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2.  ASSESS 
 
Consider the severity of symptom/s experienced and how frequently they occur: 
 
Symptoms rare =  Low risk.  No action necessary.  Adopt good voice care  
  strategies.  Monitor. 
Symptoms sometimes =  Low risk.  Review your voice care management strategies.  Monitor. 
Symptoms often =  Moderate risk.  Document a Voice Strain Control Plan in  
  consultation with your manager and/or health and safety  
  representative.  Monitor the effectiveness of the control strategies. 
  Seek medical opinion, advice from a speech pathologist may be 
  necessary if symptoms continue. 
Symptoms constantly =  High risk.  Immediate action required.  Seek medical advice. 
  Document a Voice Strain Control Plan in consultation with your 
  manager and/or health and safety representative.  Monitor  
  effectiveness of the control strategies. 
 
Voice problems should not be accepted by teachers as an occupational hazard 
 
Ask yourself the following questions: 
• Do I use my voice more than I have to? 
• Could I effectively use other methods of getting my message across? 
• Do I use my voice as efficiently as I can? 
• Can I speak at a quieter level during certain classroom activities? 
• Is the layout of the classroom conducive to efficient voice use? 
• Do I always talk above background noise? 
• What is the source of the noise and how can I reduce its impact on my voice use? 
 
When you have determined the answers to these questions consider what behaviour modification 
techniques you could employ to enhance the effectiveness and efficiency of your voice.   
 
3.  CONTROL 
 
TO PREVENT VOCAL STRAIN 
This may simply require changing the layout of the classroom (refer to the Acoustics Checklist), and/or 
organising a system of times when students are silent, times when they may talk with their neighbours 
and times when they may talk in a group.  Set the rules so that you can easily attract their attention 
without resorting to shouting. 
 
• Turn down, shut out, or move away from noise in the environment while talking. 
• Use gesture and other non-vocal signals to give instructions such as clapping your hands to gain 

attention. 
• Talk to groups or classes when the students are quiet. 
• Stand in a place in the classroom that will make it easiest for the students to hear you without 

straining your voice. 
• Arrange the classroom so that students who are likely to be noisy or need extra attention are at the 

front. 
• Use methods of behaviour management which don’t involve yelling or loud talking. 
• Produce your speech sounds clearly and precisely and slow your speech down a little so that students 

can understand you without the need for you to talk very loudly or repeat yourself. 
• Use routines such as playing a particular piece of music or using a bell to signal changes in the 

classroom activity. 
• Move close to students when talking to them. 
• Sing only in a range and style that is comfortable for your where possible,  
• Use a voice amplifier or megaphone. 
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• Give instructions to a small number of students who then have the responsibility for informing the 
rest of the class. 

• Plan the day so that you build in vocal rest periods when you do not need to talk. 
 
You can work on reducing the symptoms of voice strain by using strategies such as: 
• Drinking water frequently throughout the day. 
• Sipping water whenever you feel the urge to cough or clear the throat. 
• Sucking on a sweet, but avoiding medicated cough lollies which may irritate your throat further. 
• Swallowing instead of coughing or clearing the throat. 
• Yawning whenever you feel the urge to cough or clear the throat. 
• Consciously suppressing the urge to cough or clear the throat. 
 
Coughing may be part of an acute throat infection and it is important to take particular care of your voice 
if you have an acute infection. 
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VOICE STRAIN CONTROL PLAN 
 
Symptoms 
 
 
 
 
 
 
 
 
 
Voice Care Strategies: 
 
 
 
 
 
 
 
 
 
 
 
 
Implement voice care strategies, monitor symptoms over time (if necessary duplicate table).  
Keep your site manager (and where relevant medical advisers) informed of progress. 
 

Monitor frequency of symptoms 
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Constant 
(List 
symptoms) 
 
 

 
 

    

Often  
(List 
symptoms) 
 
 

 
 

    

Sometimes 
(List 
symptoms) 
 
 

 
 

    

Rare 
(List 
symptoms) 
 
 

 
 

    

 4



 
 

 

A
C

O
U

ST
IC

 R
IS

K
 C

H
E

C
K

L
IS

T
 

 
T

o 
Id

en
tif

y 
A

co
us

tic
 R

is
k 

Fa
ct

or
s i

n 
th

e 
C

la
ss

ro
om

 
 

A
R

E
A

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_ 

 
N

A
M

E
 _

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 
 

D
A

T
E

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_ 

 N
B

:  
R

is
k 

fa
ct

or
s i

de
nt

ifi
ed

 in
 sp

ec
ifi

c 
ar

ea
s s

ho
ul

d 
be

 re
co

rd
ed

 o
n 

th
e 

si
te

 O
H

S&
W

 A
ct

io
n 

Pl
an

 a
nd

 a
dd

re
ss

ed
 th

ro
ug

h 
si

te
 m

an
ag

em
en

t p
ro

ce
ss

es
. 

