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1 Introduction

This document is part of the Sonia Zen series. Sonia Zen documents aim to provide practical, step by step
guidance in the use of Sonia. Each document is intended to be self-contained, concentrating on a small
number of processes or skills.

As its name implies, this document should be read by someone very new to Sonia. It covers the following
tasks:

Starting Sonia
e How does Sonia map to your processes
Typical steps in managing placements

2 Starting Sonia

Launching the Sonia application on your computer is usually the same as starting any application. There
may be a "Sonia" shortcut on your desktop or you will use the Windows "Start" menu to locate the
application. The steps you will need to follow will depend on factors such as the version of Windows you
are using and the way your IT department provides access to applications.

You may be prompted for authentication details (this will depend on your university network):

g PR

\', ®) Planet
i pi
Username mary
Password !5!:}.«:“. E
Domain I%tar-ﬁ
o
B Sign In Cancel o

You may also be prompted to choose the instance of Sonia you with to work with:

4 N
"\. , ®) Planet
' Schoal of Nursing
Physiotherapy
Schaol of Education
Lag cn Cancel
N v

Sonia uses your credentials and selection to ensure you only work with data you are entitled to see. Staff
in the faculty of Education would only see "School of Education” in this list.
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Once you have selected the school you are going to work with, the main Sonia application window will
appear. For a description of all of the features of the window, please see the Sonia Reference Manual.

Social Work - Sonia e B 2

[ To-Do Bar ‘

= Active Placement Groups
(%) Calendar

| (=) Reminders Drag a column header and drap it here 1o group by that columa
Code Name Block Code  Area Fom  To Requested Confirmed Unconfirmed Students  Allocated Liaison
T i T

AdvCFC14 Adv Clinical Families and Children Placement 2014 clinical-families and children 1/09/2014 1/05/2015 584 S75 62 5 2
AdvCMH14 Adv Clinical Mental Health Placement 2014 clinical-mental health 1/09/2014 1/05/2015 & 5 1 58 1 0
AdvMP14 | Adv Macro Policy Placement 2014 macro-policy 1/09/2014 1/05/2015 1 0 1 ] 0 0
AdvMPAT4 | Adv Macro Program Administration Placement 2014 macro-program administration 1/09/2014 1/05/2015 3 3 0 2 2 0
Fan14 Foundation MSW Placement 2014 foundation 10972014 1/05/2015 | 23 ] 1 E 3

Subject: Check passport

Due: 10/02/2015

Owner. soniausaeastisonia
Count: 5 Total: 617 | Total: 591 | Total24 | Total: 216| Totak 11 | Tatak: 3

| User: Rosenhain, Dean _ School: Social Wark | English (Australia) | Expiry: 29/05/2016. 404 (o) 0]

If this is a brand new installation of Sonia, there may be very little data in the system, but you may be in the
situation where you are taking over an existing Sonia database, populated with several years’ worth of
information.

3 Customising Sonia Terminology

The terminology used in different universities and schools varies considerably. What one university calls a
course another calls a subject. You may call the organisations that provide placement positions "providers"
while another school in your university calls them "hospitals”. To cope with these differences, Sonia can
be configured to display your preferred text for a wide range of items on screen.

This is done via the Options screen. More details on this are in the Sonia Reference Manual.

This document uses the default Sonia terminology.
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4 Mapping Sonia to your processes

Sonia is designed to be flexible enough to handle student placements for many different university and
faculty requirements. This design as evolved as more universities use Sonia and add their unique
attributes to the system.

To understand how Sonia will support your requirements, it is important to know the pieces of Sonia and
how they relate to student placements.

When planning placements, consider the basic questions: who, what, when and where.

Question Object Description
Who? Students Who are the students that need to go on placement? This will be determined
@ﬂl by their enrolment and perhaps other factors such as previous placements
What? Area What will they be doing on placement? For example in Education you might
"'\,,J“‘g: be placing students in Secondary, Primary etc. In Nursing it might be
b Surgical, Medical and so on. This identifies what they will be doing on
placement.
When? Placement | When will students be going on placement? A Placement Group specifies
Group the dates that a group of students will be going on placement.
S,
Where? Sites Where are students going for placement? A site is the provider of the
placement. For Education it would be a primary school or secondary school,
' for nursing it might be a hospital or a ward within a hospital.

