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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.
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Introduction

0.1 An ageing workforce

Everyone ages. Age is a continuum. The younger worker of today will become the older worker of
tomorrow. Workers expect to live longer. Creating ways for people to have meaningful, productive
multi-stage and multidimensional careers is a major opportunity to engage workers across generations
for individuals, organizations and communities.

Proactive organizations are tapping into older workers by extending their career models, creating new
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opment paths_and inventing roles to accommadate these workers. This can enco

Irage active

cipation of older workers and increase the organization’s reputation and image if) §
creates a more balanced workplace, where experience is shared and intergeneratior
pmoted. Applying these requirements and guidelines can help build a strong'multi-g
force and minimize the risk of age discrimination. Organizations with an age-inclusiy
ecome more productive and have a competitive advantage if these guideliines are follo

benefits of older workers to the organization can include but are not limited to:

feductions in absenteeism, burnout, turnover, recruitment costsqahd workplace injurie]

improvementsininnovations,accessibility, staffengagement, fmotivation, retentionandp

the synergy gained by linking new and existing skills of the Workforce that canraise the of
productivity and capacity for innovation;

¢ost effectiveness when the organization invests:inskills and health for an age-inclusiv

q

olving labour workforce shortages;
improving the corporate image of the organization.
\pplying this document

Later Life Workplace Index (LLWI)[24] was used as the initial starting point for thi
LLWI consists of nine dimensions covering age-inclusive organizational culture and

opment, knowledge management, transition to retirement, continued employmy(
health and retirement’ coverage. This document provides general requirements an
pport the business-case for an age-inclusive workforce and contributes to the UN
lopment Goals(SPGs)- Agenda 2030, including, but not limited to #3-‘Good health an
Duality education’, #5-‘Gender equality’, #8-‘Decent work and economic growth’, #
ation and.infrastructure’, and #10-'Reduced inequalities’.

COVID-19 pandemic has highlighted several emerging issues impacting older worker
Fibed.in [SO/PAS 45005.

ociety. This
al harmony
renerational
e workforce
wed.

S;

roductivity;

ganization’s

b workforce;

5 document.
leadership,

b1l as more specific age-inclusive practices regarding work design, health managementt, individual

ent options,
H guidelines
Sustainable
l wellbeing’,
9-Industry,

5. These are

An age-inclusive workforce is interdisciplinary in nature, complex and it depends on many stakeholders
and systems. As such, there are documents linked to older workers, e.g. ISO 30415: and ISO/TR 30406.

This document can be used in connection with an organization’s management systems, human resource
programs, occupational health and safety programs, diversity and inclusion programs, Corporate Social
Responsibility or on its own in the absence of a formal workplace program to support an age-inclusive

workforce. Annex F provides the user with an overview of some key topics and their relevance.
0.3 A roadmap

Figure 1 explains how this document is structured.
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viii

0.3 Aroadmap

The general perspective is described here.
0.1 An ageing workforce

This part also describes how to read and apply this | n/| Thisdefines whatis included in this
document 0 document.

0.2 Applying this document 1 Scope

This part shows how the document is structured This is the formal part.

2 Normative references

These clauses focus on the overarching guiding values and

approaches.
4 Guiding principles

5 Leadership and age-inclusive organizational culture

This displays the terms and definitions that
apply in this document.
3 Terms and definitions

This clause focuses on age-inclusive workforce.
6 Workforce planning, recruitment/ re-entry and work allocation

These clauses focus on how to design work and good health and wellbeing:
7 Work design
8 Health and wellbeing

These clauses focus on conditions for career and knowledge development, digital
technology and innovation.

9 Career development

10 Knowledge management and intergenerational collaboration

11 Digitalization of workplaces and innovation

These clauses focus on conditions for gradually phasing out from the workforce and
the opportunities to continue working.after retirement.

12 Succession planning

13 Transition to retirement

14 Continuing in the workforde

This clause focuses o sk} older workers can contribute to the organisation and
wider community mgu ing the informal workforce.
15 The value tge geing workforce’s ecosystem to the organization

This cla se‘focuses on economic aspects.
16 Filéial literacy planning and benefits and rewards
.\

improve
17 Conti

This claulEe and annexes focus on how to neasure success and

workforfe

Annex D|(informative) Examples of metrics to measure success

and outdomes.

ents over time.
ual improvement - asseSsment tools
Annex C|(informative) Assessniént tools for an age-inclusive

These annexes provide additional information.
Annex A (informative) Concepts and effects of ageing

Figure 1 — Roadmap to implementing guidelines and requirements for an age-inclusive

Annex E (mformatlve) Recommendatlons and solutlons for small and medlum-
sized organizations
Annex F (normative) Summary of the requirements

workforce
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Ageing societies — General requirements and guidelines
for an age-inclusive workforce

1 Scope

This document provides requirements and guidelines to achieve an age-inclusive workforce, which has

the
doc
an ag

ent enables organizations and other stakeholders to develop, implement, maintain
e-inclusive workforce. It provides opportunities for older workers, working internal o

the drganization, to be productive.

This
and ¢

document is applicable to all organizations regardless of type or size, and/t6.all work arj
111 forms of relationships between organizations and workers.

While organizations need to be inclusive of all workers regardless.6f)age, these requir

guid

NOT
and ¢

elines focus specifically on older workers.

[t does notimply that younger workers are excluded. Organizations can tailor these r¢
ruidelines according to their own role and specific context.

2 Normative references

Ther]

For t
ISO 4
— 1
— 1
3.1

agei
dem

3.2
acce

e are no normative references in this document.

Terms and definitions

he purposes of this document, the following terms and definitions apply.

nd IEC maintain terminology:databases for use in standardization at the following ad¢

SO Online browsing platform: available at https://www.iso.org/obp

EC Electropedia: available at https://www.electropedia.org/

g society
graphics-of an older population that shifts overtime

5sibility

olders. This
and support
- external to

rangements

ements and

pquirements

Iresses:

extent to which products, systems, services, environments and facilities can he used hy p
population with the widest range of user needs, characteristics and capabilities to achieve identified
goals in identified contexts of use

[SOU
3.3

pople from a

RCE: 1SO 9241-112:2017, 3.15, modified — Note to entry has been deleted.]

worker
person performing work or work-related activities that are under the control of the organization

Note 1 to entry: Persons perform work or work-related activities under various arrangements, paid or unpaid,
such as regularly or temporarily, intermittently or seasonally, casually or on a part-time basis.

Note

©ISO

2 to entry: Workers include top management, managerial, and non-managerial persons.
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Note 3 to entry: The work or work-related activities performed under the control of the organization can be
performed by workers employed by the organization, workers of external providers, contractors, individuals,
agency workers, and by other people to the extent the organization shares control over their work or work-
related activities, according to the context of the organization.

[SOURCE: IS

3.4
workforce
people who

[SOURCE: IS

045001:2018, 3.3]

provide a service or labour to contribute to business or organizational outcomes

0 30400:2016, 10.1]

3.5
ageing wor
changesint

Note 1 to ent

3.6
workplace
area(s) inw

[SOURCE: IS

3.7
organizatid
values, belid

[SOURCE: IS

3.8
human cap
value of the

[SOURCE: IS

3.9
stakeholde
person or o}
activity

EXAMPLE
partners, or g

[SOURCE: IS
3.10

kforce
he number of older people in the workforce (3.4)

ry: the specific age of being older will vary by country, industry, and other factots.

hich the workers' (3.3) activities are carried out

0/TR 25901-1:2016, 2.1.8.35]

nal culture
fs and practices that influence the conduct and hehaviour of people and organizations

0 30400:2016, 3.2]

tal
collective knowledge, skills and abilities of an organization's workers (3.3)

0 30400:2016, 4.1, modified — "people" has been replaced with "workers"]

3
'ganization that can @ffect, be affected by, or perceive itself to be affected by a decisi

Customers, .6wners, people in an organization, suppliers, bankers, unions, work cou
ociety that can include competitive or pressure groups.

0 30400:2016, 5.1]

pn or

ncils,

diversity

characteristics of differences and similarities between people

Note 1 to entry: Diversity includes factors that influence the identities and perspectives that people bring when
interacting at work.

Note 2 to entry: Diversity can foster learning from others who are not the same, about dignity, respect and
inclusiveness for everyone, and about creating workplace (3.6) environments and practices that foster learning
from others to gain advantages of diverse perspectives.

[SOURCE: IS

0 30400:2016, 9.1]

© IS0 2022 - All rights reserved
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inclusion
process of including all stakeholders (3.9) in organizational contexts

Note 1 to entry: Organizational policies, processes and practices that are fair and impartially applied can support
an age-inclusive workplace (3.6).

Note 2 to entry: This involves the entire workforce (3.4) having access to opportunities and resources to enable
their contribution to the organization.

Note 3 to entry: This involves stakeholders (3.9) from different groups being accepted, welcomed, enabled to have
a voice, and to develop a sense of belonging.

[SOURCE: ISO 30400:2016, 9.5, modified — "practice" replaced with "process", Notes to ef
new Notes to entry added.]

