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1. Preamble 

The Canterbury Institute of Management (‘the Institute’ or ‘CIM’) Campus Facilities and Security Plan 

(‘the Plan’) has been designed to assure appropriate guidance and continuous improvement for campus 

facilities and security arrangements. The Institute has appropriate campus facilities and security 

arrangements in place for students and staff. The campus facilities at Canterbury House in North 

Sydney are purpose built and fit the purpose of course delivery at tertiary level.  

1.1 The Institute is bound by Policy to review its campus facilities regularly.  

1.2 The following areas are addressed in this Plan: 

a. facility location and description; 

b. faculty, staff, student and visitor identification; 

c. visitor protocol while visiting the campus; 

d. parking policies, safety and regulations; 

e. fire safety, prevention, emergency notification and evacuation procedures; 

f. disaster preparedness and procedures; 

g. assignment of emergency duties; 

h. documenting and reporting procedures for accidents/incidents (including sexual harassment, 

hate crime, criminal activity); and 

i. notification of pending disasters or potential life-threatening incidents. 

1.3 Overview 

a. Compliance with this Plan ensures the appropriate maintenance, review and improvement of 

facilities and resources employed by the Institute to facilitate the successful delivery of its higher 

education program(s) and course(s). 

b. The Executive Management Team monitors the efficacy of the Institute’s facilities and resources 

and action enhancements and improvements where required. Through a regimen of review and 

feedback in line with the Institute’s Stakeholder Feedback Policy and Quality Assurance Policy from 

various stakeholders. 

 

2. Campus Facilities 

CIM has two campuses – Sydney Campus and Darwin Campus. 

CIM Sydney Campus is located at 41 McLaren Street, NORTH SYDNEY NSW 2060 in a well-equipped 

and spacious building and the Darwin Campus is located at 2-3 Printers Place, DARWIN CITY NT 

0800.  At its campuses, CIM provides teaching facilities specifically designed to provide students and 

staff with premises and equipment to promote and foster excellence in teaching and learning. 

Each of CIM campuses contains suitable sized and equipped classrooms, Library, Staff Room, Computer 

Lab, a student recreation area, reception and a staff administration office. The Floor Plans of CIM Campuses 

are provided as an appendix to this document. 

 

3. Hours of Operation 

The following tables provide an overview of campus hours of operation, availability of services and 

library opening hours. The main facilities of the campus are open to students and staff from Monday 

to Friday, 08:30 – 17:30. 
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a. Campus Hours of Operation 
 

Service Availability Notes 

 

 
Reception 

 

 
Monday – Friday 09:00 – 17:00 

The reception will remain open 

till 21:00 if there are evening 

classes scheduled 

Administrative staff Monday – Friday 09:00 – 17:00 
 

Support staff Monday – Friday 09:00 – 17:00 
 

Student Counsellor Monday – Friday 
By appointment and during 

consultation hours 

Academic Staff Monday - Friday 
By appointment and during 

consultation hours 

 

b. Library Opening Hours 
 

Opening Hours Note 

Monday to Friday  08:30 – 17:30 

 

The library will remain open till 21:00 if there are 

evening classes scheduled 

 

4. Fire Prevention and Workplace Hazards 

4.1 It is the responsibility of all staff members to alert the Student Support Manager or nominee or the 

floor marshal(s) of all conditions that could potentially pose a fire hazard or any other unsafe condition 

in or around the campus facilities.  

4.2 No smoking is permitted in the building and any potentially flammable materials are required to be 

confined and stored in an appropriate locked area.  

4.3 Good housekeeping practices are the responsibility of all staff and students.  

4.4 Waste materials are to be discarded in their proper places and all aisles, doorways, hallways and exit 

doors are always to be kept clear. 

