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1. Overview 

The Canterbury Institute of Management’s (‘the Institute’ or ‘CIM’) Libraries are located on-campus at 

Sydney campus and Darwin campus.  

Sydney Campus - 41 Maclaren Street, NORTH SYDNEY NSW 2060  

Darwin Campus - 2-3 Printers Place, DARWIN CITY NT 0800 

CIM libraries’ facilities are for students and staff to access hardcopy and electronic learning resources. 

 

2. Scope 

Library and Information Services Plan (‘the Plan’) outlines the details of the physical and digital library space 

which is also designed to be a learning and studying space for students. 

 

3. Resources 

CIM library facilities are designed to ensure adequate computers are available for students to access online 

databases and the library catalogue. Users may also access library resources online via the Institute’s 

website, where they can browse the physical collection, update their library account, renew loans, and 

access the online EBSCO database. 

CIM library facilities are designed to provide a range of services to users that include: 

3.1 full time Learning Support Manager & Librarian; 

3.2 access to multiples copies of prescribed and recommended books, both physical and electronic; 

3.3 information sessions for students to assist them in developing their information literacy skills, in the 

form of: 

3.1.1 scheduled library tutorials covering formal writing and referencing skills; 

3.1.2 group and one-on-one library information sessions; 

3.1.3 academic writing tutorials. 

These learning support opportunities are widely publicised to enrolled students and are incorporated into 

the New Student Orientation process. 

 

4. Learning Resources 

4.1 All learning resources are: 

4.1.1 aligned with the Institute’s graduate attributes, learning and following the relevant review 

process as per the Program Design Development and Evaluation Policy and Procedure, are up to 

date. 

4.1.2 at the appropriate AQF Level; 

4.1.3 easily accessible to all students irrespective of their mode of study; 

4.1.4 aligned to and support the learning needs of students. 

4.2 Where available, preference will be given to purchase or subscribe to the electronic versions of 

information resources, if information, budgetary, licensing and technological needs are met to 

maximise access, availability and flexibility of delivery. 

4.3 Requests to purchase or subscribe to a new electronic resource will be discussed and considered by 

the Teaching and Learning Committee and aligned with budgets as per the Institute’s Business Plan. 

4.4 It is expected that the ‘Prescribed Resources’ are reviewed in accordance with any course material to 

ensure currency and relevance to the program. Furthermore, textbook content should be reviewed 

at least twice during a seven (7) year period or more regularly as necessary. 
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4.5 Learning Resources Collection Type 

4.5.1 Prescribed Resources 

The Campus Director & Dean or nominee ensures that the prescribed resources support the 

course content, are appropriate for the AQF level being taught and are suitable for the student 

cohort. 

Prescribed textbooks (physical and electronic) are purchased and maintained by the Institute. 

Copies of prescribed textbooks are made available, either electronically or in print in the library 

as closed reserve. However, students are advised to purchase personal physical or electronic 

copies of prescribed textbooks and/or other prescribed material as per the course outline. 

4.5.2 Recommended Resources 

A recommended resource is a resource which provides the student with an additional 

background or current information that supports or enhances the course learning outcomes that 

is approved by the academic team.  

4.5.3 Shared Electronic Resources 

Access to shared electronic learning resources are provided online through the Institute’s web 

page located in the Learning Management System (LMS). Access is governed by licensing 

agreements and restricted to all current students and Institute staff. All electronic learning 

resource databases are reviewed no less than once every three (3) years to ensure they are 

current, appropriate and aligned with existing and planned program and courses. 

 

5. Library Staff 

The Institute’s Library is staffed by a qualified fulltime Learning Support Manager & Librarian. Additionally, 

there is budgetary provision for an Assistant Librarian position to be introduced as per the Business Plan 

Part II - Budget. Depending upon service demand and with the approval of Campus Director & Dean or 

nominee additional library staff may be hired on a casual basis. 

 

6. Library Budget 

6.1 The Institute’s 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 programs and an annual budget for 

the purchase and development of library holdings and other resources. 

6.2 The Library has a yearly ongoing budget of $350 per student/annum. This budget is used to develop 

and increase the collection and related resources including electronic journal databases. 

6.3 The lecturers and tutors receive a desk copy of the textbook as specified in the outline of the course 

that they are assigned to teach. They are able to keep that desk copy for the duration of the semester 

until the end of formal examination period. 