3.12

financial literacy

abilit
3.13

y to identify, retrieve, evaluate and use financial information effectively

wellbeing

state
[SOU
3.14

of being comfortable, healthy and happy
RCE: 1SO 17679:2016, 3.3, modified — "feeling" replaced‘with "state", Note to entry de

succpssion planning
process for identifying and developing current workers (3.3) with the potential to fill key

the o
[SOU

3.15
age-

rganization

RCE: 1SO 30400:2016, 4.11, modified —“employees" replaced with "workers".]

nclusive

including all stakeholders (3.9) in organizational contexts where people of diverse ages
fairly and equally and included in-all aspects of the organization

3.16
age-
work
proc

3.17
agei
stere

Note

nclusive workforce
ers (3.3) of diverse ages who all are treated fairly and equally and are included in or
bsses

51
otyping, prejudice, and discrimination against people on the basis of their age

itry deleted,

eted.]

positions in

are treated

banizational

T-%o entry: Ageism takes many forms, including prejudicial attitudes, discriminatory

practices, or

instit
[SOU
3.18

utional policies and practices that perpetuate stereotypical beliefs.

RCE: WHO, 2021[23]]

work allocation
allocation
process of analysing and assigning work to all workers (3.3), regardless of age

3.19

health literacy
ability to recognize, identify, retrieve, evaluate and use health information effectively

©ISO
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3.20

knowledge management
combination of processes, actions, methodologies and solutions that enable the creation, maintenance,
distribution and access to organizational knowledge

Note 1 to entry: This is of particular importance with an ageing workforce (3.5) to allow transfer between
different generations of workers (3.3). A knowledge management system includes the organization’s knowledge
management culture, structure, governance and leadership; roles and responsibilities; planning technology,
processes and operation, etc.

[SOURCE: ISO 30400:2016, 14.1, modified — Note to entry added.]

4 Guidin

The organi3

g principles

ration provides an age-inclusive workforce that takes the following guiding”pring

iples

into account at stages of planning, design, operation and evaluation and is aimed atal} workerg and

stakeholderf (see Table 1). The organization has the leadership and guiding principles, based op the

underlying principles of social responsibility, to support and implement an age-inclusive workforce
policy and dlevelops an organizational culture to support this policy.

NOTE The organization can consult ISO 26000, which provides guidance omythe underlying principjes of

social respornfsibility, engaging stakeholders, and integrating socially responsible behaviour into the organization

such as an age-inclusive workforce.
Table 1 — Guiding principles

Guiding Pripciple Details

Decency of work The organization supports and takes actions that demonstrate that their workplace|pro-
vides employment and decent workfor all workers. The organization values emplqyees
and creates a meaningful work eayironment.

Leadership and The organization’s leadership-demonstrates integrity by endorsing and ensuring strat¢gies,

integrity operations and values regar’ding an age-inclusive workforce are implemented.

Inclusivenefgs The organization includes/all workers (throughout the worker’s life-cycle) regardlgss of
age, disability, gender, sexual orientation, religion, race, colour, ethnicity, socioeconomic
status or any otherstatus. This includes being a non-discriminatory organization that is
open and trustworthy, values and recognizes workers and their perspectives, and proyides
opportunities,to participate and contribute to the organization.

Health, wellbeing, |The organization ensures thatthe health, wellbeing and safety expectations of all wofkers

and safety are addressed throughout the organization’s operations.

Accessibility Thé€organization creates a workplace that is designed to be inclusive following universal
design principles, i.e. useable by all people and enables everyone to actively contribyte to
the goals and objectives of the organization.

Responsivenhess The organization acts in a socially responsible way concerning its age-inclusive workforce
policies, guidelines and culture. It initiates and responds to communications to and from
workers at all levels in the organization, stakeholders, and other interested partie§ and
takes appropriate action.

Confidentiality, pri- |Personal information and data, including age, are treated in a confidential manner and

vacy and security

stored securely, while respecting the privacy of all workers and only disclosing information

with the individual’s consent.

© IS0 2022 - All rights reserved
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Leadership and age-inclusive organizational culture

Age-inclusive governance and leadership

5.1.1 General

Age-inclusive governance includes ethics, risk management, compliance, accountability, and
administration to achieve an age-inclusive workforce. It is a form of governance where the organization
takes into account different aspects with the aim that every worker, no matter what age, can contribute
to the organization's overall goals as well as achieving their personal goals.

Age-
need
Visio|
can

that

Age-
orga

achi

betw

The

s of workers’ age and the organization’s needs. Leadership involves establishing andish
I and strategy about being an age-inclusive workforce with all key stakeholders/so th
articipate in achieving the vision. Leaders provide information, knowledge and metho
7ision, and coordinate and balance the interests of all managers, workers and other st4

nclusive systems are shaped by the organization's age-inclusive strategies and obj
hization determines how the roles and responsibilities are assigned; controlled and co
g
een the different levels of management, workers and stakeholdets.

Human Resources Management (HRM) function can act{@s*a catalyst to ensure that 1

nclusive leadership involves promoting a sustainable working life by balancing thé illlterests and

hring a clear
at everyone
ds to realize
keholders.

ectives. The
brdinated to

ve and maintain being an age-inclusive organization. It also detérmines how information is shared

hanagement

banizational
g

cedures and

ve including

understands the business case for an age-inclusive workfor¢e.
5.1.17 Requirements
In order to demonstrate leadership, organizations shall:
a) ake a clear statement about being anCage-inclusive organization through using or
ocuments, for instance, in its vision;mission, values, code of conduct and HRM strateg
b) have an age-inclusive workforcé strategy that recognizes and adapts to the changing trends of
geing workers;
c) adoptatotal systems approach in being an age-inclusive organization.
OTE A total systems approach ensures that age-inclusive principles, policies, prg
rocesses are integrated into the organization in a systematic manner.
5.1. Recommendations:
Orgapnizationsshould:
a) adapt and customize HRM policies and procedures with a worker life-cycle perspecti
he_¢apability, knowledge, needs and wishes of older workers;
b) work with stakeholders that focus on older people and encouraging those stakeholders in
supporting an age-inclusive workforce;
EXAMPLE Thailand: An urban social enterprise is running an organic vegetable delivery business. They
buy their supplies from older people growing organic vegetables in their own city gardens.
c) have key performance objectives to measure the effectiveness of their age-inclusive workforce;
d) appoint a member of top management to demonstrate and ensure the organization

supports an age-inclusive workforce.

© IS0 2022 - All rights reserved
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5.2 Age-inclusive organizational culture

5.2.1 General

Organizational culture includes a set of values, beliefs and practices that influence the conduct and
behaviour of people and their organizations and it demonstrates a commitment to the guiding principles
identified in Clause 4 and is supported by everyone in the organization.

An age-inclusive organization focuses on all workers regardless of age and gives particular recognition
to the needs, circumstances and choices of older workers. Older workers are included in the process
through communications (see 5.3), participation, meeting and consulting with all workers and workers’
representatjves while promoting equal opportunities (see 5.4), a positive image of all ages (see 5:5) and
older workefr recognition (see 5.6).

5.2.2 Requirements

In order to meet the commitment to the guiding principles in Clause 4, and to dealywith the subject of
diversity and inclusivity, the organization shall:

a) develop| an age-inclusive code of conduct that addresses the values,¢beliefs and practices| that
states how the organization expects its managers, supervisors and wotkers to behave and conpduct
themselves towards older workers;

b) encourdge a culture in which older workers feel valued and.motivated, and are able to perfform
productively;

c) ensure plder workers are included in the promotion of inClisive approaches and culture.

5.2.3 Recpmmendations
The organization should:

a) establish a combination of bottom-up and top-down approaches allowing workers to safely promote
age-inclusive actions with everyone in.the organization;

b) commupicate this age-inclusive code of conduct effectively to everyone in the organization;

c) develop| metrics and systems-of accountability to continually review the level of compliance|with
the ageqinclusive code of cénduct and take appropriate measures for improvement;

d) use wotker resource groups consisting of older workers to adopt an age-inclusive organizatjonal
culture

NOTE For further information on inclusive organizational cultures, refer to ISO 30415.

5.3 WorKkplace communication

5.3.1 General

Communications, both internally and externally, are key to establishing a common understanding about
an age-inclusive workforce among workers, their representatives and management in the organization
and external stakeholders.

5.3.2 Recommendations - internal communications
The organization should:

a) distribute workers’ achievements by publishing articles and images representing all ages within the
organization, e.g. in internal magazines, websites and social networks with the worker’s approval;
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b) have open and transparent exchange among workers, worker representatives, and management
(not only from management but also from workers) regarding all phases of the worker life-cycle,
including retirement as well as continued opportunities for work;

c) establish, implement and maintain processes for consultation and participation of all workers in
the development, planning, implementation, performance evaluation and actions for improvement
of their age-inclusive workplace.

5.3.3 Recommendations - external communications

The organization should ensure that:

a) 3ll external key stakeholders periodically receive communications about activitiles that the
rganization conducts in the area of being an age-inclusive workforce;

b) it has clear public statements that the organization is an age-inclusive workplace (e.g. through their
Yebsite);

c) all phases of the ageing worker’s life-cycle are taken into account in external communigations.
5.4 | Equal opportunities and preventing ageism

5.4.1 General

The prganization does not tolerate age discrimination, also'known as ageism. Each worker has equal
rightls and opportunities, e.g. working conditions, career advancement, training and professional
development and in the restructuring of the organization.