5. Reporting Criminal Activities / Emergencies 

5.1 Any individual students and/or staff member(s) witnessing a crime or criminal activity, or any potentially 

dangerous condition on campus, should immediately report the incident to the Campus Director & 

Dean or nominee or Student Support Manager or the campus security staff , the designated security 

and safety marshal or any other Institute staff member who is located on the floor they occupy. (See 

Appendix 1 – Emergency Contact Details) 

5.2 In the case of imminent danger, it is appropriate for a witness to contact ‘000’ if it is in their best 

judgment that the situation warrants the call. If a witness does contact ‘000’ to report an emergency 

condition, that person must also contact a safety marshal to allow the Institute to initiate any additional 

proper emergency actions. As part of the reporting process, the Safety Marshal reports the incident 

to the Campus Director & Dean or nominee. 
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6. Fire Alarm or Emergencies Requiring Building Evacuation 

6.1 The campus is equipped with fire detection and alarm systems consistent with the fire code 

requirements enforced in Sydney City or Darwin City Councils. These systems are directly connected 

to the local fire departments responsible for that particular area. Fire extinguishers are provided 

throughout the building and are prominently marked so individuals may, at their discretion, use them 

when appropriate. Emergency phones are also provided on each floor landing adjacent to the exit stair 

doors. These phones are a direct line out of the building and are to be used on an emergency basis 

only. 

6.2 The campus fire alarm system is fully automatic and meets all building and fire code requirements. 

Emergency fire alarm controls are positioned throughout the building at all doors that exit the floor 

or exit the building. Individuals detecting fire can manually pull any of these alarms initiating the alarm 

and fire department response. In the event that the alarm system is activated all occupants are required 

to vacate the building in an orderly and expedient manner. When activated, the alarm is a recognisable 

siren accompanied by powerful strobe lights. This call to evacuate the building is virtually impossible to 

ignore. 

6.3 In the event that a fire alarm is sounded all students and staff are required to evacuate the building 

immediately. Key staff have been designated at each level of the campus to act as safety marshals. These 

marshals are responsible for ensuring that all occupants of the floor and/or their section of the building 

vacate the premises in an orderly and expedient manner. 

6.4 Marshals are responsible for ensuring that all classrooms, laboratories, offices and lavatories are 

vacated and that all occupants have vacated the building. Once it is verified that the building is vacated, 

all evacuees are instructed to remain a minimum of 100 feet from the campus, allowing fire or other 

emergency personnel access to the property. 

6.5 The Institute’s Executive Management Team conducts at their discretion fire drills to ensure that all 

occupants of the building are familiar with evacuation procedures. Students and staff are provided with 

this information during the induction process to the Institute. 

 

7. Inappropriate Behaviour 

Any behaviour or conduct that does not comply either with this Plan or the relevant standards or 

Code(s) of Conduct and expectations of the Institute, are considered as serious and not tolerated. 

Inappropriate behaviour may be characterised by persistent and repeated negative behaviour directed 

at a person which creates a risk to health and safety to students or staff at the Institute. Even where 

behaviour or conduct does not fit into any of the categories (stated below) it can still amount to 

inappropriate behaviour. Inappropriate behaviour is any behaviour that is not reasonably acceptable to 

the Institute and may vary from case to case. 

7.1 Sexual Assault – Inflicting sexual contact or sexual intrusion upon or engaging in a sexual act with any 

person without that person's consent. Such conduct is ‘without consent’ when no clear consent is 

given; when inflicted through force, threat of force, or coercion; or when inflicted upon a person who 

is unconscious or otherwise without the physical or mental capacity to consent (e.g., when someone 

is under the influence of alcohol or drugs). 

7.2 Sexual Harassment – Either from manager(s), co-worker(s), staff or fellow students, when: 

a. submission to such conduct is made either explicitly or implicitly a term of an individual's 

employment or academic status; 

b. submission to or rejection of such conduct used as the basis for employment decisions affecting 

such individual; 

c. such conduct has the purpose or effect of unreasonably interfering with work performance or 

creating an intimidating, hostile, offensive work or academic environment; 
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d. such conduct stereotypes a gender into a degrading, less than desirable status within the 

workplace, creating an intimidating, hostile or offensive environment; 

e. any deliberate, unwanted or unwelcome behaviour of a sexual nature or sexual stereotyping, 

whether verbal, non-verbal or physical. 

f. sexual harassment may include, but is not limited to: 

i. verbal harassment or abuse; 

ii. subtle pressure for sexual activity; 

iii. sexist remarks about a person's clothing, body or sexual activities; 

iv. unnecessary touching, patting, or pinching; 

v. leering at a person's body; 

vi. constant brushing against a person's body; 

vii. demanding sexual favours accompanied by implied or overt threats concerning one's job, 

promotions, performance evaluation, grades, etc; 

viii. physical assault. 

