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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.   

 

This document is intended to be a summary of all of the business rules and settings found under Options 

and the Settings section of a Placement Group. If you are unfamiliar with the terms in this document, 

please refer to the Sonia Reference Manual and/or organise an online training session with Planet 

Software’s Sonia support team. 

 

2 What are the settings for? 

Sonia’s Placement settings control the business rules and behaviour of the application.  They are intended 

to map to your school’s controls and processes that you are expected to follow in order to provide the best 

placement outcome for your students. 

 

Your business rules may be well defined and documented, but many people we speak to who are new to 

Sonia have a complex mixture of steps and checks that is not written anywhere, but is just common 

knowledge – part of the job.  

 

2.1 Examples of the sort of “rules” school placement staff may have 

“We have a site that never wants to have John Smith on placement again” 

“We don’t want students to go to the same site more than twice” 

“Students have to pave a police clearance record, unless they are in first year” 

“We want students to be able to pick at least 3 preferences, but no more than 5, and they can’t just pick 

the same site 5 times” 

 

. 

 

Options  showing Placement Rule tab 
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3 Where do I set the rules for my School/Faculty? 

The settings described in this document are defined at the School level under Sonia’s Options window.  

This means your school/faculty/unit can discuss and set these options and they will be used for all 

placements by default. 

 

You can choose to override these defaults for any Placement Group.  For example your default rules may 

not apply to first year students. 

3.1 Setting default rules for your school 

The default placement rules can be found under Sonia/Options/Placement (see image above).  Change 

any setting in this area, click the Ok button and it will immediately apply. 

 

3.2 Overriding the default settings for a Placement Group 

If you have a placement group that needs different settings than your defaults, choose the “Settings” 

option on the placement group’s ribbon and ensure the “Enable custom rules” checkbox is checked. (see 

below) 

 

 

Overriding default rules for a placement group 
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4 Detailed Setting Descriptions 

4.1 Maximum times a student can be placed 

 

Purpose Enforce your variety rules- ensure students don’t repeat the same placement 

Examples  Students should only go to a site a maximum of 2 times 

 My primary students have to do a placement in a different year level 

each time 

 Students can only do one placement in each skill area (topic). 

Options  

At the same site The maximum number of times they will be placed in the same site 

In the same class This setting examines the Class field of Position data in a placement.  It will 

prevent students from being allocated to a placement with position(s) that 

would break this limit. 

In the same topic This setting examines the Topic field of Position data in a placement.  It will 

prevent students from being allocated to a placement with position(s) that 

would break this limit. 

In the same Shift Looks at the Shift field on the Placement Request.  Designed to prevent a 

student from being allocated to the same shift too many times. 

In the same region This makes use of the Region field on Site and Student forms.  If true, it will 

only show students Sites that have the same Region as the student. 

With the same Subject, 

Semester, Year, Study 

mode, Placement grade 

This set of options can be used to ensure a student doesn’t already have a 

placement using the same Subject etc.   
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4.2 Allocation restrictions 

 

Purpose This section controls what and how the placement rules are applied. 

Examples This group doesn’t need mandatory checks completed. 

Student police check expiry date has to be after the end of placement. 

My students can’t be placed at the school they attended in Year 12. 

Setting a value to “0” effectively removes any limit. 

Options  

Are limited to the same 

region 

Sonia’s students and sites have a “Region” field.  If this checkbox is set, 

then students will only be able to preference sites that are in the same 

region as the student. 

Are restricted from negative 

site associations 

Sonia can record sites that a student should not be placed at (site 

association).  If this checkbox is set, students will not be able to preference 

the sites they have a negative bias toward. 

Must meet all school 

mandatory checks 

This disables the effect of School-wide mandatory checks. Note that checks 

specific to this placement group will still be required. 

Date checks validated 

against placement group 

end date 

If this is set, then all check dates are compared to the placement group end 

date – ensuring checks do not expire during placement.  Although this 

seems obvious to enable, sometimes it is impractical. For example if it was 

a split placement group that ran for a whole year, some students may 

complete their placement well before a check expired during the year.  

Preference based on 

finalised 

This setting only looks at “finalised for student” placements when 

considering things such as maximum number of times the student has 

attended the site.  This can help prevent a number of situations, including 

students guessing their allocations before they have been finalised. 

Allocation requires approval This option is useful when students self-allocate.  Allocation occurs as 

usual, but an “approved” option will appear next to each student in the 

allocation screen in the client if this is checked.  On the web portal students 

will see where they have been allocated for placement, but the site name 

will say “pending approval” if the placement has not been approved. 

Hide unapproved 

allocations 

When this option is checked, student will not see the name of the site they 

have been allocated to until the placement has been approved. 
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Allocation screen showing approval flag and action button 

 

Course coordinators can also approve student allocations via the web portal under the “Placement” page.  

