
  
  
 

27 WARREN STREET, 3RD FLOOR 
SOMERVILLE, NJ 08876 
(908) 541-5785 
WWW.THEGRWDB.ORG 

 
 

Incumbent Working Training Program Policy 
 
Purpose  
 
The Greater Raritan Workforce Development Board (GRWDB) adopted an Incumbent 
Worker Training Program policy on April 16, 2020. This policy allows for use of up to 20% 
of Adult and Dislocated worker funding in a given program year for training of Incumbent 
Workers – defined as paid, full-time employees of a program employer applicant - as 
allowed by the Workforce Innovation and Opportunity Act (WIOA) of 2014. The policy was 
revised by GRWDB board on Jan. 20, 2022, to clarify employer and participant eligibility 
requirements, funding levels, and program procedures. The policy was revised by the 
GRWDB board on April 3, 2024, to update program procedures. A program procedure 
updated was approved by the full board on April 9, 2026. 
 
Background  
 
Section 134 (d) (4) of the Workforce Innovation and Opportunity Act of 2014 permits local 
areas, with board approval, to reserve and not use more than 20% of allocated adult and 
dislocated worker funds to pay for the training costs of Incumbent Workers. Some New 
Jersey Workforce Boards have adopted this policy to successfully support their local 
businesses, and New Jersey Workforce Innovation Notice WD-PY21-4 issued by the New 
Jersey Department of Labor and Workforce Development on Dec. 16, 2021, offers 
guidance for local boards on Incumbent Working Training. It is appropriate for the 
GRWDB to adopt and implement this policy to support local businesses and job seekers.   
 
Goal 
 
The policy aims to assist local employers in Hunterdon and Somerset Counties by 
enhancing the skills of their current employees/workforce while supporting and/or 
increasing employer competitiveness; Incumbent Worker Training also can offer 
advancement opportunities for individuals into new positions, thereby opening up 
positions to WIOA program participants. The funds will be utilized if a need and a training 
group are identified; they are subject to review and approval by the GRWDB Director in 
consultation with the Greater Raritan One-Stop Career Training Center (GROSCTC).  
 
Employer eligibility  
 
Employers are required to satisfy the following criteria to be eligible for this funding:  

• Employer establishments located in the Hunterdon-Somerset Counties will 
receive priority; 

• The employer is a private sector employer or public/private partnership; non-profit 
and local government entities may be considered 

Other factors to be considered in the review process include: 
• The characteristics of the individuals in the program and how they will benefit; this 

includes whether the individual being trained has barriers to employment. 
 

https://www.thegrwdb.org/wp-content/uploads/2022/01/wd-py21-4-incumbent-worker-training.pdf
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• Whether the individual being trained is underemployed, e.g. workers who prefer 
full-time work but are working part-time for economic reasons. 

• The quality of the training and link to competitiveness of the individual and 
employer, including the following: 

      -- Must be a demand occupation in the local area based upon local data; 
      -- Industry-recognized credentials and skills gained from training (portability); 
      -- Wage increase and career pathway outcomes. 
• The employer is in a high growth/high-demand sector. If not, there are compelling 

reasons, e.g., evidence of long-term viability within industry, justifying the 
investment in the requested training; 

• The employer must not have laid off any workers/employees within 120 days in 
another state and relocated to New Jersey; 

• The employer must be current in unemployment insurance and workers’ 
compensation taxes, penalties, and/or interest or related payment plan; 

• The pre- and post-training wage and benefits levels of the employee, and the 
existence of other training and advancement opportunities by the employer. 
 

To be eligible for funding from this program, the employer must send a letter to the 
GRWDB attesting that he/she has met all of the above criteria. (See document titled 
“SAMPLE LETTER”). 
 
Other factors may include, but are not limited to: 

• The number of employees participating in the training; 
• The employees’ advancement opportunities along with wages and benefits (both 

pre- and post-training earnings); 
• Employer size, employer’s industry and their market position; 
• Layoffs that were avoided as a result of the training; 
• The existence of additional opportunities provided by the employer. 