The above activities may emanate from a person of either sex against a person of the same or 

opposite sex, from peers, supervisors, or subordinates or directed toward any of these. 

 

8. Review of Campus Facilities and Resources 

8.1 It is a requirement that the Executive Management Team continuously review the efficacy of facilities 

and resources in their areas of responsibility. Each member of the Executive Management Team is 

required to report at each meeting on any issues related to facilities and resources that have arisen 

since the previous meeting. 

8.2 Where improvements to the Institute’s facilities and resources need to be addressed, any actions 

required, are decided upon by the Executive Management Team and are allocated to a responsible 

person for completion within the approved timeframe. 

8.3 If the improvement of facilities or resources requires resources beyond those allocated in the budget, 

the Campus Director & Dean includes them in his or her report to the Governing Council in 

conjunction with a request for additional funding. 

8.4 Where the Governing Council has given approval for the additional funding, the Executive Management 

Team ensures the actions to implement the improvements are allocated to a responsible person for 

completion within the approved timeframe. 

8.5 Library Resources and Services 

The Institute library has acquired, access to a wide range of resources that are relevant to both the 

learning needs and scholarly endeavours of teaching staff and students through the following: 

8.5.1 The Institute library is provided with an initial budget to enable the purchase of all recommended 

reading material specified in the course outlines for the Institute’s higher education courses and 

an annual budget for the purchase and development of library holdings and resources. Material 

to support teaching and learning is not limited to prescribed and recommended reading lists on 

course outlines and requests for additional resources may be made to the Teaching & Learning 

Committee via the Campus Director & Dean or nominee. 

8.5.2 The library has also developed a targeted and appropriate journal collection in print or electronic 

format and ensure currency of information. 

8.5.3 At the end of each academic year, the Teaching & Learning Committee (through the Campus 

Director & Dean or nominee and Learning Support Manager & Librarian) is responsible for the 

annual review of library holdings to determine what database licenses are to be renewed and 

what new material are to be purchased in the following academic year. 
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8.5.4 This review of library holding is based on recommendations made either through surveys or 

direct request from teaching staff to the Campus Director & Dean or nominee and approved 

by the Teaching & Learning Committee in line with the budget approved by the Governing 

Council in consultation with the Academic Board. 

8.5.5 In instances where the review of library holdings makes recommendations that exceed the 

budget set by the Governing Council, the Teaching & Learning Committee provides a report to 

the Academic Board with the list of required readings, associated costs and rationale for the 

increased expenditure. If the Academic Board approves this request, then the list is referred to 

the Governing Council for approval of the increased expenditure. 

8.5.6 Where a review of courses results in the approval of new/revised courses of study and/or new 

prescribed or recommended texts and readings, these must be purchased prior to the delivery 

of the revised courses. 

8.5.7 The library must ensure adequate computers are available for students to access on-line 

databases and the library catalogue. 

8.5.8 The library is the primary information source for academic staff and students of the Institute and 

multiple copies of all prescribed and recommended texts and readings specified in all course 

outlines are maintained in hard copy. The library maintains copies of prescribed and 

recommended texts and readings on the following ratio: 

a. 1 to 40 students: two copies 

b. 41 to 80 students: three copies 

c. 81 to 120 students: four copies 

d. 121 or more students: five copies 

 

8.6 Ongoing Review 

The Executive Management Team continuously reviews the efficacy of facilities and resources in their 

areas of responsibility through the following process: 

8.6.1 Each member of the Executive Management Team is required to report at each meeting on 

any issues related to facilities and resources that have arisen since the previous meeting. This 

is a standing item on the agenda for meetings of the Executive Management Team. 