5.4.2 Requirements
To d¢monstrate that the organization preyides equal opportunities without discrimination|, it shall:

a) have policies and procedures concerning an age-inclusive workforce covering all stages of the
yorker life-cycle;

b) eénsure that ageism, bullyitg, harassment and abuse of all workers is not tolerated.

EXANPLE Norway: A Small shoe shop in an area with a high proportion of older people places an
advertisement that states“We are an age-inclusive workplace and employer”.

5.4.3 Recommeéndations

The ¢rganization should:

a) lhave mechanisms in place to identify and address hidden ageism;
b) : : t

5.5 Positive image of age

5.5.1 General

Ageing can affect competencies, motivation, values and behaviour over time. The organization
recognizes, values and realizes opportunities that benefit older workers, e.g. by identifying and
assigning tasks and job designs that correspond to the specific competencies of older workers that
will allow them to make a valuable contribution to the organization. People often have conscious and
unconscious biases in relation to ageing, making people aware of this will promote a positive image of
age.

©1S0 2022 - All rights reserved 7
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5.5.2 Recommendations

The organiz

ation, in order to support a positive image of age, should:

a) promote an age-inclusive workforce by raising awareness about positive images of age such as

diversit

b) provide

EXAMPLE

y in life experience;

conscious and unconscious bias training programs;

Australia: A regional government health department runs age-inclusive workshops for all

workers that covers: stereotyping, ageism, unconscious and conscious bias in relation to older workers,
different concepts of ageing and how it affects older worker’s productivity and ways and solutions on how to

promot¢
c) promot
of age t
d) promot
partner

5.6 Oldel

an age-inclusive workrorce.

e, through marketing and communication, older workers’ stories about the posifiye€ i
improve workplace brand;

b a positive image of age to stakeholders including customers, suppliers and organizat
S.

" worker recognition

5.6.1 Genleral

Worker recg
within an o]
representat

5.6.2 Rec
The organiz,

a) develop
by workl
equally

b) ensure
they:

— ack

gnition is about acknowledging the work and accomplishments of the individuals and t
ganization. This can be done for all workers but ensure older workers have an approp
on.

pmmendations
ation should, in participation with workers:

and implement an age-inclusive wotker recognition and reward-based program supp
ers, co-workers, their representatives and managers while ensuring that older worker
represented;

hat all managers at all levels of the organization demonstrate through their behaviouj

nhowledge and understand their older workers;

— valujie current werkperformance and overall productivity of their older workers;

— con

— TrecC

sider the(suggestions and comments from their older workers;

bgnizeindividual capabilities;

— allowfer

mage

jonal

bams
riate

rted
S are

that

6 Workforce planning, recruitment/ re-entry and work allocation

6.1 Workforce planning

6.1.1 General

Workforce planning is necessary to inform organizations of the current and future trends in the
internal and external environments that could impact the future sustainability of the organization,
and to allow them to be adaptable to maintain their competitive advantage. Workforce planning is the
systematic identification, analysis and planning of organizational needs in terms of people and needed
competencies. This can include the planning and measuring or development of strategies to enable

8
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planning for an age-inclusive workforce. The organization can broaden its employment strategy to
include the need to retain older staff and not lose their experience.

An age structure analysis forms the basis for workforce planning. The processed data can be interpreted
in connection with the work and its demands.

NOTE Refer to ISO 30409 for guidelines on workforce planning.

6.1.2 Requirements

The organization shall conduct age-inclusive workforce planning according to their organizational

- Lades de. 4l - 1. £
needsintretationtotheir-workforee:

6.1.3 Recommendations

The
a)

b)

d)

6.2

6.2.1 General

Indivyiduals, particularly including already and nearly retired workers, can be con

rganization should:

use strategic workforce planning as a tool to assess the organization’s exposure to age d
¢hanges;

inderstand where their own organization and their industry segtor is trending with r
dge-inclusive workforce;

understand how the local or global labour market is trefding, over time, to understa
fecruit or re-train the existing workforce;

monitor recruitment, progression and redundarnc¢y rates by age to identify area
fepresentation in the workplace;

1+ periodically conduct a skills gap analysisby age;
+- periodically conduct a critical position analysis by age;

1+ periodically compare skills-gap analyses and critical position analyses with|
intentions and request by workers for further skill development.

Recruitment and re-entry of older workers

emographic

espect to an

nd where to

s of under-

retirement

sidered for

recrjlitment and ‘re=entry to the organization’s workforce. This includes workers with lonig careers in

othef organizatjons or sectors.

Havipg an\age-diverse interview panel with a generational peer, which is someone of the s:
imprjoye, Success rates in recruiting older people and can lead to longer employment for ¢

Age

jme age, can
lder people.

Byciva aodunsticnpmantb e o N nal nd on Ain frat ac 14 1l

plement the

n + o Q- o a3 o-C atagy JALOLL o
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organization’s approach to the recruitment and re-entry of older workers.

6.2.2 Requirements

The organization shall:

a) have policies and procedures for recruitment and re-entry of older workers into the workforce;

b) make a public statement about the organization’s commitment to recruit the best possible people,

regardless of age.
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ommendations

ation should:

a) open-up apprenticeship (e.g. "returnships") schemes to older workers and people re-entering the
workforce;

b) train interview panel members to remove barriers in recruiting older people;

c) offerva

cant positions as job-shares where possible;

EXAMPLE The Netherlands: A recruitment agency specializes in workers aged 50 years and ove
provide{WoTK foT Older people in small, medium and targe organizations.

d) conside
newspa

e) havea

r and

' other ways of advertising for recruitment beyond online advertisements, e,g.job-
pers, posters, using organizations specializing in recruiting older workers, etc;

thecklist for recruitment processes that include a criterion that age balawnge is prese

the recrjuitment panel;

f) have an

age-diverse interview panel that includes a generational peer;

g) use ageineutral language in the organization’s job postings and application forms;
h) provide| on-boarding training including explanation of the_importance of an age-incl
workforce;

i) have a dolleague of similar age helps settle into a new workplace.

6.3 Work allocation

6.3.1 General

Work alloc

htion directly impacts older workers wellbeing, relationships, motivation, and

organization’s overall collective intelligencejcapability and output.

6.3.2 Rec

pmmendations

An organization, its managers onftheir delegates should analyse, assign and allocate work to their

workers by:

a) understanding the natuye and suitability of the work that older workers might contribute to;

b) checkin|

ig the ameunt of work available to an older worker and match with the agreed availabil

the oldgr workerto perform that work;

¢) commu

hicating any suggested allocation details to the older worker.

fairs,

nt on

1sive

the

blder

ty of

7 Work design

7.1 Worker capability - responsiveness to individuality

7.1.1 General

The organization, when designing and adapting workplaces and work, adjusts them to the worker’s
capabilities as applicable. Managers of the organization recognize major events that can affect a
worker’s skills and abilities. Managers are sensitive to the older workers’ needs and events that occur at
different life stages. They also take into account each individual worker’s personality and performance

capability.

10
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Managers are responsible for recognizing and harnessing individual potential regardless of age and for
creating performance-enhancing conditions. This is enhanced by considering the older workers wishes
and suggestions regarding the design of their workspace as well as the individual’s life circumstances.

NOTE See also Annex A, which gives information on the concepts and effects of ageing.

The organization promotes a structure that supports older workers to access and engage with their
relevant manager(s) to discuss their current job demands and their personal circumstances, such as job
fit, their capability and performance enhancing conditions and other opportunities to contribute to the
organization.

7.1. Recommendations
The ¢rganization should in relation to older workers:

a) have policies and procedures concerning employment consultations within the ¢rganization
fegarding job content and orientation;

b) provide opportunities for older workers for performance reviewsyand informal meetings or
yorkshops to discuss job-fit;

c) iqromote internal social dialogue with older workers, workers’ representatives and thelappropriate
anagers about their job content, development, and possible fieeds for adaptation;

INOTE See also to Annex B, which deals with individual-.continual career development planjning.

d) gupport the older worker’s needs to maintain ang,acquire the knowledge and skillg to improve
¢apability; (see Clause 9)

EXAMPLE Norway: A large company provided individual seminars for older workers to raise awareness
f the responsibility for their own careers and-their own competence development.

7.2 | Flexible work arrangements

7.2.1 General

Managers and workers work-together in identifying possible improvements in job design, work
orgahization, work autonomy-and control.

Optipns for flexibility“can include a long- or short-term switch to part time, offering flex-time, job
sharing, telecommuting, job redesign, the possibility of swapping shifts, unpaid leave and rgmote work.

NOTH Work Selteduling includes working hours and shift work. This can include tasks and cydle times such
as: imjprovingiwork scheduling; allowing time to adapt to new tasks, the flexibility in working hoursjand in taking
rest hreaks; allowing choice of night shift work or choice of team versus individual work; convert{ing overtime
pay ajnd bonuses to time-off as an option.

, depending
on their individual capac1tles and circumstances and could also help them with health problems,
increased caregiving responsibilities or disabilities to remain at work and encourage them to stay in
the workforce longer.