 

7. Library (Physical and Digital) 

7.1 The Institute’s library space is distinguished from the general teaching and student spaces. 

7.2 The Institute’s library space is adaptive and responsive to the changing needs of students. 

7.3 As use of print collections decline, the Learning Support Manager & Librarian reviews, evaluates 

and develops the library’s physical space accordingly. 

7.4 The Institute offers collaborative working spaces which are responsive and are adapted to meet the 

needs of the stakeholders, in line with changing teaching and learning styles. 
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7.5 The Institute considers and reshapes the campus learning spaces according to the changing profile 

and needs of the student. 

7.6 Due to the changing learning environment and use of technology, students are encouraged to bring 

their own devices to campus. 

7.7 CIM libraries have seen a change in their role and engagement as it is supporting e-learning 

requirements of students and staff. 

8. Library Technology 

At CIM, the technologies selected to support Library Services include: 

8.1. the Institute’s Library Management System (Liberty) to support acquisitions, cataloguing and the 

unified management of print and digital collections; 

8.2. reading lists and digitisation systems to support Digital Copyright Management and Reading Lists; 

8.3. a suite of web applications and software to enhance Library Services provision of online support 

and accessibility; 

8.4. social media to promote library/learning services and engage with users in a new and non- 

traditional Library setting. 

 

9. Learning Management System 

9.1 To ensure optimal performance, manage user accounts, safeguard user privacy and data, and provide 

technical support for the staff and students at the Institute, the Institute has set up a software 

application or web-based technology to administer, deliver, and assess electronic educational and 

learning resources in the relevant courses and/or programs that are offered. 

9.2 The Institute’s Executive Management Team ensures optimal performance of the Learning 

Management System by overseeing system access authorisations, managing account creations, 

maintaining system operations, training users (staff as well as students) and providing technical 

support with the involvement of the Institute’s IT team. 

9.3 All users of the Institute’s Learning Management System are responsible for maintaining the security 

of their usernames, passwords and any other access credentials assigned to them. Access credentials 

may not be shared or given to anyone other than the user to whom they were assigned. 

9.4 For purposes of managing course and/or program curriculum and continuous quality control, the 

Program Directors or nominee are given access to the semester courses to review and perform 

assessment activity. 

9.5 All users are responsible for adherence with all relevant policies and procedures of the Institute. 

9.6 Privacy and Confidentiality 

9.6.1 A user’s first and last name is the only information shared by default on the Learning 

Management System (LMS). Other information is shared according to conferred authority 

approval. 

9.6.2 External affiliates may be granted access to specific sites by the appropriate conferring 

authority. 

9.6.3 External providers, other than the LMS provider, may be granted access to specific sites for 

product support purposes as approved by the conferring authority. 

9.6.4 Guest access have limited access to materials and information related to the program and 

course contents. 

9.6.5 The administration staff have limited access to all sites, and only for support purposes. 

9.6.6 The IT Team have access to all sites for development and support purposes. 

9.6.7 The Library staff have limited self-enrol access to all sites for quality and learning and 
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teaching purposes. The Program Directors or nominee must be informed of access prior to 

entry. 

9.6.8 To ensure privacy and confidentiality of student contributions, access to sites on the LMS is 

regulated. It is recognised that the Institute or Program Directors or nominee/lecturer may 

require additional users to access specific sites for learning and teaching, support, or quality 

purposes. 

9.7 Users are responsible for meeting technical requirements of individual devices used to access course 

content which can be requested from the IT team. 

9.7.1 Users must have reliable access to internet. 

9.7.2 Users must regularly upgrade their personal browsers to meet minimum requirements for 

accessing Learning Management System content. Users can seek technical assistance from the 

Institute’s IT team for such requirements. 

9.8 Backup and Recovery 

9.8.1 CIM Learning Management System (database and file system) is backed up once a day. These 

backups are made solely for restoring the system in the event of a failure. They are not to be 

relied upon for restoration of course material. The Program Directors or nominee are 

responsible for their own backups. 

9.8.2 Backup and restoration of individual sites can be manually completed at any other time by a 

course lecturer in the site. The Learning Management System have an archive feature that creates 

quick and easy course back-ups for the lecturer. The Institute’s grading system feature may be 

backed up separately from the rest of the course by exporting it as a column data text file on 

Microsoft Excel as a spread sheet. 

9.8.3 It is strongly recommended that frequent backups of the courses be made both during the 

semester and at the end of the semester. The IT Team sends continuous reminders for the staff 

to back up the system and files throughout the semester and year. 