The most common process flow for managing student placements follows these steps:

1. Determine when your placements will occur, and what activities will be covered - set up your Placement
Groups. This is usually done well in advance (ie for next year).

2. Determine where your students will be able to be placed. This involves canvassing sites to see if they
can provide suitable placement experiences in the date range you require. Quite often this list of sites is
well known to you as they are used at the same times each year. If your student numbers are growing this
process can be difficult as you try to find additional sites. This process is usually started well before
students are enrolled.

3. When you know which students are enrolled in courses that involve placements, you can begin to
determine who of the students need to be placed. This may also take into account how many sites you
have managed to find in step 2. For example if you have found 100 Primary school places, but you have
200 students enrolled in your course, you will need to have a strategy in place to cope with this.

4. Once the numbers of students line up with the number of places you can begin the process of matching
students to places. This may involve many criteria.

5. The placement occurs.

6. You collect results, run reports, mark the placement as completed and start on the next one!

In Sonia terms:

1. Create placement groups

2. Find sites and add them to a placement group as a "placement requests"

3. Add students to placement groups

4. Students may be given the chance to nominate preferred sites to attend, you allocate students to a site
5. Students are away on placement

6. Run reports and mark the placement groups as "completed"”.
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5 People and Roles

The following table summarises the different roles available for people in Sonia

Role

Type of user

What can they see/do?

Placement officer

Sonia client user

This person can see and edit all data for their school. They can
add/edit/impersonate/export/email et cetera

Placement officer
(+Uni level)

Sonia client user

A placement officer may be given access to adjust some
university-wide settings in Sonia

Coordinator

Sonia client user

This is a read-only version of a placement officer. They can see
all data using the Sonia client but cannot alter or add data.

Student Sonia web portal Students can see information about placements they are
Student involved in. They cannot see other student’s data
Supervisor Sonia web portal Supervisors are people who work for the university or who are
Supervisor hired by the university. They are assigned students based on
site and date. Therefore they may supervise quite a number of
students in a range of placement sites throughout the year.
Supervisors can use the Sonia portal to determine who and
where they are supervising. They can upload documents
against each student, can leave notes for their students and can
fill in electronic forms assigned to them and their students.
Subject Sonia web portal (Preliminary information, to be confirmed in 2015) This role

Coordinator

Supervisor

associates a Supervisor with a Subject. All students enrolled in
that subject will be visible to the subject coordinator.

Site Contact

Sonia web portal
Site

Any person associated with a site. Usually an employee of the
site. Picked by the site, not by the university.

Primary Contact

Sonia web portal
Site

A site contact who has an overall coordinating role for
placements in the site. This person receives emails/letters
directed to the site.  This person can see all of the
placements/students assigned to their site.

Secondary Sonia web portal (Preliminary information, to be confirmed in 2015) Multiple
Contacts Site secondary contacts. Have access to see all students at the site.
Student Contact Sonia web portal A Site contact whose name should be displayed to students.
Site This is often the primary contact, but many sites have
separation of the roles. They can see all students allocated to

their site.
Mentor Sonia web portal A site contact who has been assigned to a student on

Site

placement in their site. Examples would be classroom teachers
(Education), preceptors (Health), Field Instructors (Social work).
Mentors can only see the students assigned to them using
Sonia’s “position” data on a placement.

In summary, if someone is employed directly by the university to look after students in multiple locations,
they are probably a Supervisor. Otherwise they are a Site Contact. Site contacts who need to monitor all
students at their site are probably Primary or Student contacts for the site. Site contacts who only get to
see students assigned directly to them are Mentors.
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6 Creating a Placement Group

To create a new Placement Group, launch a new Placement Group window from the Sonia toolbar and
click the "New" button on the Placement Group toolbar. A small window will pop up (see below) prompting
you for a unique Placement Group Code.

