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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

Attachments 
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ALABAMA INCUMBENT WORKER TRAINING PROGRAM

PROGRAM GUIDELINES – GOVERNOR’S WIOA SET-ASIDE FUNDS

 Kay Ivey, Governor 

Revised 1 /2024 



The Workforce Innovation and Opportunity Act (WIOA), Incumbent Worker Training 
Program (IWTP) is funded through funds provided by the United States Department of 
Labor (USDOL)/Employment and Training Administration and administered by the 
Workforce Development Division of the Alabama Department of Commerce. The 
purpose of the program is to provide assistance to Alabama employers to help with 
certain expenses associated with new or upgraded skills training of full-time, permanent 
company employees.   

Training project applications are reviewed on a first-in/first-funded basis, with 
priority given to companies that have not previously received IWTP funding 
assistance, until the budgeted funds are awarded. 
Priority of funding will be given to in demand skills training including training focused 
on Healthcare, Advanced Manufacturing, Construction, Transportation & Logistics, 
and Information Technology. 
The maximum funding award for training projects is $30,000.00 and the initial 
agreement duration may not exceed twelve months. (If multiple business locations 
apply for funding, each location’s workforce must generate a product or service that 
is unique to that site and/or that site must be located beyond a normal commuting 
distance of a seventy-five (75) mile radius from the other applying locations.)
In addition to the $30,000.00 maximum funding award, the cost per instruction hour 
may not exceed $250.00 per hour. A higher cost per instruction hour may be 
considered on a case by case basis when training modules/classes are delivered by 
more than one instructor.
The maximum funding per employee trained is $3,300. This is in addition to the 
$30,000 maximum award per employer and $250 per instruction hour maximum rate. 
Each business location must provide evidence of matching contributions for the 
requested Federal funds.  Requirements for the matching contribution are: 

At least 25 percent of the cost, for employers with 50 or fewer employees;
At least 50 percent of the cost, for employers with 51 to 100 employees;
100 percent of the cost, for employers with more than 100 employees.

With high demand and limited funding available, all applications will be evaluated to 
leverage other state, federal, and private funds with IWTP funds.
The Workforce Development Division reserves the right to request follow-up 
information pertaining to the realized results of the funded training projects.

All Alabama companies (that meet the requirements outlined on the following pages) 
are eligible to apply for the WIOA IWTP.  

BUSINESS APPLYING FOR FUNDS MUST: 
Be “for-profit” and have been in operation in Alabama for a minimum of two (2) years 
before the application date. Note that applications may also be submitted by non-
profit and governmental organizations in operation in Alabama for a minimum of two 
(2) years. Applications from these types of organizations will be reviewed and funded 
on a case-by-case basis. 

PROGRAM GUIDELINES 

WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA)
ALABAMA INCUMBENT WORKER TRAINING PROGRAM

GOVERNOR’S WIOA SET ASIDE FUNDS
PROGRAM GUIDELINES AND FREQUENTLY ASKED QUESTIONS & ANSWERS



Have at least one full-time, permanent employee, other than the owner of the 
business. 
Demonstrate financial viability and be current on all state and federal tax obligations.
Have an incumbent worker training program that is designed to meet the special 
requirements of the 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. 
Must make a commitment to retain or avert the layoffs of incumbent workers trained 
in this program.
Present a training program that provides for new and/or upgraded job skills that are 
necessary for the company to maintain or increase competitiveness in a global 
economy and marketable (competitive) work skills for the participating employees.
Demonstrate the effects of the training on business operations and identify the skills 
that will be acquired by the employees.
Include clear and measurable performance outcomes in the IWTP application.
Training must lead to a credential or certificate for each employee trained.

BUSINESSES NOT ELIGIBLE TO APPLY FOR FUNDS INCLUDE: 
Any business currently receiving training funds from the Alabama Department of Commerce, 
which are a duplication of training efforts outlined in the proposed IWTP project.
Any business that has received funds, either directly or indirectly, from the State of Alabama 
under any previous training initiative and the terms of the agreement for training were not 
met or completed by the employer.
Training Providers or Labor Unions. 
Any business, or business division, that has relocated to Alabama within the past 120 days 
prior to application and the move resulted in any employee losing his/her job at the original 
location (WIOA Section 181 (d)(2)).
Those that have received funding from a previous IWTP agreement and at least 12
months have not expired from the final ending date of that agreement. 
Any business, which has reached the ten (10) year maximum award of $60,000 from the 
Incumbent Worker Training Program.

TRAINING SERVICES:  
Can be provided through Alabama’s public or private educational institutions, in- or out-
of-state private training organizations, professional trainers hired by the company, or a 
combination of training providers. 
Can be conducted at the business’s facility, the training provider’s facility, or a 
combination of sites. 
Can be occupational skills training designed to meet special requirements of a 
business or industry. 
Can be educational training, other than degreed programs, such as workplace 
literacy, basic skills, “soft” skills, and English as a Second Language (ESL). 
Must increase the competitiveness of the employer or the employee. 
 