7.2.2 Requirements

The organization shall have policies and procedures concerning flexible work arrangements that are
mutually agreed between managers and older workers that:

a) support all workers, including older workers, that work shifts are chosen with due regard to their
capacity and needs;

©1S0 2022 - All rights reserved 11
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b) where required, such as when experiencing health issues or other personal responsibilities, allow
older workers to have a flexible and individually tailored approach to work-life balance, including:
— length of breaks;
— events in private lives;
— paid or unpaid leave.
c) improve older worker retention and satisfaction through allowing flexibility, for example, through
offering choices of:
— wofKTocation;
— working in a team or independently;
— confract types;
— levgl of autonomy;
— rolg changes;
— career breaks;
— jobqysharing/job rotation;
— hours of work;
— adjhistment of roles, tasks and workload within the waotkplace.
d) offer olfer workers opportunities to move to physjcally less demanding work when that wqrk is
causing|undue stress, pain or risk of injury or illness:
NOTE Far SME’s, this can be done on a case-by-case‘basis.
EXAMPLE Finland: A large organization has‘an older worker program which is a collaboration betiween
management} and workers aged 55 years and over:The older worker, together with their direct supervisor, dreate
a career plar] that includes an assessment to.what degree their duties, working hours and working cond{tions
need to change. This leads to increased retention of older workers.
8 Health and wellbeing
8.1 Health managemient in the workplace
8.1.1 Genleral
Health manpgement includes all organizational activities that aim to maintain and promote workers’
health, wellbeingand work ability Work ability consists of compatibility and the balance between a

TIOTO TO— O Corpatriotcy

person’s physical and mental resources and the work demands. Work ability is based on a person’s
physical, cognitive, and social functioning capacity. A healthy lifestyle enables all workers for continued

workforce p

articipation and productivity.

Health management is characterized by a holistic approach. This means that not only specific
interventions are addressed but also that health-promoting work design and leadership are addressed.
Health and wellbeing programs have been shown to provide a return on investment for organizations
beyond occupational health and safety programs. A more comprehensive understanding of prevention
is necessary, integrating work design, corporate health management and lifelong learning.

12
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8.1.2 Requirements

The
a)

b)

organization shall:

continually evaluate health management policies and practices and adapt them to the older
workers’ needs;

facilitate the return to work of workers with injuries or illness by preparing the return with their
work team and adapting the work.

8.1.3 Recommendations

The

f)

8.2

8.2.1 General

rganization should:
ollow evidence-based practices for health initiatives that are cost-effective and‘improye health;
se a holistic approach when designing health-related activities for older workers;

ave voluntary confidential medical services and health tracking adjusted to all worker]s, especially
lder workers’ needs;

llow older workers to be consulted and participate in the development and implerhentation of
ealth management policies and practices;

acilitate rehabilitation and psychological wellbeing services for workers with injuri¢s or illness,
hich in turn improves the likelihood that they will return to work by improving fitngss, strength
nd physical flexibility;

prove all workers’ health literacy.

Physical health in the workplace

Physjcal health and physically healthy work are important for continued workforce garticipation

and

broductivity. As people agéy-chronic conditions can increase. Organizations can help their older

worKNers to stay physically fit-Werkers can manage their physical health through a number ¢f workplace
programs. Firstly, building, muscle strength (e.g. weight training) is critical during ageirlg. Secondly,
endurance/ aerobic training (e.g. cycling) that increase breathing and the heart rate is important for
physical health. Thindly, self-management of chronic conditions is increasingly playing ap important

role.

8.2.27 Recoimmendations

The

a)
b)

d)

rganization should:

1 1ias | | £ H 1 3 11 h PR PR | 1 |
IdavVT PUIILITS dIIU PTULTUUTI TS TULUSTIE UL Py SILAal TITAItIT T tic WU RpPIdlt,

provide preventative measures, such as: health screening, immunization clinics, health surveillance,
medical check-ups, and assessment of functional capacities;

EXAMPLE1 Japan: A company provides annual medical check-ups as a duty of care to their workers.
Employees diagnosed with a high risk of lifestyle-related diseases receive health guidance from the medical
insurance association the company belongs to. Confidential health-related information is not accessible to
the organization.

support workers who develop health conditions and disabilities either to continue working or to
manage their return to work within their capabilities;

provide education and training to prevent physical occupational illnesses;

©1S0 2022 - All rights reserved 13
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f)

8.3 Mentpl and social health in the workplace

8.3.1 General

provide timely access to physical healthcare programmes, e.g. back care, including information on
rehabilitation and return to work;

EXAMPLE 2 Where possible, the provision of bicycle racks and showers, to encourage hygienic exercise,
before and after work. The provision of showers also facilitates hygienic lunchtime sporting activities.

ensure healthy working conditions for workers with chronic health problems, or a disability
through making adjustments to:

— work equipment, including personal protective equipment;

— working environments;

— wotking hours;
— intgnsity of task demand;

— shiftt working arrangements.

Mental health in the workplace has become more widely examined /by organizations. Workplaces

increasingly examine which psycho-social hazards harm mental and social health in the workplace.

NOTE The organization can ensure that there is alignment between this document and ISO 45003 when it

comes to issyes around workplace mental health.

Psycho-socifl risks arise from a number of workplace ‘issues such as, ageism, poor work ddgsign,
organizational structure, a sense of disharmony in ‘the organization’s management and poor docial
context of work. These can result in unhealthy psychological, physical and social outcomes su¢h as
unhealthy work-related stress, anxiety, burnoutor-depression. Some examples of psycho-social hazards

are:

poor wark-life balance;

workload is too low or too high;

conflicting demands and lack-ef role clarity;

lack of involvement in.making decisions that affect the worker;
lack of influence overthe way the job is done;

poorly nanagéd-organizational change, job insecurity;

ineffectjve-communication, lack of support from management or colleagues;

psychological and sexual harassment, third-party violence and abuse.

8.3.2 Recommendations

The organization should:

a)

b)

c)

14

monitor workloads for all workers, especially to ensure that older workers are not overloaded or
under stimulated;

monitor working hours, shift work, and overtime to ensure that older workers are working in a
sustainable healthy manner;

monitor holiday use to ensure that older workers are taking their full entitlements;
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offer additional mental health support and community resources, internally or through external
service providers;

EXAMPLE Employee assistance program (EAP) for older workers who are experiencing stress,
bereavement or terminal illness of family members.

provide information, activities and education that improve older workers’ mental health, including,
stress management, burnout prevention, time management and workable grievance procedures;

ensure top management understands the impact of organizational restructuring/change on older
workers’ mental health and acts preventatively when required.

FXAMPLE Japan: A company with more than 50 employees provides annual mental stresg check-ups as
4 duty of care to their workers.

Dementia in the workplace

ugh age is the strongest known risk factor for dementia, it is not &normal part of ageing. Globally,

demeéntia is rapidly increasing, including among people aged younger than 65 years of age| This means
incrdasing numbers of workers will care for someone with dementia and more older workers will
develop dementia. Problems at work can include difficulty ¢communicating thoughts tq colleagues,

diffi¢ulties with memory, changes in behaviour and/or doing‘multiple tasks at the same tinje.

Age-Inclusive workplaces can address several factors that.could influence workers with defnentia by:

8.4.2 Recommendations

Org
a)

b)

c)
d)

increasing awareness and understanding of how.dementia affects workplace functioning for both
eople with dementia and their colleagues;

increasing understanding that some people with dementia are able to continue working, especially
the early stages;

dcknowledging the progressive decline of the ability to work, for people with dementia}

¢onsidering occupational health and safety implications.

nizations should;

develop and implement strategies to enable continued workforce participation for oler workers
iving with dementia and working carers who also provide care to family members or friend living
ith dententia;

OTE For detailed information on working carers, see ISO 25551.

toms, needs

i

EXAMPLE An organization with a high proportion of older workers contacted their local or national
dementia association to conduct dementia awareness raising training among management and workers such
as early signs of dementia and how to communicate effectively. They also provided free advice on how to
change the work environment to ensure a safe and productive work environment. This included breaking
work into smaller parts offering reminders in their work routine and keeping workplaces clutter free.

foster a workplace where people with dementia are respected;

monitor and consider adapting the work a person with dementia does to ensure healthy and safe
work continues (see Clause 7);
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consider providing workers with dementia a coach, mentor or assistant when needed, who
approach, and who approaches the worker;

EXAMPLE Republic of Korea: The Korean government operates regional Dementia Relief Preve

they

ntion

Centres in terms of dementia prevention and raising awareness on dementia symptoms. The Centre also

provides support workers to help the person living with dementia receive support in having their
modified to meet the worker’s capabilities.

f)

8.5 Workplace health promotion

8.5.1 General

Workplace health promotion (WHP) enables older workers to increase control over the;factors
influence their physical, mental and social health and thus their wellbeing, quality of lifeyand abil
work. WHP |addresses areas not necessarily covered in legislation or Occupational(Health and S
(OHS) programs (see 8.6). This can include healthy lifestyles, the organizational environment and
work factors that influence work such as family, caregiving responsibilities, commuting conditions
driving honle after a nightshift), and community factors that affect workers; health.

work

create "transition out of workforce plans" tailored to the needs of workers living with dementia.

that
ty to
hfety
non-

(e.g.

Workplace health promotion is most effective when organizations partier with organizations ouftside

of the healt
awards in W

n sector, including, but not limited to, media and industry associations. Competition;
orkplace health promotion activities are also effective.améchanisms.