8.6.2 Where improvements to the Institute’s facilities and resources need to be addressed, any 

actions required are decided upon by the Executive Management Team and are allocated to 

a responsible person for completion within the approved timeframe. 

8.6.3 Outstanding actions are monitored by the Executive Management Team until evidence of 

completion. 

8.6.4 Where amounts not allocated in the budget are required for the improvement of facilities 

or resources, the Campus Director & Dean or nominee includes them in his or her report 

to the Governing Council in conjunction with a request for additional funding. 

8.6.5 Where the Governing Council has given approval for the additional funding, the Executive 

Management Team ensures the actions to implement the improvements are allocated to a 

responsible person for completion within the approved timeframe. 
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9. Information and Communication Technology (ICT) Infrastructure and Software 

The Institute’s ICT infrastructure and software include (but not be limited to) mail, telephone, email, 

computers, printers, scanners, computer labs or other facilities, CIM website and Moodle pages 

provided by CIM whether owned, leased or under contractual agreement for academic work or 

associated activities. 

9.1 The Institute’s ICT Infrastructure and Software exist and are maintained to support the activities 

and work of the organisation. 

9.2 Materials produced using its resources are subject to the Records Management Policy. 

9.3 The Institute exercises its rights with regards to web-based and other electronic documents in 

accordance with the Intellectual Property Policy. 

9.4 The Institute accepts no responsibility for loss or damage, consequential loss or damage, or loss 

of data arising from the use or maintenance of its ICT Infrastructure and Software. 

9.5 Condition of Use 

a. The Institute does not tolerate its ICT Infrastructure and Software being used in a manner that 

is inappropriate, obscene or threatening to any student, staff or the organisation. 

b. Users must not use the facilities to collect or disclose personal information that can breach 

the Institute’s Privacy Policy and Code of Conduct. 

c. The Institute forbids the use of its ICT Infrastructure and Software in a manner that 

constitutes an infringement of copyright. Hence, students and staff should not download 

and/or store copyright materials, post copy material to an external electronic source, transfer 

or sell any copyright materials to any person or third party. 

9.6 The Institute reserves the right to audit regularly and monitor all usage of its ICT Infrastructure and 

software to ensure compliance. 

9.7 The Executive Management Team maintains and monitors all activities in the ICT infrastructure 

and Software. 

9.7.1 Access Management and Passwords 

The Institute has control mechanisms based on the organisation’s requirements, 

assessed/accepted risks, Information classification and Regulatory Compliance Obligations for 

controlling access to all ICT Infrastructure and Software. The Institute ensures that: 

a. access is provided to users for carrying out their work, study or other activities as agreed 

with the Institute; 

b. access to the Institute network and ICT Infrastructure and Software requires specific 

authorisation and each user must be assigned a unique personal identification code and 

secure means of authentication; 

c. access to the Institute’s shared ICT Infrastructure and Software in teaching and learning 

may be subject to shared access management rules as agreed by the Institute; 

d. policies and/or procedures for user registration, authentication management, access 

rights and privileges are defined, documented and implemented for all ICT Infrastructure 

and Software; 

e. 'restricted access' and 'authorised use only' warnings must be displayed upon access to 

all ICT Infrastructure and Software which have this capability. 

 

9.7.2 Acceptable Use of ICT Infrastructure and Software 

The Institute's ICT infrastructure and software is dynamic, characterised by openness, 

creativity and free sharing of information, to the greater benefit of the organisation generally. 
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It respects ICT infrastructure and software environment and inhibit these characteristics only when 

necessary to protect the essential interests of the Institute. 

a. Limited Personal Use – It is acknowledged that reasonable limited personal use will occur. 

'Limited personal use' means private use that is infrequent, brief and kept to a minimum. 

