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I: Overview 

Log onto Lamplight 
www.streetdoctors.org/lamplight  

Username: your email 
 

If you don’t have a password, click “get 
new password”  

Check Spam folder for email 

View upcoming sessions in 

the activity listing 
 

Shows 1-month forward + 1 week 
back. Keep scrolling down to see 

further ahead 

Use the buttons (see right) to view full 
details or edit the session: 

 
Editing records lets you: 

 Sign up to the session 

 Fill in post session details 

Signing up to sessions: 
 

Click: Menu  Add me as attending staff 
OR 

Click: Edit Record  Go to 
attendance tab (“2. Attendance”) 

 

Search for + click on your name to add it 

Click save!! 

Adding post session data: 
 

1. Find session in activity listing  Click edit 
2. Click on tab “2. Attendance”  Add no. of 

YP 
3. Click on tab “4. Feedback”  Add 

feedback 
4. Click Save – Lamplight will save & copy 

information to evaluation record 

Recording the feedback 
forms 

 1. Visit: 
www.streetdoctors.org/bleeding
eval or equivalent ‘unconscious’ 

or ‘joint’. 
 

2. Input each evaluation form 

Keep your profile up to date 
 

1. Click on your name at the top to open 
your profile 

 
2. Fill in your contact details + Personal info 

Access the playbook 
 

1. 1. Click on “Admin”  “Library” 

 
Here will be links to the playbook, the 

lamplight how-to guides as well as 
summaries of the strategy days 

http://www.streetdoctors.org/lamplight
http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/bleedingeval
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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 If you can’t log in, get in 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 

5. Change your password to something you’ll remember 

o Click “Admin”  “Change password” 

 

Step 1 – Enter lamplight and click on your name: 
 

 
  

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

 
 

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”. 

 
 
 

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. 
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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 

 Click “admin”, then click change password. 

 
 



 7 

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  
 

 
 

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
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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:  
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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: 
 

 
 

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

2. Enter the attendance figures on the attendance tab (2. Attendance) including no. 

of young people attending! 

3. Enter any feedback (i.e. things people have said) into feedback tab (4. Feedback) 

4. Always click save before leaving the record. 

5. 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: 

http://www.streetdoctors.org/lamplight
http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/unconsciouseval
http://www.streetdoctors.org/jointeval
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My Diary: (for sessions that happened >1 week ago) 

 
Step 2 – Entering the 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!  

 
 
Step 2.1 – Attendance for volunteers and young people 

 Ensure all volunteers who delivered the session are marked as attending. 

Remove any volunteers who did not attend.  

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

 Below the list of volunteers and delivery partner, you’ll see two boxes; this is 

where you enter the number of young people present.  
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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. 
 

 
 
 

 
 
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 
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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!  

 Bleeding sessions – www.streetdoctors.org/bleedingeval 

 Unconscious sessions – www.streetdoctors.org/unconsciouseval 

 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 use Chrome. Type: 
http://streetdoctors.org/lamplight/ into the address bar.  
 

 

Fill out the rest of the boxes as 
appropriate 

Always answer 
this question! 

http://www.streetdoctors.org/bleedingeval
http://www.streetdoctors.org/unconsciouseval
http://www.streetdoctors.org/jointeval
http://streetdoctors.org/lamplight/
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Step 2: click the relevant settings button in the browser.  
 

          
 
Step 3: click “Add to Home Screen” 
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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.  

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.  
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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 

 Step 1 – Add the delivery partner (this is the organisation itself) 

o Fill in 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 

 

 Step 2 – Add the people you talk to at the centre (there may be more than one) 

 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”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill in the details and click save 

mailto:fauziya@streetdoctors.org
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Step 1.1 – Add the delivery partner details 
 
Fill in all relevant details on the “Organisation details”, “Contact Details” and 
“Relationships” tabs. 

 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. 
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Step 2 – Enter the main Delivery Partner Contact 
Click “People”  “Add Person”  “External Contact” 

 
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. 
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Step 3 – Connect the DP and their main contact through the relationships 
tab. 

 First you need to click “Relationships” then click “Add” 

 It is the same process to add a secondary teaching centre location. 

 
  

Follow the instructions in the image below. 

7: 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) 
 

 

1 
2 

 3 
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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 1st Saturday of the month, or every 3rd 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 

 
Step 2.2 – Work area 
Select training session and choose whether it’s: 

 Bleeding 
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 Unconscious 

 Joint 

 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.1 
 
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 

 
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” 

                                                 
1 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”  
 

 
Step 4 – Details Tab 
 

Input all details about the session here. 

 
 
REMEMBER TO CLICK SAVE BEFORE LEAVING! 

You’ll then get this drop-down box - click 
‘delivery partner’.  
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8: Cancelling a training session 

Step 1 -

Step 2

 
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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.  

Step 4  Tab “3. Details” – Put the reason it was cancelled in the summary box. 
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9: Downloading post-session data 

 
 

 
. 

http://www.streetdoctors.org/bleedingeval
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