9.8.4 Restorations beyond 24 hours are evaluated by IT Team who may deny the request if the data 

loss is minimal. Restorations of this kind requires up to two (2) weeks turn-around. 

 

10. Review of Library Holdings 

10.1 The Library’s academic materials to support teaching and learning activity is not limited to 

prescribed and recommended reading lists on course outlines and requests for additional resources 

may be made to the Teaching and Learning Committee via the Campus Director & Dean or 

nominee. 

10.2 At the end of each academic year, the Teaching and Learning Committee (through the Campus 

Director & Dean or nominee and Librarian) is responsible for the annual review of library holdings to 

determine what new materials are to be purchased in the following academic year. This review of 

library holdings 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 and 

Learning Committee in line with the budget approved by the Governing Council in consultation 

with the Academic Board. 

10.3 Where the review of library holdings makes recommendations that exceed the budget set by the 

Governing Council, the Teaching and 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. 

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

prescribed or recommended texts and readings, these are purchased at least one month prior to 

the start of course delivery of the revised courses. 
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11. 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 

 

12. Learning Support Services 

12.1 The Institute aims to provide a supportive teaching and learning environment that is responsive to 

individual student needs. The facilities and resources that are available to students are to support 

them with their academic and English language requirements of their degree program and its courses. 

12.2 All students are required to attend the New Student Orientation Program prior to commencement 

of their classes, further details are outline in the Institute’s Orientation Program Policy. The Campus 

Director & Dean or nominee along with the senior staff are responsible for the delivery of the 

Orientation program to all students. The Orientation program encompasses a range of educational, 

course planning, independent living and social information sessions. These include: 

a. registration, ID and campus tour; 

b. living and studying in Australia; 

c. library orientation; 

d. Learning Management System and IT systems introduction; 

e. program planning; 

f. individual program/course advice and enrolment check; 

g. academic expectations including plagiarism; 

h. Student Support Services information. 

 

12.3 English language and learning support sessions and resources include such topics as essay writing, 

report writing, academic referencing, avoiding plagiarism, making oral presentations, and examination 

tips. 

12.4 Library information sessions are held throughout the Semester. Learning support sessions are 

scheduled throughout the year to assist students to most effectively utilise the range of library 

resources, including the available electronic databases. These workshops are designed to improve 

information literacy skills of students. Library staff are available throughout library opening hours to 

give individual assistance and advice to students. 

12.5 The Learning Support Manager & Librarian in coordination with Program Directors prepares a 

document two weeks prior to each course assessments and provides support to students with 

additional resources digitally’. 

12.6 Information technology staff are available on the campus and to help students with the technology 

available to them and with connectivity issues related to their program. 
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13. Confidentiality Handling Requirements 
 

Activity Highly Confidential Restricted Internal Use Public 

Access Controls 

Internal access to 

electronic 

information. 

Viewing must be 

restricted to authorised 

individuals as needed 

and approved formally 

by the Information 

Owner. 

Approval must be 

sought from the 

Information Owner. 

No restrictions apply 

for internal use. 

No requirements. 

Authentication and 
authorisation are 

required for access. 

Authentication and 
authorisation required 

for access. 

Access to hardcopy 

documents stored 

within campus 

(recommended). 

Viewing must be 

restricted to authorised 

individuals as needed 

and approved formally 

by the Information 

Owner. 

Approval must be 

sought from the 

Information Owner. 

No restrictions apply 

for internal use. 

No requirements. 

Authentication and 

authorisation are 

required for access. 

Authentication and 

authorisation required 

for access. 

Storage 

On the Campus IT 

devices 

Storage in a file or 

directory accessible only 

to authorised users. 

Storage in a file or 

directory accessible only 

to authorised users. 

Allowed without 

restriction for internal 

users only. 

Allowed without 

restriction. 

Authorised users must 

be approved by the 

Information Owner with 

appropriate permissions 

set for each user. 

Authorised users must 

be approved by the 

Information Owner with 

appropriate permissions 

set for each user. 

Storing electronically 

on a public file server 

outside of IT 

Services (e.g. cloud- 

based file sharing 

services). 

Not permitted. Stored in a file, 

directory or cloud file 

service accessible only 

to authorised users. 

Allowed without 
restriction for internal 
users only. 

Allowed without 
restriction. 

Authorised users must 

be approved by the 

Information Owner. 

Storing electronically 

on a local drive of a 

desktop, laptop PC 

or mobile devices 

regardless of physical 

location (inside or 

outside of the 

campus). 

Information stored on 

the internal network 

must be stored in a file 

or directory only 

accessible by those who 

need to know. 