 
R

is
k 

fa
ct

or
 

 

 
E

xa
m

pl
e 

 
 

 
A

ct
io

n 
re

qu
ir

ed
 to

 r
ed

uc
e 

th
e 

pr
ob

le
m

 
W

he
re

 n
ec

es
sa

ry
 se

ek
 a

dv
ic

e 
fr

om
 

Si
te

 P
ro

pe
rty

 S
er

vi
ce

s 

R
ec

or
de

d 
on

 A
ct

io
n 

Pl
an

 ?
 

Y
es

 / 
N

o 
1.

 
Th

er
e 

ar
e 

la
rg

e 
ar

ea
s o

f e
xp

os
ed

 
gl

as
s i

n 
th

is
 a

re
a.

 
½

 to
 1 / 3 

of
 th

e 
w

in
do

w
 a

re
a 

ha
s n

o 
tre

at
m

en
ts

. e
.g

. v
er

tic
al

 d
ra

pe
s .

 
  Y

es
   

N
o 

  N
/A

 
 

 
 

2.
 

Th
is

 a
re

a 
ha

s l
ar

ge
 o

pe
n 

sp
ac

es
. 

• 
It 

is
 in

 a
n 

“o
pe

n 
sp

ac
e 

un
it”

 
• 

A
 se

ct
io

n 
of

 th
e 

w
al

l h
as

 b
ee

n 
re

m
ov

ed
 

• 
A

 w
al

l h
as

 a
 la

rg
e 

ar
ch

w
ay

. 

  Y
es

   
N

o 
  N

/A
 

 

 
 

3.
 

La
rg

e 
se

ct
io

ns
 o

f t
he

 w
al

ls
 in

 th
is

 
ar

ea
 a

re
 u

nc
ov

er
ed

. 
 

N
o 

w
al

l h
an

gi
ng

s, 
fe

w
 p

in
bo

ar
ds

 e
tc

. 
 

  Y
es

   
N

o 
  N

/A
 

 

 
 

4.
 

Pi
nb

oa
rd

s i
n 

th
is

 a
re

a 
ar

e 
co

m
pl

et
el

y 
co

ve
re

d 
w

ith
 p

ai
nt

/ 
pa

pe
r/p

os
te

rs
.  

• 
Th

e 
pi

nb
oa

rd
 m

at
er

ia
l b

ee
n 

pa
in

te
d 

• 
M

or
e 

th
an

 2
/3

 o
f t

he
 p

in
bo

ar
d 

is
 

co
ve

re
d 

w
ith

 p
os

te
rs

 e
tc

 

  Y
es

   
N

o 
  N

/A
 

 

 
 

5.
 

Th
e f

lo
or

 su
rf

ac
es

 in
 th

is
 a

re
a 

ar
e 

a 
ha

rd
 ty

pe
.  

U
nc

ov
er

ed
 w

oo
d/

co
nc

re
te

 
  Y

es
   

N
o 

  N
/A

 
 

 
 

6.
 

Th
e a

ir 
co

nd
iti

on
er

 in
 th

is
 a

re
a 

is
 

no
is

y.
 

C
ol

le
ag

ue
s &

 T
R

Ts
 c

om
pl

ai
n 

ab
ou

t 

th
e 

A
/C

 n
oi

se
. 

  Y
es

   
N

o 
  N

/A
 

 

 
 

7.
 

Th
e 

ai
r c

on
di

tio
ne

r i
s s

ite
d 

ab
ov

e 
th

e 
bl

ac
kb

oa
rd

?  
 