The “Is approved” check can also be set in an action button on a Form.  This might facilitate processes 

such as Student Agreement forms. 

 

 

Student view of allocation that is “pending approval” 
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4.3 Student view restrictions 

 

Purpose These settings control what students will see during Review and 

Preference phases.  

Examples I want students to see all of the site I am speaking to, even if I 

haven’t confirmed details with them. 

I have allocated all students, but I don’t want the ones to see their 

allocated placement until I have their Working with Children 

documentation. 

Options  

Do not show site contact details 

until N days before placement 

starts 

This option is designed to prevent students from contacting sites too 

early.   

Can view requested sites that 

have yet to confirm places 

In some cases you may want students to put in their preferences and 

then based on those preferences you will approach popular sites for 

places.  This setting allows “unconfirmed” placement requests to be 

seen and preferenced by students. 

Let them see sites they are 

ineligible for 

Sometimes you want students to see why they are ineligible for a 

site. For example the site may have a Check that the student doesn’t 

have. Allowing students to see this means they might work to 

become eligible – perhaps by passing that missing check. 

Let them see sites regardless of 

being allocated 

Once a site’s placements have been fully allocated, they will no 

longer appear available for preferencing. But this option allows the 

site to still be selected – perhaps you might be able to squeeze one 

more place out of them.  

Let them see sites regardless of 

preference quota being exceeded 

Normally a site will not be shown if the number of students 

preferencing the site is more than its quota.  This option overrides 

that setting. 

Do not show allocated placement if 

they have not met their mandatory 

checks 

Once allocations have been done and finalised, students will be able 

to see the details of the site they have been assigned to.  But if this 

setting is on, students with missing mandatory checks will not! 

Hide filters This determines if the filters on the Review and Preference screens 

are visible to students. Without these filters, students will have to 

page through the available sites looking for suitable placements. 

Show site comment The site comment field is a text box on the placement request that 

may be filled in by the site when they accept the placement. 
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4.4 Editing 

 

Purpose These settings control five setting in Sonia Online 

Examples What do you want Supervisors to be able to do? 

Options  

Students can create placements If checked, students will see a [Create] button on the Placement 

Group heading in the Sonia portal.  If they click this they will be given 

the opportunity to select the site they are attending for placement.  

The Site must already exist in Sonia. Once picked, the student is 

allocated to the site. 

 

Supervisors can enter student 

duration 

This allows Supervisors to modify the Actual duration of their 

students. 

Supervisors can enter student 

grades 

This allows Supervisors to modify the Grade of their students. 

Supervisors can enter student 

information 

This allows Supervisors to modify the student information such as 

meeting place, parking etc for the placement request. 

Supervisors can add/edit 

positions 

This allows Supervisors to edit detailed position information for each 

student in their care. 

4.5 Show unallocated students 

 

Purpose What can students see when they are Reviewing and Preferencing? 

Examples  

Options  

Placement request other These are custom fields on the placement at the site they are seeing. Only 

custom fields visible to students are shown. 

Site other This shows custom fields from the site – not specific to this placement. 

Site attributes This is the metadata about a site – the fields on the “Attributes” page of a 

site. Makes information like “Descriptor”, “Focuses” and Region visible to 

students.  Students can also search for these attributes. 

Site student information Each placement has “Student information” consisting of shift start and end 

times, Meeting Place, Parking and Student Notes.  If this option is checked, 

students will be able to see this information about a placement without being 

allocated to the site. 
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4.6 Students are eligible for placements 

 

Purpose Designed to make sure students are placed according to their Topics – 

Major and Minor. 

Examples In Education, students studying to be secondary teachers are likely to 

have a focus on one or more subjects.  Sonia records these as “Topics” 

against each student. 

So a student could be identified as a potential Math/Science teacher. 

Each placement in a school can contain details such as who the 

supervising teachers are, what classes and year levels will be taught 

etc.   These are held in Positions. A placement can have several 

positions. 

This setting will only show students the placements that match their 

Major/minor combination. 

Options  

Regardless of their topics This is the default – student major/minor are not used to restrict 

placement 

Containing any topic with at 

least one of their topics 

The placement must have a position with a topic that matches the 

student’s major or minor. 

Containing any topic with at 

least one of their majors 

The placement has to include the student’s major 

Containing only their topics The placement can’t contain a topic that isn’t a student’s major or minor. 

Containing only their majors All of the placements’ topics must be majors for the student 

Containing any topic with at 

least all of their topics 

If the student has a major and minor, both of these have to be part of 

the placement. 