Any mobile or 

removable storage used 

for transportation 

should be encrypted or 

have an access control 

facility enabled. 

Allowed without 

restriction. 

Allowed without 

restriction. 

All mobile hardware or 

removable storage 

hardware must be 

protected with an 
access control facility or 

the file must be 

encrypted with a key or 
password required for 
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Activity Highly Confidential Restricted Internal Use Public 

 decryption.    

Storage of hardcopy 

documents within 

the campus 

(recommended). 

Hard copies and 

removable media should 

be stored in locked 

drawers or cabinets 

with restricted access. 

Hard copies and 

removable media should 

be stored in locked 

drawers or cabinets 

with restricted access. 

Hardcopies should be 

stored securely. 

Allowed without 

restriction. 

Physical access to the 

room containing the 

drawers and cabinets 

should be restricted to 

authorised users only. 

ICT Systems 

Physical access to 

ICT systems. 

Must be hosted in the 

campus. 

Should be hosted in the 

campus. 

Allowed without 

restriction. 

Allowed without 

restriction. 

Physical access must be 

monitored, logged, and 

limited to authorized 

individuals 24x7. 

Physical access must be 

monitored, logged, and 

limited to authorized 

individuals 24x7. 

Security applied to 

systems storing, 

processing and 

transmitting 

information. 

Must follow the Institute 

security’s best practices 

for system configuration 

and management. 

Must follow the Institute 

security’s best practices 

for system configuration 

and management. 

Should follow the 

Institute security’s best 

practices for system 

configuration and 

management. 

Should follow the 

Institute security’s best 

practices for system 

configuration and 

management. 

Remote access to 

systems hosting 

information. 

Restricted to local 

network or secure VPN 

group. 

Access restricted to 

local network or VPN. 

No requirements. No requirements. 

Remote access by third 

party for technical 

support must be 

authenticated and only 

Third party access only 

by Information Owner 

approval. 

Two-factor 

authentication 

recommended. 

 

Electronic 

transmission of data 

from a system. 

Encryption required (for 

example, via secure 

transfer protocols). 

Encryption required (for 

example, via secure 

transfer protocols). 

Encryption 

recommended (for 

example, via secure 

transfer protocols). 

No requirements. 

Network security of 

ICT systems. 

Protection with a 

network firewall using 

"default deny" ruleset 

and network intrusion 

prevention protection 

required. 

Protection with a 

network firewall using 

"default deny" ruleset 

and network intrusion 

prevention protection 

required. 

May reside on a public 

network. Protection 

with a firewall required. 

May reside on a public 

network. Protection 

with a firewall required. 

System hosting the data 

cannot be visible to the 

Internet. 

System hosting the data 

cannot be visible to the 

Internet. 

Management of 

potential security 

weaknesses in ICT 

systems. 

Security vulnerabilities 

present in ICT systems 

must be addressed in a 

timely manner based on 

the risk of compromise. 

Security vulnerabilities 

present in ICT systems 

must be addressed in a 

timely manner based on 

the risk of compromise. 

Security vulnerabilities 

present in ICT systems 

should be addressed in a 

timely manner based on 

the risk of compromise. 

Not requirements. 
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Activity Highly Confidential Restricted Internal Use Public 

 Mitigation strategies 

may include making 

changes to system 

configurations or 

applying patches 

regularly. 

Mitigation strategies 

may include making 

changes to system 

configurations or 

applying patches 

regularly. 

Mitigation strategies 

may include making 

changes to system 

configurations or 

applying patches 

regularly. 

 

Auditing of access to 

electronic 

information stored 

on ICT systems. 

Logins, access and 

changes. 

Logins. No requirements. No requirements. 

Disclosure 

Disclosure to other 

personnel including 

staff, students and 

authorised 

contractors. 

Approval must be 

sought from the 

relevant Information 

Owner. 

Approval must be 

sought from the 

relevant Information 

Owner. 

No restrictions apply to 

internal disclosure. 

Allowed without 

restriction. 

Release to external 

parties (verbally, 

electronically, in 
hard-copy form or on 

removable storage 

media). 

Approval must be 

sought from the 

relevant information 
owner. 

The Information Owner 

must approve any 

external disclosure. 

The Information Owner 

must approve any 

external disclosure. 

Allowed without 

restriction. 

External parties must 

sign a confidentiality 

agreement. 

Confidentiality 

agreements may be 

required (as requested 

by the Information 

Owner). 