 
Individual participant eligibility  
 
The Incumbent Worker Training is for workers with an established work history with 
his/her current employer. This training is for workers or employees who need additional 
training in order to remain in their position, to advance in their workplace or company, or 
to avoid being laid off. To qualify as an Incumbent Worker in need of the Incumbent 
Worker Training, the employee must satisfy all of the following factors: 

• US Citizen or Resident, or otherwise authorized to work in the United States of 
America; 

• Age 18 or older; 
• Registered with Selective Service, unless failure to register is determined unknown 
• Employed by a private entity;  
• Employed in accordance with the Fair Labor Standards Act requirements of an 

employer-employee relationship; 
• Have an established employment history with the employer for a minimum of six 

months. Exception: If the Incumbent Worker Training is being provided to a group  
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of employees, a majority and not all employees, in the group must have an 
established employment history with the employer for a minimum of six months. 

 
Funding guidelines 
 
Under this policy, the maximum per-employee amount of funding for training an individual 
Incumbent Worker is $4,000.00. Employers who receive funds for incumbent worker 
training are required to contribute to the cost of providing such training. This contribution 
can include the wages paid by the employer to a worker while the worker is attending a 
training program. The employer may provide the share in cash or in-kind. The employer’s 
total share of the cost of training is based on the size of the employer’s workforce (using 
the employer’s Federal Employer Identification Number) as follows:  

• At least 10 percent of the total cost for employers with 50 or fewer employees 
• At least 25 percent of the total cost for employers with 51 to 100 employees 
• At least 50 percent of the total cost for employers with more than 100 employees.  

Note: Incumbent Worker Training support for local government entities will not exceed 10 
percent of the GRWDB’s combined Adult and Dislocated Worker grant allocations. 
 
Program procedures 
 
Employers interested in participating in the Incumbent Worker Training program must first 
reply to a Request for Applicants (RFA) issued by the Somerset County Purchasing 
Department at the beginning of the program year. (after July 1). The RFA also may be 
reissued during the course of the program year. Once approved to be a vendor by 
Somerset County and the employer’s participation is approved by the GRWDB, the 
employer will complete and sign a contract detailing the training program’s information 
and the program’s participant roster. This contract also details the contract’s provisions, 
requirements, assurances and reimbursement procedures. (See Contract document.) 
As part of the contract process, the employer will provide payroll records to document 
that each incumbent enrollee has at least a 6-month work history with the employer. 
 
An incumbent worker does not have to meet eligibility requirements for career and 
training services for Adults and Dislocated Workers under WIOA unless they are also 
enrolled as a participant in the WIOA Adult and Dislocated Worker program. Individuals 
who receive only IWT services are reported as WIOA reportables in AOSOS, the state’s 
database system. For these individuals, the GRWDB is required to report the outcomes 
on the primary indicators of performance, including employed 2nd quarter post training, 
employed 4th quarter post training, median earnings, measurable skills gain, and 
credential attainment. The Participation Data Entry guidelines in NJWIN WD-PY21-4 will 
be followed. 
 
If the employee participants are found eligible for other local system services, additional 
documentation may be required in order for them to participate in the programs. Details 
will be provided by the appropriate system partner.   
 
 

https://www.thegrwdb.org/wp-content/uploads/2022/01/wd-py21-4-incumbent-worker-training.pdf
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SAMPLE LETTER 
Paul Grzella, Director 
Greater Raritan Workforce Development Board 

XX XXXX 202X 
Dear Mr. Grzella,  
 
___(name of employer’s company here)__________located in _________________, New 
Jersey is a private company which meets the Fair Labor Standards Act requirements. All 
___(number of employees here)__________ of my employees are U.S. Citizens or otherwise 
authorized to work in the United States. 
 
The proposed training program for Incumbent Worker Training (IWT) is the _________. This 
certification will broaden our services to allow us to ______(provide reasoning/purpose of 
training employees here)_____, which will help to increase our business and provide those 
certified employees with the opportunity to earn higher wages. 
 
As required, the following trainees, _____(names of employees to be trained here)____, are: 
- Aged 18 or older; 
- Have been employed with ___ (name of employer’s company)___for more than six months. 
 
The ____ (name of employer’s company here)_______ ‘s  share of the training cost will be 
in-kind and in the form of employee wages during the training period.  
 
(Who the trainer is and where the training will take place) 
 
Upon successful completion of the training and testing, the trainees will continue employment 
and may receive wage increases based upon the skills they attained. 
 
