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Copyright 

Copyright © 2017, Planet Software Pty Ltd. Licensed users of Sonia are permitted to copy and reprint all or 

part of this document for the purposes of supporting their use of Sonia. 

 

Sonia is a registered trademark of Planet Software Pty Ltd. 

 

Disclaimer 

This document is provided at no charge to licensed users of Sonia. The information it contains is provided 

without any express, statutory or implied warranties. Planet Software Pty Ltd will not be held liable for any 

damages caused or alleged to be caused either directly or indirectly by this document.  

 

The example data depicted herein as text and images are fictitious. No association with any real 

organisation, person, place or event is intended or should be inferred.  

 

Contact Us 
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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.   

 

In this instance, the document covers the topic of Checks. 

 

Managing Checks centrally using the Check Manager tool is covered in another document. 

2 What are Checks? 

The simplest way to explain Checks is to give some examples: 

• Has the student passed a police clearance? 

• Has the student been immunised for X, Y and Z? 

• Has the student completed their Conditions of Placement declaration form? 

• Does the student have a valid passport? 

• Has the license of a supervisor expired? 

 

In general, Checks are pieces of information that are prerequisites for some activity.  These activities might 

include: 

• Filling in a form – “You can’t fill in an application form until we have seen your police check” 

• Preferencing – “You can’t enter your preference for placement if you haven’t completed your 

immunisation checks” 

• Allocation –  “Student cannot be allocated: missing mandatory checks” 

 

Although primarily associated with Students, you can use Checks to add compliance information to 

Supervisors as well. 

 

There are no Checks pre-installed in Sonia – you define the Checks you need for your school/discipline. 

 

 

Student Checks view on a Student profile 
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3 The Anatomy of a Check 

At its simplest level, a Check is a piece of information that can be considered as a “pass/fail” indicator.  

Students either pass a Check or they don’t. 

 

The information that determines this is the Check’s “Value”.   The value of a Check has to be one of three 

types of data: 

 

Check Value Type Example Description 

Yes/No Hep B passed  Yes/checked/true: the Check has been 

passed 

Date Passport Expiry Date  14 March 2019 Dates are always expiry dates. So if the 

Date Check value is in the past, the 

Check is considered failed. 

Text Passport number  R4567899 Text Checks are considered passed if the 

value has some contents – it is not blank.  

 

But often, just having a Check’s value is not enough.  Sonia can capture all sorts of different information 

about a Check.  For example, in the Yes/No example above, perhaps you need to know: 

• When was the Hep B immunisation administered? 

• What was the batch number? 

• When should this be reviewed? 

• Can we see a scanned copy of the paperwork? 

• Has someone verified that this information is correct? 

 

To hold this information, Sonia provides the following fields for each Check: 

 

Check field name Example Purpose 

Completed Date 28th January 2006 When was the Check effective from? 

Reference Batch: B362362 Text that describes some aspect of the Check, for 

example a reference number. 

Review Date 20th December 2020 When should this Check be reviewed? Perhaps it should 

be reviewed 2 months before expiry date? 

Documents MyDoc.pdf Multiple documents can be attached to a student’s Check. 

Typically, these would be evidence that the Check has 

been met. 

Status Rejected/Not 

complete/Cleared 

Used to track the verification process 

  

Student checks – how they appear in the Sonia Administration Client 
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4 Creating Checks 

Checks are created in School Options > Checks. 

Click the green + at the right to get started. 

 

 

4.1 Creating a “One Value Per Student/Supervisor” Check 

This option is selected when one of the following is true: 

• The student or supervisor only needs to respond to this Check one time OR overwrite/update a 

previous response. 

• The University does not need a record of this Check’s response for EACH placement.  

 

When you create a new Check, a dialog box shows the following fields: 
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The Check type can be Text, Yes/No or Date, as explained above in #3.   