EXAMPLE Various organizations across countries: Workplace health promotion programs improve wi

engagement,
participate
receive a ped|
and receive

Moreover, 1

i;E corporate challenge to take 10 000 steps per day.-Workers form teams with a team captai

morale and "team-cohesion". Organizations from~different countries encourage worke

meter. Workers complete their results online andthen make competitive game comparisons g
ards to increase motivation. This WHP has iniproved sleep among participants.

anagers and workers can act as role models for healthy behaviours and promote a he

work envirdnment.

8.5.2 Requirements

The organizption shall:

a)

have pqlicies and procedures’/concerning health promotion, with special consideration of
workers;

)

b) include

activitig

older workérs”in the design and implementation of health promotion programs
S.

8.5.3 Recpmmendations:

and

orker
rs to
h and
nline

hlthy

blder

and

htion should-:

The organiz

TroToTrotrorT

develop workplace health promotion partnerships, including community health and spo
organisations.

a)

EXAMPLE

rting

If workers live in polluted air, it can be more useful for the organisation to partner with local

community organisations and health providers to tackle that issue before starting any other programmes in

health promotion.

b)
exercise, healthy eating, non-smoking, bike-riding or walking to work or promoting wor
balance;

encourage older workers to take an interest in their health and fitness;

16

provide workplace health promotion programs, during or out of working hours, that foster physical

k-life
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d) deliver health guidance and education related to lifestyle diseases for older workers;

e)
f)

8.6

Occupational health and safety

8.6.1 General

encourage or provide voluntary and confidential regular individual health checks for older workers;

systematically collect, analyse, evaluate and improve health behaviours in the organization.

The organization has and supports an organization-wide occupational health and safety system or

prog
safe

NOTH
syste

NOTH

perjy
thea

8.6.2

The
assed
acced

EXAN
effici

NOTH
8.7

8.7.1

A ris|
ident
asses
to pu

Spec
throg

NOTIH
whet

lvorking practices.

risdiction. It is the user’s responsibility to determine how applicable these(and other requirem
bplication of this clause.

Requirement

brganization’s occupational health and safety system.shall be developed from the 1

sible design aspects, for example lighting, noise, temperature, floor surface and wayfi

PLE Republic of Korea: Hospitals and nursing*homes are changing their lighting by
ent lights as a way to reduce trips and falls caused-by the glare of non-LED lighting.

For further information on lighting and task requirements for ageing workers, refer to C
Risk assessment program

General

k assessment is a systematic, analytical process in which potential hazards at the w
ified, and the likelihood and consequences of potential adverse events are determine
sment, organizations can analyse and evaluate the available information to identify
t measures in place to eliminate or control the risk of harm from the hazard.

fic risks forrolder workers, e.g. diminished reflexes and physical control, can be
igh a risk @ssessment program.

The risk evaluation process compares the results of risk analysis with risk criteria
hérthe risk and/or its magnitude is acceptable, tolerable or needs mitigating.

Fam. It applies to universal design and the need for modifications to the workplace-that facilitate

1  For further information on the establishment and management of an occupatiendl health and safety
Im or program, refer to ISO 45001.
2 Legal requirements for organizations to provide an occupational and safety system or program vary

ents relate to

esults of an

sment of risk, taking into account older persons needs\in relation to the work environient, and its

nding.

sing energy-

E 227.

rkplace are
d. From this
hazards and

determined

to determine

8.7.2 Recommendations

The age-related risk assessment program should include:

a) ways and means for hazards and risks to be identified and reported to top management;

b) conducting risk assessments at least annually;

c) involving older workers, their representatives and managers in risk assessment and prevention
programs.

NOTE See also Annex A, which gives information on the concepts and effects of ageing.
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8.8 Ergonomic workplace design

8.8.1 General

The organization (re-)designs and adapts equipment, work, processes, and the environment to support
older workers. This is particularly important as the sensory perception as well as physical and cognitive
ability can decline with age.

8.8.2 Requirements

The organization shall, with the consultation and participation of older workers, worker’s
representat Ves, managers and tOp management:

a) have policies, procedures and programs that take into account accessibility, ergonomics and hyman
factors;

b) considef whether the workplace design functions adequately for a multi-generational workforjce to
improve productivity, communication and inclusiveness.

8.8.3 Recpmmendations
The organization should:

a) adapt the workplace’s physical and mental demands to the older workers’ individual capabilities;
b) addresgergonomic risks through workplace and equipment modifications in the first instancs;
c) make adjustments on individual needs as well as age;

d) simplifyf machine operation such as making tools €asy to reach, visible and easy to use;
e) improve work task-design for older workers;

f) ensure,|through the organization’s pro€urement policy, that products and services purchasg¢d by
the organization follow the principle of universal design;

g) considef providing assistive techhology and use of adaptable tools, technology and equipment,.
NOTE Whhile assistive technology)is necessary for many impairments, accessibility to the workplace is plso a

necessity for workers. For instance;a noisy environment will disturb hearing aids, inaccessible software exdludes
visually impgired workers, inaecessible premises hinder workers with wheelchairs, mobility impairments, ptc.

9 Career development

9.1 General

It is beneficial to support workers in their professional and personal development during their entire
working life. Emphasizing the importance of lifelong learning through continued education and training
is an on-going process.

To support this, there can be opportunities for career development through internal advancement,
mechanisms of challenge, rewards, promotions and the provision of long-term, periodic career coaching
and workshops to support the older worker.

Organizations are sensitive to and respective of the concerns that older workers can have (see 7.1).
Career planning can be just staying where they are.

NOTE For example, organizations can:

— accept that some older workers might not be interested in career progression or further advancement but
still wish to take part in work-related education and training;
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recognize that older workers fear disclosing the desire to retire in a few years in case they are excluded from

career pI'OgI'ESSiOH.

Continual career planning

9.2.1 General

Planning for each individual worker’s future is an ongoing process at all ages and stages of the work life.

This could be done through individual meetings between managers and workers and by providing
professional workshops that allow for self-reflection on abilities, competencies and goals.

NOTH Speed is not always the most important factor to performance. Instead of a fast pdacey/pne job could
valug a steady, consistent pace, while another could hold accuracy, thoroughness, and attention to detail in high
regard.

9.2.2 Recommendations

The ¢rganization should:

a) lhave policies and procedures concerning ongoing career development that clearly state that older
workers are included;

b) @¢bserve merit-based promotion or job rotation regardless{of age;

c) ensure that informal and regular conversations abott-career planning are taking place with older
workers;

Note See Annex B, which provides informatieir on individual continual career developmeht planning.

d) identify and use formal and informal competencies that older workers have acquired oyertime;

e) have a mechanism (based on skills,.eéxperience, performance, interest and personal perception of
the working environment) that would allow older workers and workplaces to easily unierstand the
¢areer development process and how to modify it to meet specific needs and competenicies;
EXAMPLE Republic of Korga: A large corporation has provided a life planning program for ¢lder workers
flo look at the areas of work, finance, family, leisure, health, and relationships. Participants look|back on their
¢wn past and identify (practical steps for areas that they think need further improvement. from 2011 to
2016, the company cargied out programs to prepare for reemployment and start-up preparatipn programs,
including life planning and writing resumes.

f) Irovide partitime or job-sharing options when possible.

9.3 | Traifiing and development solutions

9.3. General

In a world with rapid demographic, economic and social changes in the workforce, workers want to
update and renew their knowledge and skills in order to maintain or enhance their competencies and
to remain active and competitive in the labour market. That need is particularly relevant for older
workers as they, now and in the future, are staying in the workforce longer.

The organization can provide training and education aligned with the worker's professional,
educational, and life experience as well as with organizational goals and strategies. Further, training
content and methods can be targeted towards specific groups. Recognition of prior learning, through
formal and informal education and experience, can assist especially older workers in training and
development.

NOTE1 To provide training and learning via e-learning, refer to the ISO/IEC 24751 series.
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NOTE 2 To systematically align training and education to the individual needs of the ageing workers and
organizational goals and strategies, [SO 10015 can be referenced for this purpose to ensure return on investment
regarding the development needs of the individuals and organizational performance.

9.3.2 Requirements

The organiz

ation shall:

a) have policies and procedures concerning training and education appropriate for older workers’

needs;

b) support older workers’ parh'r‘ip:lh'nn in frnining and pﬂnr‘nfinn’ cp]F.imprnvpmpnf activitie

and

certificd

9.3.3 Rec

The organiz

htion.

pmmendations

ation should:

a) review,|redefine and re-evaluate managers' and HRMs" understanding of\the knowledge and
expertige of older workers in relation to training and development;

b) recognige “prior learning”;
EXAMPIE An organization setup a Recognition of Prior Learming’ (RPL) mechanism that enpbled
older wqrkers of diverse backgrounds to receive formal recognition.of their existing knowledge, skills and
experierce. This allowed workers to know what competencies they had acquired through experierfce or
previoug training, so they could determine their starting point for future learning and development, and
reduce duplication in training for the same skills.

c) providelopportunities to acquire new skills requiredfor employment and/or for future employment;

d) monitofand follow-up the results of customizedtraining and career development for older workers;

e) collabofate with education providers to make learning more accessible for older workers;

f) identify|the need for customized training time for older workers and the need for applying diffgrent
levels of learning and learning methodologies;

g) encourdge older workers to acquire new skills and use new technologies.

