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New staff members are paired with seasoned staff members for “shadowing” on normal day-to-day activi-
ties. New staff are provided with a manual that outlines internal operating procedures.  Day-to-day activi-
ties are the focus of the training during the shadowing period.  
 
“Major tasks” are also reviewed and taught to new staff members during the shadowing period. These 
tasks include reviewing grant applications, monitoring reports, closeout reports, and data reports. The sea-
soned staff also trains and familiarizes new staff with internal routing processes, the process of approving 
the grant applications, and entering information into the Florida grants management system.  
 
New Florida office staff participate in on-site monitoring reviews with seasoned staff members, where they 
participate in a walk-through of the program’s monitoring process. Material covered during this time in-
cludes financial reports, client data reports, local administering policies and procedures, and, if the LIHEAP 
provider is also a community action agency, a review of the tri-partite board structure. During these moni-
toring trips, staff reviews budgets, work plans, county service areas, and provides program information and 
updates as needed. 
 
Most LIHEAP providers in Florida are also eligible entities and receive funding from the Community Services 
Block Grant (CSBG) requiring a tri-partite board structure as mandated by the CSBG Act. The tri-partite 
board structure consists of representatives from three sectors: low-income, private, and public—as man-
dated by the CSBG Act. If the agency also administers CSBG, Florida program staff will address agency 
structure, board composition, and agency viability as part of the monitoring review.  
 

For Florida’s LIHEAP provider staff, training is provided through conference calls or webinars that cover da-

ta collection and reporting, completing LIHEAP grant applications, and other topics related to client intake 

and program administration. Florida also provides an annual in-person training conference either through 

regional sessions or a centrally-located, easily accessible one to all agencies. Attending these meetings is 

not mandatory, but is considered an eligible expense under the LIHEAP grant. Also provided is an on-site, 

one-day LIHEAP orientation for provider agencies. This orientation covers “all administration aspects of the 

LIHEAP Program.” 
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