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1.1 Logging into Sonia Online

STEP#1: Log into the Nursing Sonia Online.
STEP#2: From the Role dropdown select Clinical Teacher.

STEP#3: Enter your Username and Password (you will have
received this information via an email from
health.wil@scu.edu.au).

STEP#4: Click Sign In Button.

STEP#5: Navigate to the Forms tab.

trucents Focemen | forms [y Dewsls  Checks Hasory Documenrs B A Gres meeoniies a1 - 831 3
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All Forms associated with your role as a Clinical Teacher are
displayed.

One line = one Form. Each Form is associated with a single
Student on a single Placement.

Some Students may be associated with multiple Forms (e.g. one
Form for their original Placement, and one Form for a Make Up :
Placement). o e e e = .

In the example right, the CT is roster to 2 x Students and there are
3 x Forms.

STEP#6: Locate your target Form and click the associated Form
icon.

STEP#7: Form will open in a new browser (either window or tab
depending on your local machine’s set up). -

WIL Assessment Tool | Guide for CTs | February 2024
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1.2 How to Identify if a Form is Ready for You to Edit

You can identify a Form’s state of
completion by referencing the
Completed (Mine) Column (

This Column displays how many Form-
Level Buttons you (or another CT) have
used. In the example right:

e 6 of 6 indicates that there are 6
Form-Level buttons associated
with CTs, and all have been
committed. All CT actions have
been completed for this Form;

e 2 of 6 indicates that there are still
4 x CT Form-Level Buttons that
require a CT to commit;

e 0 of 6 indicates that no CT Form-
Level Buttons have been
committed.

If you wish to hide all CT-complete
Forms you can tick the Hide Completed
(Mine) Checkbox ( ).

% Sorva - Forms o+

< e (=

Home Students Placements

My Details

Mine

Students

Clinical Teacher Studgata
1 ok Compitad Pacement Gl ) g Completsd Ming)

MeTester

3 items in 1 pages

IMPORTANT

If you are sharing supervision with other CT/s (e.g., a Job Share) your colleague/s will have the
same access to all Forms as yourself. To avoid confusion, ensure that you discuss who will be
completing Forms for each Student.

If you are working at a Site where CTs locally divvy Student supervision, all CTs will see all
Forms (not just those associated with the Students they are ultimately responsible for). It is
vital that you only open and action those Forms specifically connected to your Students.

WIL Assessment Tool | Guide for CTs | February 2024
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Section 1: Student and
Placement Details

1.3 Anatomy of the WIL Assessment Tool

The WIL Assessment Tool is divided into 9
Sections (see image right). Each Section has a

different purpose and stakeholder.

There are a number of versions of the WIL

Assessment Tool:

Section 2: Student
Attendance

e Separate Forms for each Course Year-
Level (Year 1/ Year 2/ Year 3). This is

connected to the varying number of

Attendance Variation Applications that can
be triggered from the WIL Assessment Tool;

AND

e [Form versions that support both Formative

and Summative assessment, and versions
that support only Summative assessment

(for very short duration Make Up
placements).

Section 3: Code of
Conduct

All Form versions function in essentially the same

manner.

WIL Assessment Tool | Guide for CTs | February 2024
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1.3.1 Section 1; Student and Placement Details

This Section will largely auto-fill from data supplied
by SCU.

STEP#1: Review information. If there are any
issues, email
healthplacements@scu.edu.au.

STEP#2: Enter the Ward / Unit / Department.

STEP#3: Select all appropriate categories.

STEP#4: Click Confirm Placement Details
Button.

WIL Assessment Tool | Guide for CTs | February 2024
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If submission is successful, the Button will be
replaced with your details and a green Form
successfully actioned message.

Once the Button has disappeared, Section 1 is
locked and can no longer be edited.

If there is a problem with any locked data, email
healthplacements@scu.edu.au for assistance.