9.4 Enabling development'steps, job changes and career breaks

9.4.1 General

Modificatiops to aswerker’s current position, function or job can often be done to reflect the spgcific

competencig¢s, performance results and development interests of the worker.

NOTE Forexampte-thiscould-beachievedby-increasingjobresponsibitities;inclustonrintoother-projects,

or a horizontal or vertical change of position, which could also mean an additional apprenticeship or a new job
within a different department.

Short-term career or lifestyle breaks or sabbaticals of a few months allow older workers to come back
refreshed, and allows for renewed creative thinking, which can lead to increased productivity, new
initiatives or innovative projects. This could be in the form of leave with or without pay, long service

leaves and o

thers.

9.4.2 Recommendations

The organization should:

a) have policies and procedures concerning career development and career breaks for older workers;
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b) offer all workers, including older workers, where possible, short-term career or lifestyle breaks or
sabbaticals of a mutually agreed duration;

c) enable development steps, job changes and career breaks, and have job matching programs for
older workers;

d) have policies and procedures for increasing the flexibility regarding working longer beyond the age
of retirement.

NOTE The specific “age of retirement” varies and, in some countries, does not exist.

10 Knowledge management and intergenerational collaboration
10.1f Knowledge management

10.1{1 General

Knowledge management includes procedures for the transfer, exchange,.dand conservation of knowledge
between different generations of workers.

Organizations can have structures in place to facilitate the trarsfer of knowledge from pxperienced
worKers to their colleagues and successors.

10.1{2 Recommendations

The ¢rganization should:

a) have policies and procedures concerning knowledge management and transfer, including between
ifferent generations of workers;

b) provide tools for older workers to mianage, share, search and communicate conten{ knowledge
ithin an organization;

c) assess older workers’ needswand digital literacy capabilities to ensure they are able to access,
nderstand and use the opganizational knowledge.

10.Z2 Intergenerationadl collaboration

10.2{1 General

The prganizationcan support the mutual transfer of knowledge and experience between generations.
The transfer\can be in both directions, younger workers to older workers, as well as older workers to

yourliger wiorkers.

EXA

PLE Germany: A defence company implemented a multigenerational strategy top down:

Several generation projects were implemented. For example:

a) Gen Z (those approximately born between 1995 and 2010): On-boarding with a focus on how to
manage personal relationships with people from different generations.

b) Voluntary lunches to learn informally from different generations: random allocation of individuals
from different generations to lunch.

Outcome: Two-year worker satisfaction surveys at all locations, across all generations were similar and staff
turnover across generations was low.
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10.2.2 Recommendations

The organization should:

a)
b)
‘)
d)

have policies and procedures in place to promote intergenerational collaboration;

establish mixed-aged working teams to improve organizational culture and productivity;

encourage and implement mentoring programs between workers of different age;

provide an environment that promotes and fosters intergenerational teamwork and relationships;

e)

implem

11 Digital

ETTt tTaiTTing activities that promote intergenerationat understanding and teamwork;

lization of workplaces and innovation

11.1 Digitalization of workplaces

11.1.1 Genleral

Digital liter§

Older workd
to be user fT

Artificial in
digital tech
digital inno
become mot

As organiza
tools and tr
create largg
term emplo}

Organizatio
accordingly.

\cy is important for older workers as the workplace becomes,inicreasingly digitized.

rs are, or will soon become, part of the digitalized workplace. Therefore, technology 1
iendly and accessible for older workers.

telligence (AI), machine learning, real-time data;cthe Internet of Things (IoT) and

hologies are impacting all organizations’ straté€gies, operations, and workplaces. A
vation can allow skilled older workers to remain proficient in their roles as mac}
e intelligent and can assist in meeting job derhands.

fions have an increasing presence in social media platforms, older workers will requir
hining to navigate and use these platforms. Also, when people use social media tools,
r social networks for themselves,\which can benefit both the organization and the
Fability and career progression of older workers.

hs need to understand( the impact of digitalization and improve the organiz
Developing awareness\within the organization is the first step, and then enabling

workers to participate in the digital development of the workforce is the next step.

Training for

technologie
provided fo

older workers-might be required to improve digital literacy to ensure that d
b and systems; erucial for workplaces operating efficiently, are in place. Such training ¢
workers of;any age.

11.1.2 Requirements

ation shall:

eeds

ther
and
nines

e the
they
long-

htion
blder

gital
hin be

The organiz

a) have policies and procedures in place to enable older workers to work at home or other remote
locations by the use of technology;

NOTE 1

NOTE 2

Refer to ISO 9241-20 for information/communication technology (ICT) equipment and services.

ISO/IEC 40500 provides recommendations for making web content accessible for users

with

disabilities, including blindness and low vision, deafness and hearing loss, learning disabilities, cognitive
limitations, limited movement, speech disabilities, photo-sensitivity and combinations of these.

NOTE 3

work.
b)

used at
22

The ISO/IEC 27033 series provides recommendations to ensure network security for remote

home or other remote locations are accessible to older workers.

ensure that information and communications technology (ICT) equipment and services that are
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3 Recommendations

The organization should:

a) provide training and resources that:

1) increase awareness in digitalization and the new opportunities it can create;

2) improve digital literacy to ensure that digital technologies and systems crucial for the
workplace are operating safe and efficiently;

3) apply ethical principles when using innovative technologies (e.g. ensure technology is not
biased towards older people);

4) use remote systems, automation, artificial intelligence, machine learning, real*titne data, IoT,
robotics and other technologies as required;

%) ensure that digital devices are accessible for older workers (e.g. fon©large enoygh, text-to-
sound functionality, high enough colour contrast, etc.);

6) provide HR staff with digital systems to manage an age-inclusive workforce effectively.

b) {vhere necessary, provide training for older workers wokking remotely: certification, re-
¢ertification, accreditation in the use of digital tools;

c) (¢reate guidelines for managers to manage and communicate with older workers who wprk at home,
I\ a remote-office, or other places outside the main-office;

d) have mechanisms in place to regularly evaluate'and implement new technical opporfunities and
their accessibility, e.g. Al, robotics, assistive.technologies, and digital innovation, to|allow older
yorkers to remain proficient in their roles.

11.2 Co-creation and co-design

11.2|1 General

An ape inclusive workforce cafi'contribute to the design and creation of new products, prjocesses and

services. Needs of the ageing society will bring large market opportunities for organizations and

potentially organizationdl growth. There is a need for solutions in the design of new products and
services for the growing®base of customers in the ageing population.

To afhieve this, anjage inclusive approach in the design, ideas and innovation procgsses in the

orgahization issheeded. Being creative at work also enhances worker engagement| Therefore,

involving oldér workers in the co-creation and design processes could lead to increased organizational
engagement.of older workers, the potential development of new markets and growing an dge inclusive
workforte!

EXAMPLE ASSISTIVE techToIogIesT A Senior entrepreneur devetops am app that attows oider workers to

manage their Diabetes better, which increases their ability to stay at work. The input of an older person with
diabetes in the co-creation and design was essential to ensure the acceptance of the new product in the market.

11.2.

2 Recommendations

The organization should:

a)

and services;

b)

have policies and procedures in place for older workers to participate in the design of new products

have policies and procedures in place to enable older workers to monitor, evaluate, and provide

feedback for new products and services during the design and development process to ensure

©ISO
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these meet the user needs: (identifying customer profiling, values and fit), designing (prototyping),

testing a

<)

nd measuring;

projects and enhance communications in a collaborative way between different age ranges;

d)

NOTE

To learn more about employee resource groups refer to ISO 30415.

12 Succession planning

12.1 Gene

The process
workers wit]

the successi

Organizatio

12.2 Requ

The organi

includes old

12.3 Recol

The organiz,

a) demong
opporty

b) evaluat

NOTE Fq

13 Transi

13.1 Trang

consider the power of using digital tools to solve different situations, design creative and innovative

investigate business opportunities by activating employee resource groups if there is interest.

ral
broadly includes identifying key positions and associated capabilities, match inters

pn plan.

hs can provide succession planning to all workers, including older werkers.

irements

ation shall have policies and procedures for succession planning that are age inclusivg
er workers.

mmendations
Ation should:

trate that capable older workers are-aware of and are offered succession plai
nities;

e succession planning decisions in'relation to older workers and improve where requir

r additional details on succession planning: refer to ISO 30415.

tion to retirement

sition planning

13.1.1 Genleral

Retirement
Information|

13.1.2 Rec
The organiz
a)
b)

have po

transition takes planning and conversations between the organization and the wq

bsted

h required capabilities, developing and implementing the succession plan and evaluation of

b and

ning

rker.

and counselling should be provided to help with the transition.

ommendations
ation should:

licies and procedures in place to assist with retirement planning;

emotional, financial, and social issues;

<)

potential strategies and solutions.

24

provide seminars, workshops and individual or group coaching for retirement planning including

meet with workers to discuss potential retirement transition scenarios, individual options,
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Transition to retirement and individualized solutions

1 General

Transition plans for retirement can be tailored according to workers’ individual needs.