 
 

 
 Y

es
   

N
o 

  N
/A

 
 

 G
en

er
al

 In
sp

ec
tio

n 
A

re
as

 –
 O

H
S&

W
 C

he
ck

lis
t 



 
 

Is
su

e 
N

o:
 1

 
 

 
Is

su
e 

D
at

e:
 0

0/
00

/0
0 

 G
en

er
al

 In
sp

ec
tio

n 
A

re
as

 –
 O

H
S&

W
 C

he
ck

lis
t 

6

  
 

R
is

k 
fa

ct
or

 
 

 
E

xa
m

pl
e 

  
 

A
ct

io
n 

re
qu

ir
ed

 to
 r

ed
uc

e 
th

e 
pr

ob
le

m
 

W
he

re
 n

ec
es

sa
ry

 se
ek

 a
dv

ic
e 

fr
om

 
Si

te
 P

ro
pe

rty
 S

er
vi

ce
s 

R
ec

or
de

d 
on

 A
ct

io
n 

Pl
an

 ?
 

Y
es

 / 
N

o 
8.

 
Th

e 
w

al
l o

r w
in

do
w

 m
ou

nt
ed

 ai
r 

co
nd

iti
on

er
 is

 le
ft 

on
 fo

r 
ex

te
nd

ed
 p

er
io

ds
. 

 

Th
e a

ir 
co

nd
iti

on
er

 sw
itc

h 
is

 o
ut

 o
f 

re
ac

h 
an

d 
th

er
ef

or
e 

it 
is

 le
ft 

on
 d

ur
in

g 
le

ss
on

 ti
m

e.
 

  Y
es

   
N

o 
  N

/A
 

 
 

9.
 

Th
e 

ai
r c

on
di

tio
ne

r f
ilt

er
 is

 d
irt

y.
 

(w
in

do
w

/w
al

l m
ou

nt
ed

 a
ir 

co
nd

iti
on

er
s)

? 
 

Th
e 

fil
te

r h
as

 n
ot

 b
ee

n 
cl

ea
ne

d 
in

 th
e 

pa
st

 1
2 

m
on

th
s 

  Y
es

   
N

o 
  N

/A
 

 

 
 

10
. A

n 
ec

ho
 is

 p
re

se
nt

 in
 th

e 
ro

om
 

w
he

n 
va

ca
nt

. 
A

 h
ol

lo
w

 so
un

d 
w

he
n 

yo
u 

sp
ea

k 
or

 
m

ak
e 

no
is

e.
 

  Y
es

   
N

o 
  N

/A
 

 

 
 

11
. T

hi
s a

re
a 

ha
s a

 h
ig

h 
ce

ili
ng

. 
   

   
 

O
ve

r 3
 m

et
re

s h
ig

h.
 

  Y
es

   
N

o 
  N

/A
 

 

 
 

12
 T

hi
s a

re
a 

ha
s a

 lo
w

 ce
ili

ng
. 

 
Lo

w
er

 th
an

 2
.4

 m
et

re
s 

  Y
es

   
N

o 
  N

/A
 

 

 
 

13
. T

he
 c

la
ss

ro
om

 is
 e

xp
os

ed
 to

 
co

ns
ta

nt
, n

oi
se

 fr
om

 o
ut

si
de

? 
 

• 
R

oa
d/

ai
r t

ra
ffi

c 
• 

C
an

te
en

 d
el

iv
er

y 
tra

ff
ic

 
• 

St
ud

en
t m

ov
em

en
t 

  Y
es

   
N

o 
  N

/A
 

 

 
 

14
. T

he
re

 is
 a

 c
on

st
an

t e
le

ct
ric

al
 

no
is

e 
in

 th
is

 a
re

a?
 

• 
C

om
pu

te
rs

 
• 

Fi
sh

 ta
nk

 a
er

at
or

/fi
lte

r 
• 

Li
gh

ts
 

• 
Ex

tra
ct

or
 fa

ns
 

• 
H

an
d 

dr
ie

rs
 

• 
O

ff
ic

e 
ac

tiv
iti

es
 

  Y
es

   
N

o 
  N

/A
 

 

 
 

 A
dd

iti
on

al
 C

om
m

en
ts

: 
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	HOW FREQUENTLY
	SYMPTON
	Often
	Constantly

	Voice care strategy
	
	
	Symptoms sometimes=  Low risk.  Review your voice care management strategies.  Monitor.



	3.  CONTROL
	TO PREVENT VOCAL STRAIN
	
	
	VOICE STRAIN CONTROL PLAN
	Implement voice care strategies, monitor symptoms over time (if necessary duplicate table).  Keep your site manager (and where relevant medical advisers) informed of progress.
	Monitor frequency of symptoms

	Constant
	(List symptoms)
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