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GOVERNOR’S WORKFORCE INNOVATION DIRECTIVE NO. PY2024-03 
 
SUBJECT: Incumbent Worker Training Program  
 
1.  Purpose. To revise the Incumbent Worker Training Program Guidelines under the 

Workforce Innovation and Opportunity Act (WIOA) and the required 
application and forms for the Incumbent Worker Training Program 
authorized in Section 134(a)(3)(A)(i) of the WIOA as administered by the 
Alabama Department of Commerce, Workforce Development Division.  
This Directive rescinds Governor’s Workforce Innovation Directive 
Number PY2014-17 as of November 1, 2024. 

 

2.  Discussion. The Workforce Innovation and Opportunity Act (WIOA), Incumbent 
Worker Training Program is funded through funds provided by the 
United States Department of Labor and administered by the Alabama 
Department of Commerce, Workforce Development Division.  The 
program is designed to provide new or upgraded skills training to full-
time, permanent employees.
 

Incumbent workers are currently-employed workers (who have been 
employed by the employer for six months or more) whose employers 
have determined that the workers require training in order to help keep 
their businesses competitive and the subject workers employed, avert 
layoffs, upgrade workers’ skills, increase wages earned by employees, 
and/or keep workers’ skills competitive.  This training must support 
further job retention and career development for improved economic 
self-sufficiency for employed workers, especially those most vulnerable 
to job loss, and increase the capability of the employing business to 
access and retain skilled workers.  Incumbent worker training programs 
may only be established for employers, which have operated in 
Alabama for at least two consecutive years.  The training shall not be 
used to supplant current company training.
 

Incumbent worker training should be designed to meet the special 
requirements of an employer (including a group of employers) to retain 
a skilled workforce or avert the need to lay off employees by assisting 
the workers in obtaining the skills necessary to retain employment.  The 
training is conducted with a commitment by the employer to retain or 
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avert the layoffs of incumbent workers trained through the Incumbent 
Worker Training Program (20 CFR 680.790 (a) and (b)).

The attached guidelines and application apply to state level Incumbent 
Worker Training Programs.  Since the local workforce investment areas 
are given the option (per Section 134 (d)(4) of the Act) to fund 
Incumbent Worker Training programs, they will develop their own 
procedures as local workforce development area programs must be 
designed to meet the WIOA requirements at Section 134 (d)(4) 
regarding local board requirements, including required non-Federal 
share of training costs.

Please note that enrollment forms for employees participating in 
training will be collected after an award approval letter is issued to the 
employer applying for funding.  These forms include the Customer 
Information Form, Customer Agreement Form for WIOA Services, WIOA 
Participant Information Release Form, and WIOA Grievance and 
Complaint Procedures.  

3.  Action. Please read and adhere to the current Incumbent Worker Training 
Program Guidelines and Application, attached.  This information is also 
to be made available to all interested Program applicants.  Access to the 
Guidelines and Application are available through the Commerce
Workforce Development Division website:  https://wioa-
alabama.org/incumbent-training/. 

4.  Contact. Questions regarding the IWTP or this Directive should be directed to
IWTP@commerce.alabama.gov. 

Tammy Wilkinson, Director  Date
Workforce Development Division
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