L —_—
Se—cn (= ol
pacencot Gove i R N —

Create Placement Group

Placement Group Code I

Cancel

Note: if you need to create a series of placement groups, each the same apart from a different area, try
using the New button's "Create a block of placement groups" option.
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6.1 Placement Group Codes

Each placement group in Sonia needs a unique code. The code can include any characters and can be
up to 50 characters long (although having 50 character placement group codes is NOT recommended).

It is highly recommended that you come up with a consistent, meaningful standard for the code. This
should match your unique requirements, but keep in mind a placement group represents when and what a
group of students will be doing, so incorporating a coded version of when and what is not a bad starting
point. As an example in the image below the code entered is "10S1G1_MED".

Create Placement Group x

Placement Group Cade lﬂslGl_MEDi

QK Cancel

This code was created using the following rules:

"10" = the year - 2010

"S1" = the semester

"G1" = the first group of students going out this semester
"MED" = the placement is in area "medical”

You are encouraged to create (and document) your own meaningful coding standard.
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6.2 Filling in the Placement Group Form

After entering the placement group code you can then begin to fill in the details on the placement group
form.

¥ (AdvCFC14) Adv Clinical Families and Children Placement o &8 02
Placement Groups | Summary  Roster  Search
1S HXES w e R B AV 0 DH = &
- . = _ @ = 3
New Open Copy Refresh Save Delete | Details|Students Placement Rankings Interviews Payments Settings Checks Notes Documents Electronic Log Allocate | Options
- Request & Links Forms (67) Students -
Actions. Show Allocation

{(AdvCFC14) Adv Clinical Families and Children Placement
2014
clinical-families and children

1/09/2014 to 1/05/2015

Requested: 584, Confirmed: 575, Students: 62, Preferences: 1, Allocated: 5, Liaisons: 2

General

Code AdvCFC14 Area clinical-families and children -

Name Adv Clinical Families and Children Placement Dates 1/09/2014 |8 to | 1/05/2015 |®
2 Estimated places | 0 - Duration | 40.00 %| BlockCode |2014 < g
E]
]
o) Year level 1 : Allow split placements Default course | Adv Clin Field -
=
g
g Comments
g
=
a
=1 =
B =
2
iT
@
= Key events Settings
=]
< g == V| Liaison required

¥| Field Instructors required
Event From To |

V| Visible to students
Students select interviews 4/12/2014 12:00:00 AM  28/12/2014 12:00:00 AM | Alerns s e s
Agencies can add interviews 4/12/2014 12:00:00 AM  28/12/2014 12:00:00 AM w| Aleerons sl i Ry
Review 6/11/2014 3:30:00 PM 1/01/2015 3:30:00 PM ¥ Allocations finalised to agencies
Preferences 6/11/2014 3:30:00 PM 1/01/2015 3:30:00 PM Placement completed
Other

This describes the type of teacher we want our student to be placed with.

Last Saved: 5/12/2014 8:01:15AM | Saved By: Win81\dean

The name of the placement group is seen on the web site and in report so should be clear and concise
and not include terms and codes that only mean something to you.

The optional Block Code is a way of identifying and grouping several placement groups. You can add new
codes using the plus button, or pick an existing one from the drop down list. In our example the block
code of "2014" is going to be common to a series of placement groups.

The estimated places field is just a budget reminder for you to help future planning.

The comment field will appear on the web site and should therefore provide a basic overview of the nature
of this placement.

The dates indicate when the placement will occur. The Key Events area defines date ranges for
placement activities that you wish to include in your placement model. This includes things such as
students entering preferences and sites being able to plan interview timeslots.
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7 Adding Sites to a Placement Group - Placement

Requests

To associate a site with a placement group, you need to create a placement request. This can be done in

a number of ways in Sonia. These include:

1. from within a site

2. from within a placement group

3. after searching sites, adding a placement request to all of the sites found
4. by copying the placement requests from another placement group

Each or all of these methods can be used to create your placement requests.