WIL Assessment Tool | Guide for CTs | February 2024
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STEP#5: If a mandatory item has not been =
completed a yellow warning message <
will appear below the Button, and red Soutem ross Work Integrated Learning (WIL) Assessment Tool
Required messages will appear next to -

o i

each omitted item. —

STEP#6: Address the issue and try again.

>

Southem Cross  Work Integrated Learning (WIL) Assessment Tool
Unlversity VAL Fom Year 1

STUDENT & PLACEMENT DETAILS

resaem

 Farm successhully actioned

G
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1.3.2 Section 2: Student Attendance

There are 2 components to Student Attendance:

STUDENT ATTENDANCE

Plaasa subit 1 Timeshaat par abocatad day of placemant - ncludig any days not attanded. The process s

> wubmit Timeshasls by clcking + Add new

esheet and complele the
the Confirm Timeshest Submission Button bolow e Ti

> icons vl appaat i the imashaat fisd. Action column. Approve tma
» chck tha Confirm Timasheet Submission Bution io save approvels

by cicking the groan tickis

Whare the student s absent, please includo the reasen in he Timashest Comments

omment

Updated By

He data

(save nan ) {8

ATTENDANCE VARIATION

Attendance at cinical placement s mandatory, and siudents must account for al hours of atendance for a cinical placement. A sident must complets an AVA and privide supporting documentation for
any days of absanca 'Whera the pariod of absance is considared consacutive days. ona AVA submission is requirad

You can submil up 1o 3 AVAS via this Form I a PY

ment requires mare Bhan this contact hoalth wiFscu edu au

A4 Conflrm AVA Status Burtons balow must ba usad priat to finalising any subsaquent Form Sections. Untl ha snd Placamant when you can canfidenty use a8 tha Conflem AVA Status Butions
(whathar indicating add AVA YES or NO), you will nead 1o use the Save Draft Buttons

AVA 1

Add AVA 1 10 this Placemant? Yas Mo o
First Oata of Absence for AVA 1 me
Last Diate of Absance for AVA 1 me#
On what 8 you triggering AVA 17 me

Pravida any periinent detalls regarding AVA 1

#
(saveoan )
AVA 2
Add AVA 215 1his Placement? Yos ONo o
First Data of Absance for AVA 2 me
Last Diate of Absance for AVA 2 mé#
On what date are you triggering AVA 27 me
Provida any pertivent detall regarding AVA 2
’
(Savanran )
AVA 3
Add AVA 3 to this Placemant? Yas o o
First Data of Absence for AVA 3 me
me#
8 you triggering AVA 37 me#
Provida any pertivent detall regarding AVA 3
’£

( Save Drah

WIL Assessment Tool | Guide for CTs | February 2024
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We are required to record one Timesheet per Placement day regardless whether the Student
attends or is absent (e.g., if the Placement runs for 10 days, then we must have 10 Timesheets).

Timesheets only count towards a Student’s total Placement Hours when they have:

e an Attendance Status of Attended; AND
e an Approval Status of Approved

This means that you need to complete 2 steps for each Timesheet: create and approve. An
unapproved Timesheet does not count towards the Student’s total hours.

CREATE TIMESHEET

STEP#1: Click + Add new timesheet.

IMPORTANT: Sometimes you will see pre-existing Timesheet lines. These have been created by the
SCU WIL Team and represent pre-approved known absences. Please DO NOT submit additional
Timesheets for these dates.

A new Timesheet line appears with today’s

date. - I —

STEP#2: Update the details as required
including date, duration (1 day =
8 hours), unit (hours), and
Attendance Status which should
be either:

o Attended

¢ Did not attend N.B., you may repeat this step multiple times (i.e., create
IMPORTANT: never use “Office multiple Timesheets) before proceeding to STEP#3.

Use Only: NSR” (this is for office
use only).

STEP#3: Click the Confirm Timesheet
Submission Button.

IMPORTANT: this is a multi-
use Button and will not
disappear when you click it.

STUDENT ATTENDANCE

N.B., you may repeat this step multiple times (i.e., create
multiple Timesheets) before proceeding to STEP#4.