13.2.

2 Requirement

The organization shall have policies and procedures in place for possible retirement and individualized
transition solutions such as:

13.2
The

NOTH
work

13.3

13.3

Organizations can support their workers, inpreparing mentally for the life change of ré

prov
desig

Olde
manj
workK
sectd

reas¢ns.

NOTH
indiv
retirg

EXAN
plant]

individual adjustments depending on life and family situation;

djustment of daily/weekly working hours;

lexible work time arrangements;

nderstanding why older workers leave the organization, and how to address it.

3 Recommendation
prganization should offer phased retirement through a gradual ieduction of working ti

Phased retirement can take place over shorter or loriger periods of time, depending
pers’ needs and wishes as well as the organization’s needs,

Coaching for retirement life preparation

1 General

ding advice and counselling either internally or externally. Workers can be encourage
n their retirement life prior to tfansition.

- workers increasingly want\to stay engaged, useful and connected rather than full
y older workers, the corcept of traditional retirement is disappearing. Instead of
force, older workers are‘increasingly starting new careers such as working in the n
1, starting a busingss_or volunteer work. Some older workers need to keep working

For example, individual preparation can be fostered through a structured approach
dual expectations and plans. There can also be opportunities to establish alternative ag

ment.
(PLE A large library offers staff over 50 years of age individual coaching sessions o
lingswhich includes financial planning, family, health, lifestyle and volunteering and continued

me.

on the older

tirement by
d to actively

y retire. For
leaving the
ot-for profit
for financial

that reflects
tivities after

n retirement
employment

optio

13.3.

15,

2 Recommendations

The organization should provide the older worker with:

a) information and access to individual and group coaching services for retirement life preparation;

b) workshops on various types of jobs that could interest older workers including self-employment
options.

NOTE While some organizations might provide this, it is not routine; and, HR staff might

expertise to provide this type of support.
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14 Continuing in the workforce

14.1 General

Organizations can support flexible work arrangements to enable older workers to continue to work after
retirement age. These can include former workers as well as older workers external to the organization
looking for new or continued work. Programs promoting senior entrepreneurship, contracting or
starting a small business can be encouraged.

14.2 Conti

nue working, inclusion and maintaining contact

14.2.1 Gen

Procedures
engaged as }

14.2.2 Rec

The organij
retirement &

eral

can be in place to maintain contact with workers after their retirement and help’them
part of the organization.

pmmendation

ration should have policies and procedures in place to promot€ continual work
nd to maintain contact with former retired workers.

NOTE This can be facilitated through an active management of relationships by means of an alumni net

invitations td

14.3 Indiv

organizational events or by allowing for voluntary work.

idualized working options

14.3.1 Genleral

Employmen
for these wd

— benefit
respons

— provide

— provide

14.3.2 Rec
The organiz,

a) ensure

L options can be offered for older workers, who would otherwise be retired. Employ
rkers can:

the organization in times of ‘néed for extra staff and demonstrate corporate g
ibility;

occasional project-based work;

financial benefit to-older workers.

pmmendations
ation should:

hat theintegration of older workers into the organization is strategically planned;

b) have po

stay

after

work,

ment

ocial

liciés and procedures in place to promote continuing-to-work options after retirement;

g

c) ensure valuable employment options are available for the organization and older workers who

would o

therwise be full retired through open communication and early discussions;

d) ensure the competencies of older workers are checked in the same manner as other workers;

e) offer retired workers the option to work on a temporary basis at peak times;

f) adapttasks and work time to the individual worker. This can be achieved through:

— alternative contract forms such as consulting and mentoring work,

— providing flexible work time arrangements with generally fewer hours than a full-time position.

26
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EXAMPLE An organization supported the creation of joint venture organizations with their retired workers
who are motivated and able to continue active engagements with possible outsourcing and/or subcontracting
some of the organization’s processes and services. The joint-ventures were based on shared ownership between
the organization and its retired workers.

15 The value of the ageing workforce’s ecosystem to the organization

15.1 General

The value of the ageing workforce’s ecosystem to the organization consists of three main groups of
oldeyrpeopte—Each group imdividuatty or cottectivety tamadd-vatuetotheorgamizatiomr s shown in

Figure 2. Older people can form part of each group.

S - -
&5 Organization 8o
VR vy B
% ‘\'@‘ \\°\ Social services, External ‘7‘{’@6"7@,, e
Q\ We CSR stakeholder %, Zay
@6\ 6@ ).
Individual older O || Community groups "Za | | Seniorentrepreneurs, selft &N
persons D &2 | | employed, micro-enterprises &« &
Actjve and experienced older Older people are group leaders or Older workers run their own prganization
wotkers add value to the members of community groups and V' or are self-employed, and proyide positive
organization, the older worker share knowledge, experience and cost/ benefits for their own ofganization
and| their co-workers. time that contribute to the and other organizations throygh the
organization on a voluntaryor supply of services and produdts. This
paid basis. includes new collaborative workstyles.

Thp three groups above will add value to the organizatien, the community, its stakeholders and the ageing workforce.

Key
CSR: Corporate Social Responsibility
B2B: Business to Business

B2G: Business to Government

B2C: Business to Consumer

NOTH Involving internaland external older stakeholders will increase CSR, brand value and bging employer
of ch¢ice for the organization-

Figure 2 — The organizational value of the ageing workforce’s ecosystem

15.2 Older-workers

Oldefr workers add value to the organization and working can lead to self-fulfilment and self-worth,
which in turn increase older worker engagement.

Organizations for retired workers play an important role in encouraging and supporting continued
participation in the community through work and other activities.

EXAMPLE Sweden: Sweden's largest employer for retired persons describe the main key to success as
flexibility - the retired person individually chooses assignments and have control how much work to do. Surveys
also show that those who continue to work after their post-employment age experience increased wellbeing,
both physically and mentally. The health benefits are most evident in a flexible work environment, where you
have control over workload and tasks.
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15.3 Community groups

15.3.1 General

The organization is part of a community environment. It can refer either to a physical space outside the
organization or a virtual digital community, where there is no clear physical border. The community
is an important source for relationships and resources. Intergenerational activities occur within a
community that benefit the ageing workforce directly or indirectly.

Older persons can be a resource to the organization or active contributors in a community, such as
cooperatives, associations, and volunteering organizations. They can be leaders in initiating peer

support gro
communitie|
assistance (

Some older
and farming
human reso

15.3.2 Rec
Promoting ]

The organiz

a)

encoury
have co

b) takeon
or trang

Developing
The organiz,
c)

encourg

EXAMPI
travellin|
set up fi
phones 3
d) encourd

e)

support

ups or arranging other meaningful activities inside and outside the organization ox,i
s that can benefit the organization, such as providing local childcare or natural dis
e.g. volunteer rural fire service).

persons in the community are carriers of cultural and local knowledge, such’as agricu
, traditional medicine, art, and craft work. In the context of workforcejthey are valy
irces, and can possibly create work for others in the community.

pmmendations
he active role of older persons within the organization.
ation should:

ge and support the active role of older workers to;have self-support groups in which
hversations and share the same interest issues;

fer knowledge and experiences into the community or into the organization);
Community participation in the ageing workforce.

ation should:

ge their workers to conductintergenerational activities in the community;

E Thailand: A start-up/business, providing services to serve the needs of older persons;
g trip, training on digita) literacy, social media usage, e-commerce, etc. An online communit}
r their older aged.ctstomers and applied aged-friendly design for their applications on n
nd a website.

ge workers.t6é provide training and services for older people in the community;

activities’of community groups that consists of older people or groups that serve

people in the\éommunity:.

n the
hster

lture
hable

they

or engage experienced older persons withincthe organization (e.g. they can be a role model

short
y was
obile

blder

15.4 Senior entrepreneurs, self-employment, micro-enterprises

15.4.1 General

Older persons do business with other businesses and governments or directly with the consumer. Some
older people continue their work as self-employed, craftsmen, agriculturalists, micro-enterprises,
small business owners, freelancers, part-timers, and sub-contractors. The benefit of this group of
older external workers is that they can often be more flexible in work processes due to their smaller
organizational size.
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Senior entrepreneurship (seniorpreneurship) is rising and creating new jobs for older people.
Experience shows that senior entrepreneurs are often successful in sustaining their new business,
meaning continued workforce participation by older people.

NOTE Refer to Annex E for recommendations for small and medium-sized organizations.

Organizations that encourage older workers who are planning for retirement to consider the alternative
option of senior entrepreneurship contribute to an age inclusive workforce by recognizing new models
of work for older people.

15.4.2 Recommendations for senior entrepreneurship

The ¢rganization should:

a) o¢nly use the recommendations in relation to senior entrepreneurs where this .is beneficial for the
lder worker and not use the recommendations for cost-shifting, retrenchmentand outsourcing;

b) ¢onsider training in entrepreneurship as part of the training options a worker has access to;

c) faise awareness of and self-belief in senior entrepreneurship as a career-option to continue in the
yorkforce;

d) ¢ncourage and support older workers who are planning for rétirement to consider becgming senior
bntrepreneurs (e.g. through advising older workers of networking opportunities with successful

enior entrepreneurs);

[T - - N

e) ake older workers aware of local or online training programs or activities on how tg run a small
usiness, either senior entrepreneur specific or general;

f) ake older workers aware of funding aimed@pecifically at senior entrepreneurs;

g) Use experienced senior entrepreneurs:ifithe community to mentor or coach older wdrkers in the
rganization who are interested in senior entrepreneurship, e.g. how to build a websit¢ and how to
se online selling platforms.