Containing any topic with at 

least all of their majors 

All of the student’s majors must be included in the placement 

Containing any topic with at 

least one of their non-major 

topics 

At least one of the student’s minor topics need to be in the placement. 
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4.7 Preference rules 

 

Purpose This controls the behaviour in Sonia Online when students enter 

preferences. 

Examples  

Options  

Maximum number of preferences 

[value] 

This is the number of preference slots a student will see when 

selecting preferences 

Minimum number of preferences 

[value] 

Students need to pick at least this number of preferences before 

they can save their selection.  

Maximum number of times a student 

can preference the same site [value] 

If a site has several distinct placements available, it may be 

tempting for a student to preference several of them.  This 

setting forces students to pick placements at other sites as well. 

Show placement position details If placements contain positions, show the details of these so that 

the student can differentiate between multiple placements at the 

same site 

For example if a school was taking 3 students as trainee 

teachers, this setting would allow them to see what classes and 

subjects each placement was assigned. 

Students must select a specific 

placement position 

If there are Positions that make each placement unique, this 

setting forces students to pick an individual placement rather 

than any place at the site. 

Students can modify preferences If this is checked, a student can go back to preferences and 

change them.  This is only possible during the “preference open” 

date range. 

Show preference documents Do you wish students to be able to add documents to each 

preference? 

Show preference comment Do you wish students to be able to add a comment against each 

preference? 

Show placement request preference 

dates 

Sonia supports each site having a different date range for when 

preferences can be entered.   
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4.8 Interview Process 

 

Purpose Control who instigates interviews 

Examples Students have to have an interview with potential 

placement providers to determine if they are suitable 

Options  

Site driven Sites/placement staff create appointment timeslots that 

can be picked by permitted students 

Student driven Students raise requests on sites – nominating times that 

would like an interview. 

 

4.9 Student selection 

 

Purpose Sonia has a Key Event to allow students to allocate 

themselves to a placement 

Examples Students can assign themselves to available slots in a 

simulation lab. 

Options  

Maximum times a student can allocate 

themselves [value] 

This stops a student from taking too many placements – 

perhaps at the expense of others.  For example you may 

allow students to assign themselves to the simulation lab up 

to 5 times per term. 

Days before placement students cannot 

unallocated themselves [days] 

The Key Event date range permits students to unallocated 

themselves, but this setting will stop a student from 

withdrawing too close to the placement date. 

Students cannot unallocated themselves 

from placement 

This is a general option to stop any student from being able to 

back out of a placement once allocated. 

Students cannot unallocated themselves 

from past placement 

This setting ensures that students can’t delete evidence of a 

placement in the past.  For example if they had been 

allocated, but decided not to attend, they wouldn’t be able to 

remove the placement a week or two later.   

Students’ selected dates are based on 

placement request dates 

This applies to Split placements.  If this is set, then a student 

can only pick the complete date range of the placement 

request – they can’t pick a day here and a day there. 
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4.10 Student Joining 

 

Purpose Control the addition of students to a placement group 

Examples A placement group should contain all students enrolled in 

“ABC basket weaving”. 

Options  

Number of students restricted to estimated 

places 

Each placement group has an “Estimated places” numeric 

value on the Details page. 

This setting is intended to be used in conjunction with the 

Key Event “Students can join placement group”.  

It will close the placement group to new students when 

the Estimated places value is reached. 

Imported students with the default subject will 

be added automatically 

This setting influences the Sonia student importer. On the 

Details page of a placement group is a “Default Subject” 

field.  This optional field can be populated with a 

Year/Subject/Semester value.  

If this setting is selected and a student enrols in the 

default subject for a placement group, they will be 

automatically added to the placement group. 

Restrict based on default subject A placement group has an optional “Default subject” 

setting that is used when students self-join.  This setting 

will only allow students to join if they are already enrolled 

in the default subject. 

Auto-enrol student into default subject In this case, if a student joins the placement group, Sonia 

will create an enrolment record on the student,  

Restrict on Mandatory checks Don’t let the student join if they have outstanding checks.  

Note that a student might appear to have an outstanding 

check – for another placement group for example – and 

this will not stop her from joining this group. 

  

  



 

Placement Business Rules and Settings Summary Page 15 

4.11 Rankings 

4.11.1 Student ranking restrictions (Settings/Rankings tab) 

 

 

Purpose These settings control what ranking visibility and options sites and students 

have. 

Examples We want Sonia to allow sites to see students who have preferenced them, 

and to be able to pick the student they’d like to offer an internship to. 

Options  

Sites can see rankings Does the Ranking tab appear online for Sites? 

Students can see their own 

rankings 

Can students see the sites they are shortlisted for? 

Sites can offer placements 

to students 

Can sites directly offer individual students a placement?  

Students are allocated on 

accepting a site’s offer 

If a student is offered a placement by a site are they given the chance to 

accept or reject it?  If not, then it will be up to the placement staff to accept 

the offer and allocate the student. 

