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This is an Internal School Policy  

All policies are available to stakeholders either on the school website or upon request 

from the school office. 



 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Date of Policy Approval: Local Governing 

Body (pending) 
 
Owner of Policy: VP Culture 
 CMA Principal 
 
Authorised By: LGB 
 
Policy Review Date: Sept 2028                                                            
 
Distribution: All Staff  

 Website 



 

Page 3 of 4 
 

 
PRINCIPLES 

Safeguarding the health, safety and welfare of employees 

Under the Health and Safety at Work Act 1974, employers must do all that is reasonably practicable to 
safeguard the health, safety and welfare of their employees at work. This includes providing health and 
safety information, instruction and training, and providing a safe working environment, without risks to 
health. Employers must assess the risks of all activities, manage those risks and tell employees about the 
measures (The Management of Health and Safety at Work Regulations, 1999). 
CMA will take a proactive approach to voice care and has completed a voice care risk assessment. CMA 
staff have access to occupational health services which can be accessed for support, advice and 
guidance. Medical help should be sought by employees for significant voice problems. 

 

POLICY 
1.  Introduction 

1.1 Teachers are professional voice users and, on average, talk for about 60% of the working day. 
Evidence shows that teachers are particularly at risk of developing voice problems. Female 
voices are more vulnerable and some subjects eg PE, music and technology are more risk to 
the voice than others.  

1.2 
 
 
 
 
 
 
 
1.3 
 
1.4 
 

Environmental factors can also contribute to voice strain and in schools these can include: 

• Size of classroom/teaching environment 

• Classroom layout and design 

• Noise 

• Acoustics 

• Dust, fumes and other irritants 

• Uncomfortable temperature and/or poor ventilation. 
Research also indicates that as the voice influences the listener’s reaction, the teacher’s voice 
quality can affect pupil learning.  
The most common types of voice misuse are shouting, using a strained loud voice and also 
excessive throat clearing. 

 

2.  Symptoms of voice problems 
2.1.  The usual symptoms of voice problems are: 

• Throat pain when speaking or swallowing; 

• Sore throat in the morning which disappears when the voice ‘warms up’; 

• Hoarse, tired voice in the evening; 

• Increase in mucus; and 

• Rapidly changing pitch or loss of control of voice. 
 

2.2.  Medical help is needed if there is: 

• Persistent hoarseness for more than 2-3 weeks; 

• Regular hoarseness or voice loss; 

• Significant voice quality changes; 

• Constant vocal fatigue; and  

• Difficulty or pain when swallowing. 

 



 
   
 

 

Page 4 of 4 
 

3.  Voice loss and disability 
3.1.  Under the Equality Act 2010, a person is disabled if they have a physical or mental impairment 

which has a substantial adverse effect on their ability to carry out normal day-to-day activities. 
An impairment is ‘long term’ if it has lasted for at least 12 months or is likely to last for that 
period. A ‘substantial adverse effect’ means, according got government guidance, more than 
‘minor’ or ‘trivial’. Disabled employees are protected against discrimination. The employer is 
under a duty to make reasonable adjustments where any work arrangements or the physical 
features of the workplace put a disabled person at a substantial disadvantage compared with 
those who are not disabled. 

3.2.  CMA will therefore seek to make reasonable adjustments to accommodate those disabled by 
voice problems and impairments. For example, lesson and teaching arrangements, acoustic 
improvements and personal microphones can reduce the strain on the speaker’s voice. 

 

4.  Voice care tips 
4.1.  Advice on preventing voice damage: 

• Warm up the voice before prolonged use wherever possible; 

• Drink plenty of water, small amounts regularly; 

• Ensure that the environment is well humidified and, where possible, reduce any 
background noise; 

• Relax the shoulders and neck; 

• Breath from the diaphragm and be aware of posture when speaking; and 

• Avoid smoking, very hot foods which can cause dehydration, shouting or raising vocal 
volume or pitch for prolonged periods. 

4.2.  Seven tips for speaking to any group of listeners: 

• Plan attention-getting routines (e.g. hold up a hand for silence, use a countdown or a 
gong or bell); 

• Feel secure, let the territory you stand on be yours; 

• Find opportunities for ease, poise and stillness in addressing your listeners; 

• Use the visual message of your body language; 

• Consider how your tone of voice creates relationships; 

• Use muscular energy in key words instead of loudness; and  

• Allow pause and silence to strengthen your meaning. 

 

5.  Further guidance 
5.1.  The British Voice Association work to promote the field of voice and are devoted to people 

with voice problems. They have various voice care articles which you can find on their website 
at https://britishvoiceassociation.org.uk/resources/  

5.2.  The Royal College of Speech and Language Therapists can give support and help to people 
with voice problems https://www.rcslt.org/  
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