 

On the Permissions tab, as seen below, Checks can be marked as Active for Students and/or for 

Supervisors.  Inactive checks are not shown to the student or Supervisor in Sonia Online. 

 

Checks can also be marked as Mandatory.  If a check is mandatory, it can be used to prevent a student 

from putting in their preferences for placement.   
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Explanation of the above options/fields: 

Data Description 

Review Visible Allows the student to see the Review Date 

Review Date This is the date that the validity of the Check should be reviewed. 

This date is set on an individual student’s Check 

Lock until review The student cannot edit this Check until the review date 

Validate on review When the review date arrives, the Check will automatically become expired and 

need to be renewed 

Managed This Check will be managed in the Check Manager 

Hide unless in 

placement group 

The only students who can see this Check are students who are in the placement 

group that requires this Check. 

Value The Check “response” – Yes/No, text, or expiry date.  It is this that is evaluated to 

see if the student has passed the Check. 

Reference This can be a description or anything that pertains to the Check. For example, if 

this was an immunisation Check, this could be the batch number. 

Date Completed This is the date on which the Check comes into effect. For example, it might be 

the date of immunisation or the date the police clearance was achieved. 

Document Documents can be attached to each Check. The document has all of the 

characteristics of any other Sonia document: description, category, permissions. 

Days Pending Expiry Only applied to Managed Checks with a ‘Date’ Value type. Shows as a warning to 

students when “today’s” date is n days from the Value of the Check. 

For example, if the Date Value on a Check is October 31, and the “Days Pending 

Expiry” is 30, on October 1, the Student will see that their Check is expiring in 30 

days. 

 

Students can be given permission to see or edit each of the above components, except the Review date.   

4.2 Creating a “Placement Check” 

This option is selected if the student needs to respond to this Check for EACH placement, and you need to 

keep a record of the student’s previous response to a placement Check. 

 

A Check created as a “one value per placement” is not linked to students or supervisors.  Instead, it is 

associated with…  

• a placement at a site and only involves a student once the student is allocated to that 

placement. 

o For example, once a student is allocated to this site, she needs to do a background 

check. 

• OR, it can be added to a placement group and be required for all students in that placement 

group once they are allocated. 

o For example, once students in this placement group are allocated to any site, they 

need to submit a particular form. 
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The advantage of the per-placement Check is it allows situations such as: 

• where students need to re-do the Check for each placement 

• the value of the Check at the time of placement needs to be preserved 

• a Check only applies to some placements, and you don’t want/need every student to see it 
 
We will discuss adding the Check on a Site’s Placement Request later in the document. 

 

4.3 Adding Placement Checks to the Placement Group 

To add a Placement Check in a placement group, click the Check Requirements button in the placement 

group, then click the green + to add a Placement Check and assign its permissions (screenshot below). 

 

Now, once a student is allocated, this Placement Check will display as mandatory on his/her Checks page 

in Sonia Online. 
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5 A Student’s View 

Many disciplines expect their students to be actively involved in managing Check verification. To assist this, 

Sonia Online can be configured to give as much or as little access as needed on a Check-by-Check basis. 

 

 

 

Sonia Online – Student’s view of Checks 

 

(1) You can provide a custom heading at the top of the page – great for helping students understand 

what they need to do. This can be done in School Options > Online Text > Checks Information. 

(2) Optionally you can configure a summary table of all a student’s Checks.  It is colour coded to help 

them identify Checks that are yet to be completed. Contact Sonia Support for assistance with this. 
(3) Filtering can be applied to show only selected Checks – for example those that have been 

rejected. 
(4) The expanded Check details – this is where students can see details of their Checks, upload 

documents and enter values as permitted.  
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6 Site Check Requirements 

Sites sometimes have Checks that they require of students before they can begin their placement. 

 

• If the Site always requires a specific Check of all interns, add the Check on the Site level. 

o For example, a background check is required of all student interns at Mercy Hospital. 