 

Note: 

During the Ranking process, email notifications may be generated.  For example if a site offers a place to a 

student, the student is sent a notification to let them know so that they can access Sonia to confirm or 

reject the offer. 

 

Use the Notification section of Options to edit the design of the email templates used for these 

notifications. 

4.11.2 Visible student rankings to sites (Settings/Rankings tab) 

 

Purpose This section controls whether site contacts have the option of using the 

ranking system, and what students they will be able to see and rank. 

Examples By default, sites will only see students who have a ranking entry/shortlist for 

that site. 

Options  

All students in the 

placement group 

Site contacts can see all of the students in the placement group. They can 

read any site-visible documents and can shortlist them. 

Unallocated students in the 

placement group 

Sites will see students who have not yet been allocated. 

Students that have 

preferenced the site 

Sites will also see any students who have preferenced to go to that site in 

this placement group 

Student added to an 

interview for the sites 

Sites will also see students who have an interview arranged with this site. 
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4.12 Payments 

4.12.1 Mentor payment settings 

 

Purpose Use this to calculate how much to pay mentors looking after your students on 

placement.  The calculations are used in the Payments section of a placement 

group 

Examples  

Options  

Sonia default Payments are not calculated this way – use the “pay rate” field on the site 

contact instead 

Duration * rate per 

student 

The rate is multiplied by the duration field (hours/days/weeks) for each student 

and totalled. 

Flat rate per student The rate is multiplied by the number of students supervised 

Flat rate The person is paid this single fee. 

[The rate] and currency This value is the currency rate used in all calculations 

 

4.12.2 Coordinator payment settings 

 

Purpose The coordinator is someone at the site who has an overview role 

and gets paid to do this work.  Usually at a different rate to the 

mentors.  

Examples  

Options  

Sonia default Payments are not calculated this way – use the “pay rate” field on 

the site contact instead 

Duration * rate per student The rate is multiplied by the duration field (hours/days/weeks) for 

each student and totalled. 

Flat rate per student The rate is multiplied by the number of students supervised 

Flat rate The person is paid this single fee. 

[The rate] and currency This value is the currency rate used in all calculations 
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4.13 Timesheets 

4.13.1 Submitters, Approvers, Viewers 

 

Purpose Control who can see and action timesheets for students 

Examples Students can enter timesheets, but they need their Supervisor to 

approve them. 

Options  

Submitter Role Who can submit new timesheet entries? 

Approver Role Who can approve timesheet entries 

Viewer Role Who can see timesheet entries 

 

4.13.2 Allow supervisors to enter 

 

Purpose This controls how timesheet durations are entered 

Examples  

Options  

Date and Duration In this mode, the user selects a date, then specifies the duration 

Date and time in/out In this case the user selects a date, a start time and an end time 

Default duration units These are the default units used in this placement group 
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4.14 What is the “Exclude this placement group…” option all about? 

At the top of the settings page for a placement group is the checkbox with a label “Exclude this placement 

group from affecting the rules set in other placement groups”. 

 

 

 

This setting influences OTHER placement groups by making this placement group effectively invisible to 

their placement rules. 

 

For example if you wanted to stop students from going to the same site twice, you would make the setting 

“Maximum times a student can be placed at the same site” equal to 1.   But you might have a placement 

group (call it “Introduction to placement”) where students were going to be placed in a variety of sites, but 

you didn’t want this placement to prevent them from going to the site later for their “real” placement. 

 

By using the “Exclude this placement group…” rule, you prevent this placement from being counted.  This 

will influence the rules: 

 Maximum times a student can be placed at the same site 

 Maximum times a student can be placed in the same class 

 Maximum times a student can be placed in the same topic 

 Sector repeat limit 
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5 Other Business Rules and Settings 

This document provided details on the Placement settings option, but Sonia includes a range of other rules 

and settings that impact what a user will see and where a student will be placed.  Look for the Options 

section of the Sonia Reference Guide for a broader introduction. 
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6 Questions? 

6.1 If I change a rule for my school will it impact any other parts of the 

university using Sonia? 

No.   

 

Your settings only influence Sonia for your school. 

 

6.2 If I change a rule in Sonia’s Options will this impact placement groups I 

have already set up? 

Yes, changing a setting under options will have an immediate impact on all placement groups in your 

school – unless the placement groups have the “Enable custom rules” setting turned on. 

 

6.3 Can I have anonymous submission turned on at the same time as 

authenticated submissions? 

Yes.   

6.4 Is it possible for students to not only add a site, but add their placement 

too?? 

Yes, there is a setting on a Placement Group that allows students to add all the details of a site plus their 

placement at that site.  This has implications on data quality and should be used with care! 

 

 


