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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. 

 

https://sonia.scu.edu.au/SoniaOnline/School.aspx?SchoolId=11
mailto:health.wil@scu.edu.au
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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). 

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). 
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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 (yellow 
box). 

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

• 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; 

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

• 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 (sky blue box). 

 

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.   
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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: 

• 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 

• Form versions that support both Formative 
and Summative assessment, and versions 
that support only Summative assessment 
(for very short duration Make Up 
placements). 

All Form versions function in essentially the same 
manner. 

  

Section 3: Code of 
Conduct 

Section 1: Student and 
Placement Details  

Section 2: Student 
Attendance 

Section 4: ANSAT Clinical 

Assessment  

Section 5: CT Feedback 

Section 6: Other Items 

Section 8: Student Feedback 

Section 9: UA Assessment of 

Student Performance 

Section 7: CT Placement sign-off 
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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. 
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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 
Required messages will appear next to 
each omitted item. 

STEP#6: Address the issue and try again. 

 

 

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. 

 

 

 

  

mailto:healthplacements@scu.edu.au
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1.3.2 Section 2: Student Attendance 
There are 2 components to Student Attendance:  

 

 

 

 

  

Section 2A: Daily 
Timesheets 

Section 2B: Attendance 
Variation 
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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: 

• an Attendance Status of Attended; AND 

• 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. 

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

• Attended 

• Did not attend 

IMPORTANT: never use “Office 
Use Only: NSR” (this is for office 
use only). 

 

N.B., you may repeat this step multiple times (i.e., create 
multiple Timesheets) before proceeding to STEP#3. 

STEP#3: Click the Confirm Timesheet 
Submission Button. 

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

 

N.B., you may repeat this step multiple times (i.e., create 
multiple Timesheets) before proceeding to STEP#4. 
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If submission is successful, you will see 
your details and a green Form 
successfully actioned message (yellow 
box). 

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

Icons will appear in the Actions column. 
 

  

APPROVE TIMESHEET 

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

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. 

 

STEP#5: Click the Confirm Timesheet 
Submission Button. 

 

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. 

 

 

mailto:health.wil@scu.edu.au
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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: 

• 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 

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

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 
absence). 

Duration = 0 hours. 

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

 

 

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

The remaining steps use AVA 1 as an 
example only. 

STEP#3: Once the Student has returned 
to Placement submit a single 
AVA covering the entire 
period of absence. 

 

mailto:health.wil@scu.edu.au
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STEP#4: Set Add AVA 1 to this 
Placement? = YES. 

 

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

 

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

 

 

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

 

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. 

 

 
  

mailto:healthplacements@scu.edu.au
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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? = 
NO. 

 

STEP#2: Leave all other fields blank. 

 

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

 

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. 

 

 

  

mailto:healthplacements@scu.edu.au
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1.3.3 Section 3: Code of Conduct 

 

There are 2 components that you must complete: 

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

• At the 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. 

  

Formative Summative 
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1.3.4 Section 5: ANSAT Clinical Assessment  
This section is based on the Australian Nursing Standards Tool (ANSAT) for Registered 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 
must complete: 

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

• At the 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. 

  

Formative Summative 

https://www.ansat.com.au/home/resources
https://www.ansat.com.au/home/resources
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1.3.5 Section 5: CT Feedback  

 

There are 2 components that you must complete:  

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

• At the 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. 

  

Formative Summative 
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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 
appropriate Browse Button. 

STEP#2: Navigate to, and select, your 
target file (method based on your 
local machine setup). 

You can upload multiple files to 
each field. Upload-able file types 
are limited to: .jpg, .jpeg and 
.pdf. 

 

STEP#3: It is recommended to use the 
Save Draft Button until you are 
ready to commit the whole Form. 

 

STEP#4: Answer both questions. 

 

STEP#5: Click the Other Items Submit 
Button. 

 

If submission is successful, Button will be 
replaced by your details. 

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

 

mailto:healthplacements@scu.edu.au
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1.3.7 Section 7: CT Placement sign-off 

 

This Section should only be completed when: 

• An individual 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 

• Other Items Button has been committed. 

Once you use this Button you are: 

• confirming that all information submitted is true and correct; AND 

• 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. 