WIL Assessment Tool | Guide for CTs | February 2024 11



>

Southern Cross
University

If submission is successful, you will see
your details and a green Form
successfully actioned message (

).

The Timesheet will have a Timesheet
Status of Submitted and does not yet
count towards the Student’s total
Placement Hours ( ).

STUDENT ATTENDANCE

Mon-3012080 800 Hours attendod

vacl 02/2024 117 ClinicafTeacher

Ationsd by Canical TascherAra Thegest (TESTSupervisar) o0 ZB022024 117,21 PM
¥ Form suceesstully actioned

Icons will appear in the Actions column.

APPROVE TIMESHEET

STEP#4: To approve the Timesheet click
the Approve icon (green tick
icon).

STUDENT ATTENDANCE

@ not atiendad The process i

N.B., at this point you can also
use the red Delete icon if you
need to completely remove the
line.

Timehseet Status will change
to “Approved”.

N.B., you may repeat this step multiple times (i.e., approve
multiple Timesheets) before proceeding to STEP#5.

The Timesheet Status will change from

.
Submitted to Approved. v i

g ary days not asendod. The process s

Scking e grasn ks

STEP#5: Click the Confirm Timesheet
Submission Button.

Adtionsdy, W isor) on 204022024 11721 PM
¥ Form successtully actioned

The Action icons will all disappear.
The target Timesheet is now locked and : '
counts towards the Student’s total
Placement Hours.

If there is a problem with the entry, email
health.wil@scu.edu.au for assistance. - - eI

S TSupsrvisor) on 281022024 12144 PM
¥ Fom successtully actioned

WIL Assessment Tool | Guide for CTs | February 2024 12
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Students are expected to attend every day of Placement. A Student is required to complete an
Attendance Variation Application (AVA) if they:

e Become aware that they will miss any allocated day/s (e.g., they receive notice of Jury Duty
that falls within the Placement period); OR

e Unexpectedly do not attend any Placement day/s (e.g., due to iliness);

After Placement commencement, CTs are responsible for triggering the AVA process by completing
Section 5B.

In Year 1 and 2, CTs can trigger up to 3 x AVAs. In Year 3, CTs can trigger up to 5 x AVAs. If any
more AVAs are required contact health.wil@scu.edu.au for assistance.

WHERE A STUDENT HAS BEEN / WILL BE ABSENT

IMPORTANT: Sometimes, when you first open the WIL Form, you will see pre-existing Timesheet lines.
These have been created by the SCU WIL Team and represent known absences (where the Student
has already notified the WIL Team of an upcoming absence). Please DO NOT trigger an AVA for these
absences (the AVA process has already been completed prior to Placement commencement).

STEP#1: Create Did not attend
Timesheets (one per day of e s o

absence).

iukng any days nat atiendad. The pracass .

Duration = 0 hours.

Comment should indicate the
linked AVA and a very brief
reason for absence.

u 29022024 918.32 AM

STEP#2: WAIT UNTIL STUDENT RETURNS TO PLACEMENT BEFORE CONTINUING.

The remaining steps use AVA 1 as an
example only. . p——

STEP#3: Once the Student has returned
to Placement submit a single

AVA covering the entire
period of absence.

e all ha Conflem AVA

O what dale ars you iggering AVA 17 me

Provids sny pedtivent details ragarding AVA 1

WIL Assessment Tool | Guide for CTs | February 2024 13
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STEP#4: Set Add AVA 1 to this
Placement? = YES.

Add ANA 1 ia this Placement™ W¥es (o # -

T
T4

STEP#5: Enter the date range of
absence.

STEP#6: Enter the date you will use the
Conform AVA 1 Status
Button.

N.B. in the example, Student
was absent on Thursday and
Friday. The CT has waited until o)

the following Monday (when the
Student returned to Placement)
to process the AVA.

STEP#7: Enter a brief description of
absence and Student
behaviour.

soass @

7012050 me

STEP#8: Confirm that all fields have
been populated correctly,
then click the Confirm AVA 1
Status Button.

AVA 1

If submission is successful, Button will be
replaced by your details and a green
Form successfully actioned message.