15.4{3 Recommendations forself-employed, micro-enterprises and sub-contractors
The ¢rganization and older workers should:

a) ¢ncourage and support the use of older freelancers, self-employed, craftsmen, agriculturalists,
gmall business owners, part-timers, and sub-contractors as suppliers where possible;

b) ¢ncourage and support the active role of older workers to have self-support groups iff which they
lhave conversations and share the same interest issues;

c) d¢ongider alternative compensation mechanisms, e.g. consultation contracts vs. regylar salaried
Il)osition, stock options in lieu of salary.

16 Financial literacy planning and benefits and rewards
16.1 Financial literacy

16.1.1 General

Money worries are one of the biggest sources of stress and many workers can be struggling with their
finances. Financial stress can affect their performance and ability to focus at work that in turn can
lead to lower productivity. Organizations who help their workers to improve their financial literacy and
financial wellbeing can reduce the negative impact of financial stress in the workplace.
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16.1.2 Recommendations
Organizations should consider improving older workers’ financial literacy by:

a) providing opportunities for retirement financial planning within a workplace financial wellness
program, and well in advance of the general retirement age;

EXAMPLE Canada: Financial literacy remains a priority and its Financial Consumer Agency has a
program, "Financial Wellness in the Workplace", that provides strategies and resources based on best
practices to help organizations build financial wellness programs to improve the financial wellbeing of their
workers. They also provide a series of free, online tools and programs for consumers to use as they budget,
save, plan their finances, and make important choices, whether it’s about buying a new home, managing
debt, or faving for retirement.

b) providing workers with the knowledge to understand how much savings they need to cdmforfably
retire and maintain a quality of life;

c) continuplly bringing awareness of changes in their environment and governmentnégulationg that
have an|[impact on their retirement;

d) allowing the organization, or the agency acting on behalf of the organization to regularly (ohce a
year) inform the workers about superannuation, pensions and associatéd matters.

16.2 Benefits and rewards

16.2.1 Genleral

Benefits and rewards can be offered to increase older worker engagement, retention and loyalty and
can demongtrate that workers are being valued. Examples include profit sharing, bonuses, health
insurance, provision of retirement savings, training“compensation, wellness program, financial
planning asgistance, caregiver support programs orpaid family leave.

16.2.2 Recommendations

Organizatiohs should consider designing, implementing, and evaluating a benefits and rewards syjstem
that encourage an age-inclusive workplace.

EXAMPLE Republic of Korea: A.government funded foundation contributes to the protection of workers'
health by prpviding various occupational health and counselling services. These are provided through the
establishmert and operation of‘the “Worker Health Centre” in order to support the healthcare of workgrs in
small businegses with less than'50 employees.

17 Continual improvement - assessment tools

17.1 Genefal

To measure success and ensure that the guidelines and recommendations for an age inclusive workforce
are being met, the organization can perform reviews by using assessment tools.

A well-constructed set of organizational assessment tool can reveal problems before they become crisis,
opportunities before they become stale, and the status of customers, workers, and systems before it’s
too late. By selecting and applying relevant assessment tools, trends that can indicate deficiencies in
the quality of guideline implementation can be identified and addressed.

NOTE Annex C and D provide examples of assessment tools, e.g. a simple conformity checklist; or, the use of
metrics to measure the benefits and challenges to have an age-inclusive workforce.
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17.2 Recommendations

The organization should:

a) research, develop and implement an assessment tool relevant to their organization’s capacity;
b) provide training and orientation into the use of the assessment tool;

c) ensure thatall levels of the organization participate in the assessment;

NOTE It can be worthwhile to consider using the ‘Plan-Do-Check-Act’ continual-improvement-cycle
as one of the assessment tools focused on an age inclusive workforce with special consideration for older
VOTKeTs.

d) rteview where, when and how changes within the organization, based on thé“ottgome of the
3ssessment, are made; and keep records concerning:

+ review results to facilitate comparisons and trends over time;
1+ status of preventive and corrective actions;

+ follow-up actions from previous assessments;

+ recommendations for improvement;

1 resource requirements.

e) after each assessment consider and schedule revisionsof the assessment tool.
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Concepts and effects of ageing

A.1 Concepts

Ageing can be considered from several different perspectives, including the following:

Chronological ageing — this relates to calendar age and is often the method used to define deScriptions
of groups offworkers, including older and younger workers.

Biological ageing —this relates to measures of how organs or biological systems) age over tim¢ and
includes mefasures such as maximal oxygen uptake or bone density. A number of such measuref are
correlated yith chronological age, including lung function, grip strength and>hearing ability. These
have relevance in relation to physical capacity requirements in different occtipational groups.

Psychological (psychosocial) ageing — also referred to as subjectiveage; this relates to the agg that
people feel they are. It can also be seen in the context of the social perception of age, a perception that
is influenced by age norms in society. Research has shown that subjective age can be a valid measyre of
the personal experience of ageing and has been associated with health and wellbeing.

Cognitive ageing includes memory, attention span, language; intelligence, brain changes and everyday
functioning|in familiar environments. The cognitive ageing process is more pronounced from 50 years
of age, yet the decline starts from 30 years of age. Such physiological changes can be compensat¢d by
forging new|neural connections due to cognitive reserves accumulated from education and learning.

Functional @geing — recognizes that there is:a‘wide diversity in individual differences in performance
in relation tp chronological ageing.

Social ageing —refers to the normstassociated with the chronological age of people in a given
population, |and their perceived roles/and value in society within that population; and, it can be
associated with issues such as ageism.

Organizatié])nal age — the congept of organizational age is a way to reflect the ageing of individuals in
jobs or organizations. Examples of this include seniority in an organization. It also relates to issyes of
career stagg, ageing norfa’s-within an organization and skill obsolescence.

Career age[— An older person can start a new career or do returnships, which means their careefr age
can be the same as-a younger person who has also just started in a new career.

A.2 Effects

Chronological age is not the most important determinant of health, and ageing is not inevitably
accompanied by illness and disease. Health is influenced by numerous other external factors, including
lifestyle, exercise, and nutrition.

There are a number of changes to physiological systems with age, including reductions in aerobic
power, muscle strength, stature, dexterity and mobility. The age at which these changes start to take
place and the extent of such changes varies widely across individuals. For example, noticeable changes
in visual performance such as object appearance, increased light scatter, reduced contrast sensitivity,
slower dark adaptation, and colour vision changes will start for people at different ages.
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Older workers can often compensate for losses to work-related functional capacity with strategies and
skills gained through experience and assistive technologies. Physical strength and endurance are also
very specific to individuals, such that some older workers can be stronger than their younger colleagues.

While some cognitive abilities decline with age, such as memory and reaction time, according to
laboratory-based studies, work performance is unlikely to be affected, as older individuals can
generally compensate for any decline with experience, better judgement and job-specific knowledge.
Strengthening of other mental characteristics, such as ability to reason and motivation to learn, can also
help older workers to compensate for any changes and maintain work performance. The key elements
of cognitive performance (e.g. short-term memory loss) important for workplace health and safety, such
as intelligence, knowledge and use of language, do not generally show any marked decrease until after
the age of 70 years.
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worHers thansamong younger workers. However, older workers are more at risk of a sey
incident. Although less likely to be involved with an incident, older workers take longer to 1
any injury sustained. Occupation, not age, is the dominant factor that contributes to risk of

Unhealthy work-related stress, anxiety, depression and post-traumatic stress disorder can
increase with age and then decrease after the age of 55 years. However, this can vary by industry or
profession. The causes of work-related stress in older workers can be different from those in younger
workers. For instance, older workers can be more likely to experience stress because of the responsibility
they have for other people’s work and the workload, rather than the physical work environment.

The impact of fatigue and the need for recovery increase with age. However, any prevention measures
for older workers do not simply assume that younger workers can take on the burden of work or
different shift systems, as this will result in unsustainable work patterns and can increase the risk of
burnout at a younger age. Making work less fatiguing would benefit workers of all ages.

Quality working conditions are associated with better physical health and psychological wellbeing
than being out of work. Social support at work can contribute to a reduced likelihood of early retirement
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— workers need to be managed in an age-appropriate manner. Many older workers have caring
responsibilities outside the workplace and this can lead to fatigue, information overload, etc.

Some older workers, but not all, have difficulties with shift work and might need additional support or
the option of non-shift work. Age is associated with changes in sleep patterns and a reduced tolerance
of routine changes such as those usually associated with shift work.

In summary; many age-related changes, such as hearing or vision changes, that could affect safety
at work can generally be corrected with simple aids or work adjustments. This also applies to
circumstances in which chronic disease affects performance at work. Measures that make work less
demanding for older workers would often benefit all workers.
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Annex B
(informative)

Individual continual career development planning

The development and success of the organization is based on the workers' commitment, motivation,
and competence. Therefore, career development interviews can be based on what the workers need to
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Annex C
(informative)

Assessment tools for an age-inclusive workforce
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