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Region 1 Workforce Development Board Policy Letter #11 – Change 2  

Subject: Incumbent Worker Policy 

Effective Date: February 13, 2019 

Background: The Workforce Innovation and Opportunity Act (WIOA) authorizes Incumbent Worker Training 
(IWT) as a strategy to support business competitiveness and layoff aversion. IWT is designed to assist 
employers in retaining a skilled workforce and to help employees gain the skills necessary to maintain 
employment or advance within a company. 

To qualify as an incumbent worker, an individual must be employed, meet Fair Labor Standards Act (FLSA) 
requirements for an employer-employee relationship, and have an established employment history with the 
employer of six (6) months or more. Incumbent worker training must meet the requirements outlined in WIOA 
Section 134(d)(4) and 20 CFR §680.790 and must increase the competitiveness of the employee and/or 
employer. Incumbent workers are not required to meet eligibility criteria for Adult or Dislocated Worker 
services. 

The Region 1 Workforce Development Board (R1WDB) may reserve up to 20 percent of its combined Adult 
and Dislocated Worker formula allocations for incumbent worker training. Additional funding may be available 
through State Rapid Response and Governor’s discretionary funds. 

Purpose: To establish criteria by which the Region 1 Workforce Development Board (R1 WDB) determines 
eligibility for incumbent worker services and the required cost-sharing for incumbent worker training projects, 
in accordance with WIOA Section 134(d)(4). 

References: Workforce Innovation and Opportunity Act of 2014 (WIOA), Sections 3(23) and 134(d)(4); 
Proposed 20 CFR §§680.780, 680.790, 680.800, 680.810, 680.820, 682.210(b), and 682.320(b)(3).  

Policy: The Region 1 Workforce Development Board (R1 WDB) authorizes the use of WIOA Adult, Dislocated 
Worker, and other allowable funds to support incumbent worker training activities within the service region. 
Funding levels will be determined annually through the budget process. Incumbent worker training must be 
employer-driven and designed to meet the specific needs of the business while supporting employee retention 
and/or advancement. Additional requirements and guidance for incumbent worker training are detailed in 
Attachment 1. 

Action: All WorkForce West Virginia centers within Region 1, or those serving Region 1 customers, will 
implement this policy. Employer eligibility, training activities, and outcomes must be documented in the WIOA 
Management Information System (MACC). 

Expiration Date: This policy shall remain in effect until revised or rescinded by the Region 1 Workforce 
Development Board. 

Approved: 
 May 14, 2026 – Executive Committee  
 May 14, 2026 – Region 1 Workforce Development Board of Directors  
 May 14, 2026 – Local Elected Officials (LEOs) 

 
Revised: 

 February 13, 2019 – Change 1 
 April 29, 2026 – Change 2  
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Attachment 1 – Incumbent Worker Training (IWT) Guidelines 
 
Definition 
Incumbent Worker Training (IWT) is training provided by an employer (or group of employers) to current 
employees to increase the competitiveness of the employee and/or employer and to support retention or layoff 
aversion. Incumbent Worker Training: 

 Is provided to individuals who are employed, meet Fair Labor Standards Act (FLSA) requirements for 
an employer-employee relationship, and have an established employment history with the employer of at 
least six (6) months;  

 Is designed to meet the specific skill requirements of the employer and the workforce;  
 Supports the retention of a skilled workforce or helps avert layoffs;  
 Assists employees in gaining the skills necessary to maintain employment or advance within the 

company; and  
 Is conducted with a commitment by the employer to retain, or avert the layoff of, the incumbent 

worker(s) trained. 
 
Purpose 
Incumbent Worker Training is intended to: 

 Support layoff aversion strategies;  
 Increase the competitiveness of businesses and employees;  
 Assist workers in retaining employment and advancing within their current positions; and  
 Address workforce skill gaps identified by employers. 

 
Employer Eligibility Criteria 
R1 WDB will evaluate employer eligibility based on the following factors: 

 The characteristics of the workers to be trained, including whether they represent individuals with 
barriers to employment, as defined in WIOA Section 3(24);  

 The quality of the training, including industry-recognized credentials and advancement opportunities;  
 The number of employees to be trained;  
 Wage levels before and after training;  
 The employer’s history, including whether layoffs have occurred within the past 12 months; and  
 The employer’s commitment to retain workers or avert layoffs.  

 
R1 WDB will document these factors when approving training projects. 
 
Training Guidelines 

 Training must be directly related to the needs of the employer and the skills required for continued 
employment or advancement;  

 Training should result in increased skills, wages, or job retention;  
 Training must align with layoff aversion or business competitiveness strategies;  
 Employers must commit to retaining trained workers or preventing layoffs. 

 
Employer Share of Training Costs: Employers participating in incumbent worker training are required to pay 
the non-WIOA (non-federal) share of training costs. The WIOA share will be reimbursed to the employer. 

Employer Size Minimum Employer Share 

50 or fewer employees At least 10% 

51–100 employees At least 25% 

More than 100 employees At least 50% 

 