 

REIMBURSABLE TRAINING EXPENSES (WITH PROPER DOCUMENTATION):
Primarily non-company, professional instructors’/trainers’ fees.
Tuition costs for training courses or programs.
Textbooks/manuals directly related to training. 
Expendable materials and supplies directly related to training. Tools and supplies 
required by college courses will be considered on a case by case basis. 
Computer software or online training that is used 100% for training activities only. 
Curriculum development expenses.
Costs of examinations to obtain credentials related to the training provided.

NON-REIMBURSABLE EXPENSES: 
Trainee (employee) wages.
Travel, food, or lodging expenses related to program participants and/or trainers.
Purchases of capital equipment or other durable (long lasting/reusable) training 
materials/equipment.
Capital improvements and purchase of real estate, to include the construction or renovation 
of facilities. 
Purchase of any item or service that may be used outside of the training project.
Any training-related expenses incurred before project approval or beyond the ending date of 
the agreement.  
Any training currently being offered by the employer.  
Business-related expenses. This includes training that is required for the business to legally 
operate such as Occupational Safety and Health Administration (OSHA) training.
Training in sectarian activities. 
Training costs associated with professional fields in which continuous education is 
necessary to retain professional certification, such as Certified Public Accountants, 
degreed medical professionals, insurance providers, attorneys, etc. 
Training which would result in advanced degrees such as bachelor, master, or 
doctorate.
Any costs not approved in the final subrecipient agreement.

BUSINESS COMMITMENTS (IF FUNDS ARE AWARDED) INCLUDE: 
Coordinating with the local Alabama Career Center to ensure completion of all WIOA 
enrollment requirements to enroll all employees who will receive training. 
Enrollments must be completed prior to employees participating in training. Social 
security numbers for all employees (who are to receive training) are a required part 
of the enrollment process. Companies whose employees do not wish to provide this 
information should not apply for IWTP funds.   

Employees, including union-represented employees, need to be made aware 
of the data collection requirements prior to a company’s submission of an 
application request.   



Participation in possible program assessments by the Workforce Development Division to 
evaluate the outcomes as outlined in the application and subrecipient agreement. 
Entering into a written agreement with the Alabama Department of Commerce/Workforce 
Development Division, which commits the business to complete the training project as 
approved in the subrecipient agreement.
Requesting in writing, and receiving approval from the Alabama Department of 
Commerce/Workforce Development Division, modifications to the approved training 
activities prior to implementing changes. No increase in funds can be approved after the 
subrecipient agreement is fully executed by all parties.
Maintaining accurate records of the project’s implementation process and certifying that all 
information provided for reimbursement requests and training activities is accurately 
reported to the Alabama Department of Commerce/Workforce Development Division.
Submitting reimbursement requests with required support documentation, including 
evidence that the employer has paid the training expenses in accordance with the terms of 
the agreement prior to requesting reimbursement of allowable training costs.
Submitting the final reimbursement request forms within 30 days of the end of the 
agreement or the end of the formal training, whichever is the earliest ending date of 
program activity.
Submitting a certified copy of all final employer (non-Federal) expenditures by 
expenditure category as noted in the Non-Federal Employer Contribution in the 
approved budget related to the training project with the final reimbursement request 
referenced above.
Notifying the Workforce Development Division when all training activities have been 
completed by the trainer. 

PARTICIPANT (INCUMBENT WORKER TRAINEE) REQUIREMENTS INCLUDE: 
Employment in a full-time position with the Alabama location of the company for 
which the training is being provided at least six continuous months prior to training. 
(Co-op employees, apprentices working part-time, interns, and individuals with less 
than a six month continuous work history with the employer may be considered for 
program participation on a case-by-case basis.)
Employees must agree to cooperate with data collection requirements to participate in the 
IWTP.
Labor unions must endorse the training and data collection requirements for employees 
represented by labor unions prior to receiving funding approval and documentation of such 
endorsement must accompany the IWTP application.

TRAINING PROGRAM ASSESSMENT: 
Reviews will help to gauge the progress of the training and will also serve to address any 
concerns, which may have occurred since the origination of the training program.  

The program 
reviews will also help to demonstrate training results in relation to expected outcomes 
identified by the company on the initial application. The reviews will include the 
following: 



Business growth or expansion as a result of the training, 
Productivity and efficiency improvements as a result of the training, 
Improved turnover to include layoff aversion and wage status of employees as a 
result of the training,  
Description of how the training has allowed the use of new technology to 
improve current production practices, if applicable, and
Use of federal funds and employer matching contributions relevant to the 
outcomes achieved from the newly acquired skills obtained from the training 
activities.

Training outcomes (program performance) for each participant will be recorded for 
federal training statistics. 
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