7.1 From within a site

| Select Placement Group

(Surg_2009C2) - 1st Year Semester 1 Surgical Placements - 2nd C|
(10S1G1_MED) - 2nd Year Nursing Semester 1 Medical
(Comm_Nov2010) - 2nd Year Second semester placement - Comy
(Surg_Apr2010) - 2nd Year Semester 1 Surgical Clinical Placement
(ICU_Dec2009) - 3rd Year Semester 3 Placements
(Medi_Nov2009_2) - asdf

(Surg_Mev2009_2) - asdf

(AL000) - First year Semester break Makeup

(PG_IT_01) - Justin's Test Placement Group

Cancel

The image shows an open site window after the Placement Requests button on the toolbar has been
clicked, and the "add" button has been clicked. It brings up a list of available placement groups to select

from.
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7.2 From within a placement group

-

Y

(1352J010) Certificate Il in Education Support Practicum 2015

Select Site

V| Show sites already added

Type here to filter list

Site

ATHERTON HOSPITAL
Atherton Maternity Ward
Atherton QT Clinic

Atlas Project in Brisbane
Bega District Hospital
Bobs Magic Hands

Bobs place

Boston Childrens at Lexington

4 [

Number requested | 2 : V| Confirmed
From 4/05/2015 :
To 1/06/2015 :

‘ Weekends

/| Copy information for students from previous placement
request for the site

The image highlights the requests button on a placement group form. Clicking the "add" button to the right
of the form will bring up the "Select Site" window where you can choose an individual site (and number of

places) to be added.

Note that you can choose to add a site multiple times to the same placement group — perhaps on different

date ranges or shifts.

Getting Started with Sonia
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7.3 By searching sites

Sices =8 = ]
Site Search
ol o g % N o
. & = I_g
Standard  Placements Email Exporj Mew Placement
Requests
View sy]
Site Code x Site Name x
Note X I Arsa Medical | x I
@\ Add Criteria * Search
Code Name Phone | Sector I
| » | JTBH Jchn the Baptish Hospital
RAH-EM RAH - Emergency 1423424 Public
RAH-C RAH - Oncology ward 838934893984 | Public
RAH-P RAH - Paediatrics 08 28218812
AAL Royal Britannic Hospital Catholic
Records: 5
\

The image shows the Site Search tab, a search for sites with an Area of "Medical" has resulted in 5 hits.
The "New Placement Requests" button will prompt the user for the placement group and then placement
requests will be generated for each of the 5 sites.

7.4 Copying from another placement group

(Surg_2009C2) - 1st Year Semester 1 Surgical Placement

) p B — E E

' ¢ = =] Al s

Mew Opgn Copy Save Delete | Details§Students Reguests Settings Checks Motes Documents Log Automz
5 & Links

£ Placement Requests

(Surg_2009C2) - 1st Year Semester 1 Surgical Placements - 2nd Cohort
Block?

Surgical

2/12 A 10 14y LA 20U

Requ ested: 5, Confirmed: 44, § udents: 80, Preferences: 0, Allocated: 4

General
Code Surg_2009C2 Area <
Mame 1st Year Semester 1 Surgical Placements - 2nd Cohort Block Code
Estimated Places 0 = Hours

The image shows a very useful option in Sonia. It allows you to copy the placement requests from an
existing placement group to a different placement group. To do this, open the group that has the existing
placement requests - in the example above, there are 44 confirmed places in this group. Then choose
Copy/Placement Requests from the toolbar. You will be prompted to pick the destination placement group
from a list.
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7.5 Placement Request Information

g | PlacementiRequests EMERALD PRIMARY = B =5
Site Submissions Search 1352J010
1 — ’ ( > —»
dHEO - & e WD 8
- ' 4 3— (4% =
Refresh Save Student  Preferences Rankings Supervisors Placements Checks Notes Documents Close Placement
Information 8 Links Request
Actions Show Placement Request

a {1352J010) Certificate 11l in Education Support Practicum 2015 @_

Primary
18/05/2015 to 12/06/2015

General

Status Confirmed > Shift Normal ~  Starts 18/05/2015 |& Ends | 12/06/2015 (8| Check dates

4

Number requested | 2 - Number confirmed | 2 Preference quota | No value :

Site comments

School comments.