Institute ICT Infrastructure and Software should not be used for activities unrelated to 

appropriate Institute functions. The Institute accepts no liability for any loss or damages 

suffered by Users because of personal use. 

b. Illicit Material – Users must not send, view, download or store illicit, fraudulent, obscene 

or pornographic material that are a violation of applicable laws. 

c. Copyright and Licences - Users must not violate copyright law and must respect licences to 

copyrighted materials. 

d. Social Media – Users must respect the purpose of and abide by the terms and conditions 

of use of online forums, including social media networking websites, mailing lists, chat 

rooms, wikis and blogs. 

e. Commercial Use – The Institute’s ICT Infrastructure and Software should not be used for 

commercial purposes, including advertisements, solicitations, promotions or other 

commercial messages. 

 

9.7.3 Business Continuity Management 

The Institute ensures that a managed process, including documented plans, is in place to enable ICT 

Infrastructure and Software to be restored or recovered in the event of a disaster or major security 

failure. The Institute has: 

a. established plans and processes to assess the risk and impact of the loss of ICT infrastructure 

and software on the Institute business in the event of a disaster or security failure and 

develop methods for reducing known risks to Institute Information and ICT services; 

b.  business continuity ICT infrastructure and software disaster recovery procedures are 

maintained and tested to ensure Systems and Information are available and consistent with 

various Institute requirements. 
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APPENDIX 1: 
 

 
 

EMERGENCY CONTACT DETAILS 

(Sydney Campus) 

 
Responsible Officer Position Contact Details 

Ms Nisha Kansal Marketing Manager 0450 052191 

Mr Gajinder Paul CEO 0414780573 

Dr Pranil Prasad Program Director   0424357440 

 

 

EMERGENCY CONTACT DETAILS 

(Darwin Campus) 
 

Responsible Officer Position Contact Details 

Mr Gajinder Paul Marketing Director 0414780573 

Mr Paurakh Shrestha Academic Coordinator   0452430827 
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Appendix I1: Floor Plans 41 McLaren St, NORTH SYDNEY NSW 2060 
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Appendix III: CIM Campus Floor Space Allocation 
 

 

Canterbury Institute of Management, North Sydney Latest 

year 

(where 

available) 

(year and 

period) 

 

Year 1 

Projection 

(2020) 

 

Year 2 

Projection 

(2021) 

 

Year 3 

Projection 

(2022) 

 

Year 4 

Projection 

(2023) 

 

Year 5 

Projection 

(2024) 

Gross Floor Area m2 m2 m2 m2 m2 m2 

Space by function 

Total space for teaching and learning 195.98 195.98 250 280 300 350 

Total space for academic staff office accommodation 10.9 10.9 20 20 20 30 

Total space for management and administration functions 45.48 45.48 60 60 60 70 

Total library space 40.15 40.15 40.15 40.15 40.15 50 

Total space allocated to research students - - - - - - 

Total student amenities and recreational areas 42.17 42.17 42.17 42.17 60 60 

Total space primarily allocated to special technical and research facilities / 

laboratories 
- - - - - - 

Total Space 334.68 334.68 412.32 442.32 480.15 560 
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Appendix IV: 2-3 Printers Place, DARWIN CITY, NT 0800 
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Appendix V: CIM Darwin Campus Floor Space Allocation 

 

Canterbury Institute of Management, North Sydney Latest 

year 

(where 

available) 

(year and 

period) 

 

Year 1 

Projection 

 

 

Year 2 

Projection 

 

 

Year 3 

Projection 

 

 

Year 4 

Projection 

 

 

Year 5 

Projection 

 

Gross Floor Area m2 m2 m2 m2 m2 m2 

Space by function 

Total space for teaching and learning 359.43 359.43 359.43 359.43 359.43 359.43 

Total space for academic staff office and amenities  34.90 34.90 34.90 34.90 34.90 34.90 

Total space for management and administration functions 53.66 53.66 53.66 53.66 53.66 53.66 

Total library and open learning space 64.14 64.14 64.14 64.14 64.14 64.14 

Total space allocated to research students - - - - - - 

Total student amenities and recreational areas 47.93 47.93 47.93 47.93 47.93 47.93 

Total space primarily allocated to special technical and research facilities / 

laboratories 
- - - - - - 

Total Space 560 560 560 560 560 560 

 

 