In the background, Sonia will create an
AVA 1 Form and email a Form link to the
Student.

The AVA 1 fields are now locked and
cannot be edited. If there is a problem
with the entry, email
healthplacements@scu.edu.au for
assistance.

ThefBast (TESTSupervisor) on 2910272024 9 20 40 AM
oned

WIL Assessment Tool | Guide for CTs | February 2024
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All AVA Buttons must be used before you can use the downstream Section 7: Fully Complete
Button (i./e. complete the Form). This means that even if the Student has attended all Placement
days, you need to commit all AVA Buttons.

WHERE STUDENT HAS ATTENDED ALL PLACEMENT DAYS

The following steps use AVA 2 as an
example only.

STEP#1:Add AVA 2 to this Placement? = ; i
NO. -

STEP#2: Leave all other fields blank. -

(savacan | (T

STEP#3: Click the Confirm AVA 2
Status Button.

JERYE B coviem 2w 2 status. Buston

If submission is successful, Button will be
replaced by your details and a green
Form successfully actioned message.

The AVA 2 fields are now locked and
cannot be edited. If there is a problem
with the entry, email
healthplacements@scu.edu.au for
assistance.

WIL Assessment Tool | Guide for CTs | February 2024 15


mailto:healthplacements@scu.edu.au

>

Southern Cross
University

1.3.3 Section 3: Code of Conduct

CODE OF COND

The Code of Conduct for Nurses (the code) sets out the legal requirements, professional behaviour and conduct expectations for nurses in all practice settings, in Australia and identlfies the minimum
standards of professional conduct in practice. Students must demonstrate achievement of each of these standards to satisfy the requi of eact placement. Further
details. The Code of Conduct for Nurses includes the below domains, principles and values

DOMAIN DESCRIPTION . PRINCIPLE DESCRIPTION

Practise legally 1. Legal compliance - Nurses respect and adhere to their professional obligations under the National Law, and abide by relevant laws.

Practise safely, effectively and 2. Person-centred practice - Nurses provide safe, person-centred and evidence-based practice for the health and wellbeing of people and. in partnership

collaboratively wlth the person, promote shared decision-making and care delivery between the person, nominated partners, family, friends and health professionals.

3. Cultural practice and respectful relationships - Nurses engage with people as individuals in a culturally safe and respectiul way, foster open and
honest professional relationships, and adhere to their obligations about privacy and i
Act with professional integrity 4. Professional behaviour - Nurses embody integrity, honesty, respect and compassion
5. Teaching, supervising and assessing - Nurses commit to teaching, supervising and assessing students and other nurses, in order to devalop the
nursing workforce across all contexts of practice.
6. Research in health - Nurses recognise the vital role of research to inform quality healthcare and policy development, conduct research sthically and
support the decision-making of people who participate in research.
Promote health and wellbeing 7. Health and wellbeing - Nurses promote health and wellbsing for people and their families, coll the broader ity and andin

a way that addresses health inequality.

CODE OF CONDUCT QUESTION FORMATIVE CODE OF CONDUCT ASSESSMENT SUMMATIVE CODE OF CONDUCT ASSESSMENT

Does the Student satisfy the Code of Conduct for Nurses Cves ONo #+ OYes Cho # -
requirements?

If No, identify the domain and provide details below. Refer
Student to local SCU Lecturer Practitioner for further intervention

and support 4 ra

Use the buttens to the right to save either Formative or
Summative entries.

Submit Summative

Summative

There are 2 components that you must complete:

e Halfway through the Placement, CTs complete the Formative Column and use the Submit
Formative Button; AND

e Atthe end of the Placement, CTs complete the Summative Column and use the Submit
Summative Button.

N.B. the WIL Assessment Tool associated with very short duration Make Up Placements does not
have a Formative Column.

WIL Assessment Tool | Guide for CTs | February 2024
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1.3.4 Section 5: ANSAT Clinical Assessment

This section is based on the Australian Nursing Standards Tool (ANSAT) for Reqgistered Nurse
Students developed by the Nursing and Midwifery Board, Australian (NMBA). This Section assesses
the Student’s performance against the Australian Nursing Standards.