Payment No value s Currency -

Other
Activity Name

Last Saved: 17/02/2015 12:45:44 PM | Saved By: win81\dean

Placement requests appear on a site window under a red-tinged tab (see above). The key information on
the details form is the number of requested/confirmed places and the status of the request.

These numbers reflect the number of students this site can take for placement in this placement group. If a
site says that it can take 2 students at a time in both morning shift and afternoon shift, then the number
confirmed should be 4.

Generally when you create a request on a site it will be "unconfirmed" - this means that the site has not yet
agreed to take the students.

When the site has agreed, the status should be changed from unconfirmed to confirmed. This
confirmation process can happen via the Sonia web site by a site contact, or you must open the placement
request and change the status to confirmed yourself.

The other tabs (preferences, rankings, supervisors and placements et cetera) give you access to the
details of the confirmed places in this request. Please refer to the reference guide.
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8 Adding Students to a Placement Group

TS
(1051G1_MED) - 2nd Year Nursing Semester 1 Medical

Placement Groups  Summary  Search

e kX

Mew Open Copy Save Delete

: = : 5 =

Ela @ Eu @] = M o 2

e § = ] 3 =y

fls (Students | Requests Settings Checks Motes Documents log | Automatic Manual  Follow Up Email Export
& Links > »

Actions Show Allocation Options

(1051G1_MED) - 2nd Year Nursing Semester 1 Medical
1051G1

Medical

23/08/2010 to 3/09/2010

Requested: 28, Confirmed: 22, Students: 34, Preferences: 0, Allocated: 0

~ ) Filter | Studentld | Name Mode ‘ Allocated ||:
Year 2000 = ~ Clinical Practicum 1
| = P [Clinical Practicum 1 -] » 3190566 | Katrina Bishop I %
| % Semester [s2 - 3220127 | Sarah Bortolotio I |
& J Ignore Students in current Block Code 3240008 | Alex Brigal I 3
E #*, Add Criteria 3212722 Roisin Dempsey 1
é‘? S e 3185556 | Karlen Dockrey 1
3 3729308 | Gretchen Espartinez 1 L
2 bttt e (Course [Mode % 3200959 | Elly Friend 1 |
v 3235871 | Amy Anderson BR035 1 i
g 3166345 | Sofia Argyropoulou BR032 I iozgij iy"l::tha P i |
337082 | Julie Au BPO32 I 5 3;44730 oo e .
3213479 Elissa Baptist BPO32 I 2233600 Janita Lazvina 1
3101405 | Kerl Bonto BR032 I 222295 | Sarar Maddem ;
3203514 | Lisa-Maree Bruni BPO32 I P |t .
S222030 EaticnBucct EL032 ! 3237809 Koki-Keisha McLachlan 1
3220051 | EmmaBurge BRO35 I . 226 | Zoe Lo ; ;

Last Saved: 11/12/2009 2:02:08 PM = Saved By: DeanXPS\Dean

The Students button on the Placement Group toolbar will bring up the form for adding students to a
placement group (see above). On the right of the form is a list of the students who are currently assigned
to the placement group.

On the left of the form is the student selector (see below). This list students filtered by their enrolment
details, excluding students who are already in a placement group. For details on how to manage this
process, please see the Sonia Zen document - "Advanced Student Selection".

A Filter

Vear (2009 -
Unit [Ciinical Practicum 1 -
Semester s2 -

J Ignore Students in current Block Code

(.p\ Add Criteriz *
e ______________________________________________

Select of 187 students
Studentld Name | Course | Mode | ||5
3235871 Amy Anderson BPO35 1
3166345 Sofia Argyropoulou EPO3Z2 1
3237082 Julie Au BPO32Z 1
3213479 Elissa Baptist EPO32 1
3191405 Karl Bonto BPO32 1
3203614 Lisa-Maree Bruni BPO32 |
3229030 Lauren Burdett BPO32 I
3229051 Emma Burge BPD35 I 1l

The text box labelled "Select ____ of 187 students" can be used to randomly pick some number of students
for adding to the group. Just enter a number in the box and press the Enter key on the keyboard. That
number of students will be randomly selected. Click the green arrow button next to one of these selected
students and all of them will be moved to the right hand side list.