The ____ (employer’s company name here)_______  attests that business and employee 
wage taxes are current and there are no outstanding liabilities. Additionally, ____ (employer’s 
company here)_______  acknowledges that it must provide a copy of the tax clearance 
certificate prior to receiving training reimbursement, which is to be submitted at 
https://www16.state.nj.us/NJ_PREMIER_EBIZ/jsp/home.jsp. The ____ (employer’s company 
here) __ understands that it could take approximately 30 days and will apply immediately. 
  
The ____ (employer’s company name here)__ agrees to participate in follow-up efforts to 
evaluate the Incumbent Worker Training’s effectiveness and outcomes, and attests that the 
funds will not be used for the business’ relocation or for any other purposes not set forth 
herein. 
 
Thank you very much for your assistance with training our region’s workforce.   
 
Sincerely, 
 
Name:                                                                  Date:  
 
Owner/Operator of ____________ (name of employer’s company here)_________ 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2F%2Fgcc02.safelinks.protection.outlook.com%2F%3Furl%3Dhttps*3A*2F*2Furldefense.com*2Fv3*2F__https*3A*2F*2Fgcc02.safelinks.protection.outlook.com*2F*3Furl*3Dhttps*3A*2F*2Furldefense.com*2Fv3*2F__https*3A*2F*2Fgcc02.safelinks.protection.outlook.com*2F*3Furl*3Dhttps*3A*2F*2Fwww16.state.nj.us*2FNJ_PREMIER_EBIZ*2Fjsp*2Fhome.jsp*26data*3D04*7C01*7Cbrodgers*40co.morris.nj.us*7C8264234c7b0c46e2c14108d8b19edda0*7Cec2ce8c138394008b949e2b17cfa906d*7C0*7C0*7C637454643174684375*7CUnknown*7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0*3D*7C1000*26sdata*3DhUk4spjDNdwFNRnOC24gzgZz*2Fs8fMhkeN8*2BdCavxjr4*3D*26reserved*3D0__*3BJSUlJSUlJSUlJSUlJSUlJSUlJSUl!!J30X0ZrnC1oQtbA!fmz3z-PBtFWbDxSnvdluy6RllB4UA2ViFQm3QVugS2x2C-2JHst82fyCv6AsF5agQ9ZB1Sg*24*26data*3D04*7C01*7Cbrodgers*40co.morris.nj.us*7Ceca32b0166c34535e6c508d8b2728996*7Cec2ce8c138394008b949e2b17cfa906d*7C0*7C0*7C637455552304720702*7CUnknown*7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0*3D*7C1000*26sdata*3DXOQDEUbDvciVOCwkLkjR7v6cVXnzYc4OM7jcqCVJnL0*3D*26reserved*3D0__*3BJSUlJSUlJSUlJSUqKioqKiolJSoqKioqKioqKioqKiUlKioqJSUlJSUlJSUlJSUlJSUlJSU!!J30X0ZrnC1oQtbA!a7gPLVePjOKp5OXzpVeI-L5_CTr8taPIfXRXCHdIak-Yq91fAMem_yJDlD2CkoAWyrrNSKs*24%26data%3D04*7C01*7Cbrodgers*40co.morris.nj.us*7C8df05016dac24e28904e08d8b28edd74*7Cec2ce8c138394008b949e2b17cfa906d*7C0*7C0*7C637455673980387558*7CUnknown*7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0*3D*7C1000%26sdata%3DnMi5vQ6meKVB5V*2Bx6aDxP49AwV3Tqz256A33JVLe1ow*3D%26reserved%3D0__%3BJSUlJSUlJSUlJSUqKioqKioqKioqKioqKioqKioqKioqKioqKioqKioqKioqKioqKioqJSUqKioqKioqKioqKiolJSolJSUlJSUlJSUlJSUlJSUlJSU!!J30X0ZrnC1oQtbA!YeYYTnEzfbsUL6Udarj90_KSzEwLOcTheJvqY2ecN_xUHD7YacbSzpf8Ml2EYsF6vyJWq2M%24&data=04%7C01%7Cbrodgers%40co.morris.nj.us%7C8eb7972fb6da456dcba308d8b3594170%7Cec2ce8c138394008b949e2b17cfa906d%7C0%7C0%7C637456543224764089%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLC

