
 

Hearing Conservation Administrator (HCA) Training Programme 

Protecting hearing, ensuring compliance, and sustaining a healthy workforce 

 

Introduction 

Noise-induced hearing loss remains one of the most common occupational health 
issues in industrial and high-noise work environments. Unlike many injuries, hearing 
loss develops gradually and is often irreversible. Without a structured hearing 
conservation programme, organisations face increased health risks to employees, 
regulatory non-compliance, and long-term productivity loss. 

The Hearing Conservation Administrator (HCA) Training Programme is designed to 
equip designated personnel with the knowledge and administrative capability to plan, 
implement, monitor, and sustain an effective hearing conservation programme at the 
workplace. The training focuses on regulatory compliance, practical noise 
management, health surveillance coordination, and continuous improvement of 
hearing protection practices. 

 

Program Objectives 

The programme aims to: 

1.​ Develop competent Hearing Conservation Administrators to manage 
workplace noise risks 

2.​ Ensure understanding of noise hazards and their impact on hearing health 

3.​ Equip participants with skills to implement and maintain a hearing 
conservation programme 

4.​ Strengthen compliance with occupational safety and health requirements 

5.​ Promote long-term protection of employees’ hearing and well-being 

 

Learning Outcomes 

Upon completion of the programme, participants will be able to: 

1.​ Explain the effects of noise exposure on hearing and employee health 

2.​ Identify noise hazards and interpret noise exposure data 

3.​ Coordinate audiometric testing and hearing surveillance programmes 
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4.​ Select and manage appropriate hearing protection devices 

5.​ Administer documentation, training, and continuous monitoring under a 
hearing conservation programme 

 

Who Should Attend 

This programme is suitable for: 

1.​ Safety and Health Officers and safety coordinators 

2.​ Human resource and occupational health personnel 

3.​ Supervisors and managers in high-noise work environments 

4.​ Engineers or technical personnel involved in noise control 

5.​ Individuals appointed as Hearing Conservation Administrators 

 

Methodology 

The programme uses a structured and practical learning approach to ensure 
participants are ready to perform the HCA role effectively. 

1.​ Classroom-based learning to explain concepts, regulations, and 
responsibilities 

2.​ Case discussions based on real industrial noise scenarios 

3.​ Demonstrations of noise monitoring equipment and hearing protection devices 

4.​ Practical exercises on data interpretation, record keeping, and programme 
planning 

5.​ Guided discussions and knowledge checks to reinforce understanding 
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Program Outline  

Day 1: Noise, Hearing Risk, and Regulatory Foundations 

Module 1: Overview of Hearing Conservation in Manufacturing 

This module explains why hearing conservation is critical in manufacturing 
environments where continuous and high-impact noise is common. Participants gain 
a clear understanding of how production machinery, processes, and layouts 
contribute to noise exposure, and why a structured Hearing Conservation 
Programme is essential for compliance, productivity, and worker well-being. The role 
and accountability of the Hearing Conservation Administrator within a manufacturing 
organisation are clearly defined. 

Module 2: Effects of Noise on Hearing and Worker Health 

Participants learn how noise affects the human auditory system, including temporary 
and permanent hearing loss. The module covers early symptoms of hearing 
damage, cumulative exposure risks, and the long-term consequences for workers 
and organisations. Emphasis is placed on why hearing loss is often unnoticed until it 
becomes irreversible, particularly in long-serving manufacturing employees. 

Module 3: Noise Hazard Identification and Risk Assessment in Factories 

This module focuses on identifying noise sources commonly found in manufacturing 
plants, such as presses, stamping lines, compressors, and material-handling 
equipment. Participants learn how to recognise high-risk areas, interpret noise 
exposure thresholds, and understand the principles of noise risk assessment. The 
session highlights how risk findings translate into control measures and programme 
decisions. 

Module 4: Noise Measurement, Monitoring, and Data Interpretation 

Participants are introduced to noise monitoring concepts, including personal 
exposure monitoring and area noise measurements. The module explains how to 
read and interpret noise assessment reports, understand exposure limits, and use 
monitoring results to prioritise controls. Emphasis is placed on how HCA uses 
technical data for administrative and compliance purposes, not as a noise assessor. 

 

Day 2: Programme Implementation, Control Measures, and Administration 

Module 5: Hearing Protection Devices (HPD) Selection and Management​
This module covers the practical management of hearing protection in manufacturing 
settings. Participants learn how to select appropriate HPDs based on noise levels 
and job tasks, ensure correct fitting and usage, manage storage and maintenance, 
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and address worker comfort and compliance issues. The importance of enforcement 
and supervision on the production floor is emphasised. 

Module 6: Audiometric Testing and Hearing Surveillance Management 

Participants learn how to administer audiometric testing programmes, including 
scheduling tests, coordinating with service providers, maintaining confidentiality, and 
interpreting test outcomes. The module explains follow-up actions for abnormal 
results, worker counselling, and referral processes. Emphasis is placed on 
maintaining complete and auditable health surveillance records. 

Module 7: Hearing Conservation Programme Administration and Documentation 

This module focuses on the administrative backbone of an effective HCP. 
Participants learn how to manage records, training documentation, appointment 
letters, monitoring reports, and programme reviews. The session also explains how 
to demonstrate compliance during inspections and audits, including preparation for 
enforcement visits. 

Module 8: Programme Review, Compliance Monitoring, and Continuous 
Improvement 

The final module consolidates learning by focusing on how to evaluate programme 
effectiveness over time. Participants learn how to identify gaps, address 
non-compliance, update control measures, and improve worker engagement. The 
module concludes with a competency review and reinforces the HCA’s role in 
sustaining long-term hearing protection in manufacturing operations. 
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