You must save the placement group to commit the students to the placement group.
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9 Allocating Students

9.1 Manual allocation

g Allocate Students: (AdvCFC14) Adv Clinical Families and Children Placement = =
Placement Groups ~ Summary  Roster  Search | Allocate Students
- Tru-Match® MEP: -
i ecnes s I o e & =
Highlight ineligible placements V| only preferences HIEEITE o
Use placement matching
Actions Display Settings Automatic Allocation Allocation
Students Placements
- Suitable for placement -
Frmaes mrilies o f i e mpla e :% Grouped by: Agency +
Student Id Name Allocated pref| |~ Allocated shift Suitable for placement | pos. | Pref. Distance |
w w i w w

1206822 Aruldoss, Elisabelle Patterson Park Charter School a_ ~ (123) Mary Washington Elementary School
1211567 Ballantyne, Sarah I (Unallocated) 0 7km
1195166 Barrett, John CINDY HALL VETERANS HOME a ~ (324) Patterson Park Charter School
1205108 Chan, Wing Aruldoss, Elisabelle 0 Mkm @
1146407 Choptank, Denise ;é;g?h;ﬁ;f‘”mgs . a ~ (441316) CAMDEN GENERAL HOSPITAL
1200760 Deacon, Randa (Unallocated) 0 1067 km
1910670 Dosayeos, Frank ~ (450002) PROVIDENCE MEMORIAL HOSPITAL
T Drew, Nancy (Unallocated) 0 2809 km
1212067 Duffield, Sheila A (450005) MEMORIAL HERMANN BAPTIST ORANGE HOSPITAL
1178263 Fay, Andrea (Unallocated) 0 1870 km
1211628 Fowler, Bob A (450007) PETERSON REGIONAL MEDICAL CENTER
1192662 Francisco, Tommy {Unallocated) 0 2288 km
1188280 Freytag, Bernadette ~ (450010) UNITED REGIONAL HEALTH CARE SYSTEM
1200575 Grace, Leah (Unallocated) 0 2031 km
1911507 Hallet, Suzanne ~ (450011) ST JOSEPH REGIONAL HEALTH CENTER
1212849 Hargreaves, Andrew {Unallocated) 0 2025 km
1210204 Harris, Brandy y ~ (450015) PARKLAND HEALTH AND HOSPITAL SYSTEM

0 Allocated 0 Skipped

This option on the Placement Group toolbar allows you to allocate students one at a time to the site you
choose. To use manual allocation, select a student from the left hand list and an unallocated place from
the right hand list and click the Allocate (+) button next to the student grid or site grid. If the allocation
breaks your business rules, you will be notified, but you can still override this.

Once an allocation has occurred, the name of the site appear next to the student and the student's name

appears under the site's list of places. Use the delete button ("-"

9.2 Automatic allocation

) from either list to undo an allocation.

Automatic allocation will assign students to sites based on your current Sonia business rule settings.

Students who you have manually allocated will not be effected.

After an automatic allocation you can still go into manual allocation mode and change the sites students

are going to one at a time.

9.3 Finalising allocations

Before sites and students can see who is allocated where, the checkbox "Allocations finalised" needs to be

set on the Placement Group form (see 5.2).
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10 Running Reports and Completing a Placement

Sonia includes a number of standard reports to help you communicate with your students and sites. For
example you can use the Site Placement Request report to generate letters to each of the sites you added
placement requests to.

File Edit View Favorites Tools Help

507 Favorites | 35 @] Sonia - Student [#] Setting Startup Options Pr... @ Suggested Sites ¥ & | Get More Add-ons ~
_ -~ »
88|~ | ¥ Sonia.. | @ User.. |[[ How.. @ Court.. (@& Glene.. (@ Sonia.. @Soma.‘..@iu x| i E) v 0 @ v Pagev Safetyv Tooks+ @~

L]

Student Allocation List
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When the students have returned from placement, all of their grades are in and you ready to leave that
placement group behind, open the placement group and click the "Placement Complete" checkbox. This
means the placement group will no longer appear in lists of active placement groups, but all of its data is
still available if required.
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