There are 2 components that you

Scoring Rules .
i sotao ONLY 1 st kP sy st bl must complete:

+ Evaluate the students perlormance against the MINIWUM practice lavel expected for the lavel of education

Code

1= Expected behaviours and practices not performed (1 e. the competency statement has NOT baen achieved)

2+ Expect and pract dormed below the standard (i e the competancy
ata

has NOT been achievad)

4 e e e e Halfway through the
e T S, Placement, CTs complete the
cowrtoney FOUMATVE ANSATASSESSMENT | SUMMATNE ST ASSESSWET Formative Column and use
W — N ——— the Submit Formative Button;
: Uses 10 guide 1020304808 0ONA #+ 1020304808 0NK £+ AND

Torres Swrat 102030408 ONA £+ 1020304085 0ONa £+

Islander) prefarence and diferences
+ Sources and crtically evalustes relevant ltarature and research avidence 10 delvec qually /1 ()2 3 4 6 CINA #+ 10203 04080NA #+

Tt o N —————— e At the end of the Placement,

—_— CTs complete the Summative
= 11020304 O5 OMA £+ 0102 0304 05 O 2+ Column and use the Submit

-::‘u::::':::’:uhmmr-Ilmh-mnummhnv-v'wimwhnm 102030408 ONA £+ 102030808 0NA #¢ Summative Button.

2. Engages In Tharapeutic snd Professional Relationships

outcomes
. rospact for tights and wishe: thair bahall 102030408 0NA &£+ 102030405 0NA #*
M s Copay o s e
5 S Vs ——— N.B. the WIL Assessment Tool
o 2 EOADI0ON T/ I DOHOTO D OWR/ ] associated with very short
. d dtahe action (11 12 3 g U6 CINA #0 102030408 0NA £+ .
e duration Make Up Placements
* Recognises and responds appropriately whon own or other's capabilty for practice is 0102030408 ONA £+ 102030408 ONA £+ R
e does not have a Formative
. bty for d ! ol 102030406 0NA &+ 102030406 ONa &£+
ey G Column.
. 102030408 0NA £ 10203 04 U5 ONA #+
sources
" ind it 102030408 0NA & 10203 Oa 0 ONa &+
01 02 03 04 O ONa £+ 10203 04 08 ONA &+
. chieve 102030408 0NA #¢ 102030408 ONA £+
axpectad outcomes
G Provdes Sae Appropriem and Responahe Qualty N Practic ([
« Delvars safe 102030408 ONA #+ 10203 04 08 ONA #+
. P 102030408 0NA £+ 102030408 0ONA &£+
practics
+ Recognise logal or 1020304086 ONA £+ 10203 0408 ONA #+
reguiatory standards
7. Evalustes Outcomes to Inform Nursing Practice
* Monitars progress lowards expected gosls and healh outcomes 10203 08 08 ONA #+ 102030408 0NA #+
. 102030408 0ONA £+ 10203 0808 ONA #+
team and others
GLOBAL RATING SCALE: In your st ta Limited ) Safactory  Unsatafactory | Limited | Satisfactory
their Gaod | Excellent o+ Good ) Excelennt #
e 0 Yos (No #° Yos (No #*
submitting this Form section
Is addibonal paperwork required from Student? Nos (No #° Yes No #°
At this point does the student requice refaral to SCU for further support of intervenson? Yes (No #° Nes No #*
= et (5ave oran ) (CEBT— (save 0 ) (R

—~

Summative

WIL Assessment Tool | Guide for CTs | February 2024 17
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1.3.5 Section 5: CT Feedback

CLINICAL TEACHER FEEDBACK

Note: Feedback should include professional and personal attributes

FORMATIVE FEEDBACK FORMATIVE COMMENT SUMMATIVE FEEDBACK SUMMATIVE COMMENT
QUESTIONS QUESTION

1. What Is the student doing 1. What has the student done
well and how can this be well throughout this
sustained? placement?
A P
2. What can be improved and 2. What strategies can the
hovr will this be achieved? 4 sludentuseto advance their ’
learning in future N
placements?
¥ P
3. Plans for learning and 3. Any further comments?
timeframes for achievement P s
A P

Use the button to the right

Use the button to the right
to save the Formative Rt {0 save Summative Submit Summative

Feedback entries. Feedback entries.

