where

2. Attendance 3. Details 4, Feedback 5. Pre-session Checklist 6. Tasks 7. Expenses 8. Charges 9. Media

Summary Text editor X =
Arial 13 B (7 (U ||B & ;’,‘,;‘E,p» EEEE Normal v | S
CANCELLED due to flood at centre
Bleeding session in Hackney
Put CANCELLED and reason why in summary box
Description

body

Step 5 - Click Save
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9: Downloading post-session data

NB: you will only be able to do this if you have committee privileges on lamplight. If you
require them, please contact the NVC.

Step 1 - You will need to find the DataDirect section of lamplight. DataDirect is an integrated

piece of software that means that you don’t have to log onto lamplight to input and store
research data. Information direct from www.streetdoctors.org/bleedingeval etc. is
automatically stored here.

ﬂ STREETDOCTORS Street Doctors

. SaM JACKSON [SYSTEM ADMINISTRATOR]
&' Lamplight

# home | & people

% teaching/fundraising/meetings/etc & groups | |~ reports | & admin

communication DataDirect

Welcome to Lamplight

Activity listing | ARIE" ” My tasks ” Recently viewed profiles

Wed 11:00 - 13:00 Street collection
03 Fundraising Event
May

ey 1 person listed: 0 young persons attending

Step 2 -

QSTREETDOCTORS treet Doctore Q [Search prafiles or Help] | Search ||E

MeaHan WIMLETT [SYSTEM ADMINISTRATOR]

+“ Training/Fundraising/Meetings/etc

- people

A home | &% groups | 12 reports | 9% admin | @ help

view add new communication DataDirect

Evaluation campaigns

Filter | < Click to change filters to see more or fewer records.

A list of evaluation campaigns

Jumpto [1v|l<<first <prev Ipage: 1 | next> last>>1 (1of1) |Show per page | Total of 4 records

= s Online Bleeding Evaluation 09/02/2016 30/12/2021 0 5101
B |s Online Unconscious Evaluation  09/02/2016 30/12/2021 0 1398
B |7 Online Joint Session Evaluation  09/02/2016 30/12/2021 0 4508
El 1 StreetDoctors Observations 01/10/2018 31/12/2021 0 29
Total 0 11036

. Download || Print H Split print ¥ .
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http://www.streetdoctors.org/bleedingeval

Evaluation campaigns

Filters

Filter | < Click to change filters to see more or fewer records.

Get campaigns that are open between =

..and...
Workarea
[J Training Session ]
[ Cancelled Training
Session
) Fundraising Event ]
| [ Miscellaneous Activities ]
[ Meeting ]
| [ Research ]
] StepWise ]
Select evaluation | Do not use - Bleeding Session Evaluation v |
Select campaign |Onhns Bleeding Evaluation v |
Mote that this will set dates and evaluation automatically
next —
run report
(v Lamplight
NiA 4 4
Secure Childrens Home 7 7
Secure facility 4 4
St Mary's 13 13
Staffordshire Fire & Rescue Service (ST150BS) 6 6
Took place in Clincial Skills at QMC 1 1
Tower hamlets PRU 4 4
Venue with national orgnaisation 37 a7
feltham stepwise 2 2
Total 842 842
Jumpto 17| <<fist | page: 1 2 | last>>| (10f2) | Show per page | Total of 11 records

Download | Print | split print~

Download as document] [Download all tables in one spreadsheet] [Download complete responses|
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W E S

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
b Calibri oAy == - EewepTe General
ER Copy -
Pavste ~ Format Painter I u- - D A = Merge & Center ~ 20+ 96 ¢ %
Clipboard F) Font F) Alignment [F] Mumber
a1 - S || name
A B C D E F <] H | J

1 |Name Date

2 02/03/2016 19:09 Strongly a Strongly a Agree I now kno yes South Lon Youth offending team
3 02/03/2016 19:10 Strongly a Strongly a Agree yes South Lon Youth offending team
4 02/03/2016 19:11 Strongly a Strongly a Disagree the sessiayes South Lon Youth offending team
5 17/03/2016 21:14 Strongly a Strongly a Strongly al learnt a | yes East Lond¢ Community centre

7 17/03/2016 21:15 Strongly a Agree Strongly a Good yes East Lond¢ Community centre

7 17/03/2016 21:16 Agree  Strongly a Agree yes East Lond¢ Community centre

8 17/03/2016 21:16 Strongly a Strongly a Strongly a Nothing  yes East Lond¢ Community centre

9 17/03/2016 21:17 Agree Agree Agree Ambulancyes East Lond¢ Community centre
10 17/03/2016 21:17 Strongly a Agree  Agree yes East Lond¢ Community centre
1 17/03/2016 21:18 Agree  Strongly a Agree yes East Londt Commu centre
12 17/03/2016 21:18 Strongly a Strongly a Strongly agree yes East Londt Community centre
13 17/03/2016 21:19 Strongly a Strongly a Strongly a Great sessyes East Londt Community centre
14 05/04/2016 18:25 Strongly a Strongly a Disagree "The sessiyes Leeds Community centre
15 05/04/2016 18:26 Agree Strongly a Agree Session w yes Leeds Community centre
16 05/04/2016 18:26 Strongly a Strongly a Agree yes Leeds Community centre
17 05/04/2016 18:27 Agree Strongly a Agree Good yes Leeds Community centre
18 05/04/2016 18:28 Strongly a Strongly a Agree Useful sesyes Leeds Community centre

Conditional Format as lzl Explanatory .

Formatting =

K L
| understal know wh | would be Do you ha Is this you Which city What type If you sele What was What delivery partner was the session at?

B

Table~

Normal

M

Bad

Q
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