Transmission 

Reproducing hard- 

copy 

Photocopies or another 

reproducing device 

must be standalone and 

not on the Institute 

network. These devices 

must be restricted to 

authorised individuals 

only and not be left 

unattended when 

making copies. 

Photocopiers or other 

reproducing devices 

must not be left 

unattended when 

making copies. 

Printouts must be 

collected as soon as 

possible. 

Allowed without 

restriction. 

Transmitting 

electronically to 

another person via e- 

mail, file transfer or 

similar technique 

External transmission 

via e- mail or mobile 

device must have 

Information Owner 

approval and must use 

encryption. The 

external recipient 

should sign a 

Confidentiality 

Agreement or similar 

(as requested by the 

Information Owner). 

Internal transmission via 

e- mail or mobile device 

must have Information 

Owner approval. 

Allowed without 

restriction between an 

Institute personnel. 

Allowed without 

restriction. 

Allowed without 

restriction. 

External transmission 

only if approved by the 

Information Owner. 

Disposal 
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Activity Highly Confidential Restricted Internal Use Public 

Disposal of hard copy Hard copies must be 

shredded or placed in 

secure waste bin. 

Hard copies must be 

placed in a waste bin or 

in the case of more 
sensitive material in a 

secure waste bin or 

shredded. 

Placed in recycle bins. Placed in recycle bins. 

Disposal of 

removable storage 

media 

Must undergo 

sanitisation or 

destruction, e.g. 
physically destroyed or 

damaged, enough to 

render unusable or 

placed in secure waste 

bin. 

Media should undergo 

sanitisation or 

destruction (e.g. 
physically destroyed or 

damaged, enough to 

render unusable). 

Placed in recycle bins. Placed in recycle bins. 

Reuse of removable 

storage media 

Information deleted, and 

media physically erased 

and overwritten by 
authorised users only. 

Information deleted and 

media physically erased 

and overwritten. 

Information deleted 

from media and should 

be reused for internal 
use only. 

Information deleted 

from media. 
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Appendix I: Learning Support Sessions – Timetable - Sydney Campus  

 

Week 1 
 

 Monday Tuesday Wednesday Thursday Friday 

9:00am – 9:30am 

1:00pm – 

1:30pm 

Academic Integrity & 
 Honesty 

 

By Appointment 
Only 

English Language Skills By Appointment 
Only 

Formal and Professional 

Writing 

 

  

 

Week 2 

 

 Monday Tuesday Wednesday Thursday Friday 

9:00am – 9:30am APA Referencing By Appointment Research with EBSCO By Appointment Study Skills and Exam 

1:00pm – 
1:30pm 

 Only  Only Preparation 

      
 

 

Week 3 

 

 Monday Tuesday Wednesday Thursday Friday 

9:00am – 9:30am Academic Integrity & By Appointment English Language Skills By Appointment Formal and Professional 

Writing 
 

1:00pm – 
1:30pm 

Honesty 
 

Only  
 

Only 

 

Week 4 

 

 Monday Tuesday Wednesday Thursday Friday 

9:00am – 9:30am APA Referencing By Appointment Research with EBSCO By Appointment Study Skills and Exam 

1:00pm – 
1:30pm 

 
 

Only  
 

Only Preparation 
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Appendix 2: Learning Support Sessions – Timetable - Darwin Campus  

 

  Week 1 

 

 Monday  Tuesday  Wednesday  Thursday  Friday  

9:00am – 9:30am Academic Integrity & By Appointment English Language Skills By Appointment Formal and Professional 

1:00pm – 
1:30pm 

Honesty 

 

Only  

 

Only Writing 

 

 

  Week 2 

 

 Monday  Tuesday  Wednesday  Thursday  Friday  

9:00am – 9:30am APA Referencing By Appointment Research with EBSCO By Appointment Study Skills and Exam 

1:00pm – 
1:30pm 

 Only  Only Preparation 

      
 

 

  Week 3 

 

 Monday  Tuesday  Wednesday  Thursday  Friday  

9:00am – 9:30am Academic Integrity & By Appointment English Language Skills By Appointment Formal and Professional 

1:00pm – 
1:30pm 

Honesty 
 

Only  
 

Only Writing 
 

 

  Week 4 

 

 Monday  Tuesday  Wednesday  Thursday  Friday  

9:00am – 9:30am APA Referencing By Appointment Research with EBSCO By Appointment Study Skills and Exam 

1:00pm – 
1:30pm 

 
 

Only  
 

Only Preparation 
 

 