\ J
Y

Summative

There are 2 components that you must complete:

o Halfway through the Placement, CTs complete the Formative Column and use the Submit
Formative Button; AND

e Atthe end of the Placement, CTs complete the Summative Column and use the Submit
Summative Button.

N.B. the WIL Assessment Tool associated with very short duration Make Up Placements does not
have a Formative Column.

WIL Assessment Tool | Guide for CTs | February 2024
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1.3.6 Section 6: Other Items

Various documents (such as Guided Learning Plans and Incident Documentation) can be uploaded to
this Section.

STEP#1: To upload a document, click the

; owerrens ]
appropriate Browse Button.
Uplosd Guitad Laaming Mlan Documsnts #
STEP#2: Navigate to, and select, your . y
target file (method based on your — om—
local machine setup).

A — e uni placemant wakbao?

" ver Cne #
You can upload multiple files to ORI
each field. Upload-able file types

are limited to: .jpg, .jpeg and
pdf.

STEP#3: Itis recommended to use the

;
Save Draft Button until you are
ready to commit the whole Form. Pt o)

Clinical Taachar mssessment af Gudad Lonring Plan Overal Resull

WA SR CINSR O INCOMPLETE &
Ay aihar

Documents &

- F———, Y o £

Use e DUt 10 e igh B mive Oher eens,

STEP#4: Answer both questions.

ITEM DESCRIPTION ITEMS. 1 AS SES SHENT
Uplosd Guided Laaming Plan E—]

Clncs Teacher atsassment of Guided Loaming Pan Ovsed Rasuh @A SR ONSR CIMCOMPLETE 4+
o ot

been submitizd of the unit placement warkbook? #es ho S

Usathe button 10 the sight ta save Other eens,

STEP#5: Click the Other Items Submit

omweriTemws 0000000000000
Button.

ITEM DESCRIPTION ITEMS. 1 AS SES SHENT
Uplosd Guided Laaming Plan E—]

Clncs Teacher atsassment of Guided Loaming Pan Ovsed Rasuh @A SR ONSR CIMCOMPLETE 4+
o ot

been submitizd of the unit placement warkbook? #es g g

Usathe button 10 the sight ta save Other eens,

If submission is successful, Button will be

[omermews ]

replaced by your details.
Upload Gussad Laaming Plan DoCummaty

The Other Items fields are now locked and —

cannot be edited. If there is a problem with T —— _—

the entry, email romrs) aniys uasirerer it

healthplacements@scu.edu.au for I [ -

assistance.

Ui the button 10 the sight b save Other e,

‘Actinad by Clnical Teacharsdes ThaBisst (TESTSuparvisor)sn 2810272034
1807 05 AM

WIL Assessment Tool | Guide for CTs | February 2024 19
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1.3.7 Section 7: CT Placement sign-off

FULLY COMPLETE FORM

‘When you have fully completed all sections of this Form, please click the below Fully Complete Button. The Form will be sent to the School for Unit Assessor review.

This Section should only be completed when:

¢ Anindividual Timesheet for every day of Placement has been submitted and approved; AND

All AVAs Buttons have been committed; AND

All Code of Conduct Buttons have been committed; AND

All ANSAT Buttons have been committed; AND

All CT Feeback Buttons have been committed; AND
e Other Items Button has been committed.

Once you use this Button you are:
e confirming that all information submitted is true and correct; AND
e locking the Form; AND

¢ indicating to the UA that they may review the Student’s performance and award a Placement
Grade.

IMPORTANT: Do not submit any Timesheets after this Button has been committed.
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