• If the Site sometimes requires the Check, maybe for a specific level of student, you can add the 

Check on the Placement Request level. 

o For example, a professional license is required for Level 3 students. 

 

Both options are explained in more detail below. 

6.1 Adding a Check to a Site 

Open the Site profile, and click the Check Requirements button. 

Click the green + to display the list of Checks (added in School Options) to put on the Site. 

 

 

 

6.1.1 When the student sees this Check 

If you have the setting highlighted below ticked in School Options > Online Settings, the student will see the 

Site’s Mandatory Checks on the Preferencing page (screenshot on next page). 
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TIP: If the student does not have to have met this Check in order to preference the Site, you can allow the 
student to go ahead and preference it by turning on the Key Event indicated below.  
 
If this event is not active, the student will not be able to preference the Site if s/he has not already met the 
Check. 
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6.2 Adding Checks on the Placement Request level 

You would add a Placement Check on the Placement Request if the student needs to complete this Check 

after being allocated to the Site. 

 

 

Adding a “per-placement” Check to a placement request screen 

 

On the screen above (1) shows the place to add a traditional student Check that is mandatory for this 

placement request; i.e., must be met before being allocated to this Site. 

 

But (2) shows where we can add placement Checks.  The dialog box shows how Checks are selected, their 

responsibility marked (Is the student or Site responsible for taking care of the Check?), and permissions 

given to the allocated student to see and edit the Check’s details. 

 

Students will see Placement Checks when preferencing in the “Mandatory Checks” section with the other 

Check Requirements. 
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7 Summary of Scenarios 

Below are just a few examples to give you a better picture of what type of Check to use and where to put it. 

 

Scenario 
Type of 

Check 

Make mandatory 

in School 

Options? 

Where to add it Comments 

All students must 

complete Check before 

being placed anywhere 

Student Yes 

Nowhere; all 

students will see it 

on their profile 

 

Only students in a 

particular placement 

group need to complete 

this Check 

Student 

No; tick “Hide 

unless in 

placement group” 

on Permissions tab 

when creating the 

Check 

Placement group > 

Settings > Check 

Requirements > 

Mandatory Checks 

Check becomes 

mandatory for students in 

this placement group  

Students must complete 

this Check after being 

placed/allocated 

ANYWHERE 

Placement No 

Placement group > 

Settings > Check 

Requirements > 

Placement Checks 

Student will see this 

mandatory Check after 

allocation 

Site requires this Check 

be completed before ANY 

student can be 

placed/allocated there 

Student No 

Site profile > Check 

Requirements > 

Mandatory Check 

Student will see this 

Check as non-mandatory 

on his profile but will not 

be able to preference or 

be allocated to the site 

until the Check is met (can 

be overridden). 

Site requires this Check 

be completed before 

CERTAIN students can be 

placed/allocated there 

Student No 

Site profile > 

Placement 

Requests > select 

placement group > 

open placement 

request > Check 

Requirements > 

Mandatory Checks 

This Check is necessary 

for students who need to 

be allocated to this 

placement request but not 

for students interested in a 

different placement 

request (whether in the 

same placement group or 

a different one). Only 

students needing this 

placement request will see 

this Check. 

Site requires this Check 

be completed after 

CERTAIN students 

placed/allocated there 

Placement No 

Site profile > 

Placement 

Requests > select 

placement group > 

open placement 

request > Check 

Requirements > 

Placement Checks 

Students needing to be 

allocated to this 

placement request must 

do this Check after being 

allocated to this site. 
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8 FAQ 

Q: Student completed a placement Check for a site and then was unallocated and allocated to a 

different site. What happens to the Check she completed? 

 

A: The Check is removed from Sonia Online for the student. It is also removed from her profile in the Sonia 

client. 

 

Q: Can I copy the placement request Checks and site placement Checks? 

 

A: If you copy the placement group (not just the placement requests), you can choose to copy the Checks 

on the placement request, including placement Checks. 


