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I.  Introduction and COPA Enrollment Concerns 
The Child Outcome Planning & Administration (COPA) software is designed to provide technology and 
guidance. It will help you monitor, report and manage your program using a centralized database.  CYS 
has developed this training material to assist you with the enrollment process.  If you follow these 
instructions carefully, your enrollment procedures will reflect the Head Start Program Performance 
Standards and Regulations.   
 
Head Start Performance Standard “1304.51 Management Systems and Procedures Record-keeping 
systems states that (g) Grantee and delegate agencies must establish and maintain efficient and effective 
record-keeping systems to provide accurate and timely information regarding children, families, and 
staff and must ensure appropriate confidentiality of this information.”  (h) Reporting systems. Grantee 
and delegate agencies must establish and maintain efficient and effective reporting systems that:  

 
(1) Generate periodic reports of financial status and program operations in order to control 
program quality, maintain program accountability, and advise governing bodies, policy groups, 
and staff of program progress; and 
 
(2) Generate official reports for Federal, State, and local authorities, as required by applicable 
law. 

 
The COPA system has been designed to assist CYS and delegate agencies in effectively incorporating 
this standard.  In order to capture solid records and reports, agencies are required to enter all enrolling 
children into COPA.  The process protocol is listed in this manual to guide you in successfully enrolling 
Head Start and Head Start Collaboration children. 

To access the COPA website go to Internet Explorer ( ), and enter cys.mycopa.com.  Enter your 
user name and password to enter the system.  Remember, you must log out once you have finished your 
session in COPA to maintain security. 
 

The  section of your COPA system is where you can fill out the Enrollment Application for 
new families and children, manage the Eligibility Waiting List, locate the Class Assignment list, and 
Terminated Children.  Eligibility is automatically determined by the COPA system once you have 
entered all the necessary family and child information to place the child on the waiting list.  It is 
designed to block enrollment of children who are not age or income eligible, and to prevent the duplicate 
entry of families and children. 
 
CYS has adopted procedures to assist you with specific enrollment concerns, including enrolling 
children as part of your 10% allowed over income cases and children who have previously enrolled at 
other CYS delegate agencies.  Procedures are as follows: 
 

¨  Already in System:  COPA contains triggers that check for the existence of a primary caregiver 
and current and former enrolled children in your database and prevents duplication of records.  A 
child and primary caregiver’s application is checked based on a combination of the first name, 
last name, social security number and/or date of birth.   

 
If you get a message stating that a duplicate is in the system, child or parent, first check your 
own agency COPA list (waiting, eligible/accepted, and terminated) to determine if the parent or 
child was enrolled at your site previously.  If not, and the child or parent records are located at 
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another agency’s COPA lists, submit a Child Enrollment Request Form via email to Jennifer 
Santana at Jennifer.Santana@cityofchicago.org. 

 
A copy of the form, along with other important COPA updates can be found at 
http://csdgroup.cyscopa.com/CSD_Main/Policies_Procedures/. 

 
¨  Disabilities:  Children with suspected or certified IEP have to be processed based on disability 

eligibility, before being considered for general eligibility.   
 
These children display an inactive box next to their name, until they are processed according to 
their disability by clicking on the suspected or certified IEP (IFSP) link on the waiting list.  
  

 
If you are unable to move an enrolling child from the waiting list due to a diagnosed disability 
and an IEP, a copy of the IEP with an attached copy of the child's HSEV should be sent to 
Rhonda Gumbel-Thomas at fax number 1-312-743-1685.  For further questions or concerns 
pertaining to disabilities please reach Rhonda at rhonda.gumbel-thomas@cityofchicago.org. 

 
¨  Activity number for child's program model/option missing:  Sites receiving this error on their 

children’s 3455 should contact La Tasha White-Gray at latashawhite@cityofchicago.org and 
send her the program model in question and the missing Activity Number. 

 
¨  Over Income: If you are unable to move an enrolling child from the waiting list due to Over 

Income status for Head Start Eligibility, please fax a Handwritten HSEV, with proof of income 
to Craig Zemke at 312-743-0400. For general questions concerning Head Start over income 
cases, contact Craig Zemke at craig.zemke@cityofchicago.org 

 
¨  Merging files in COPA: If a child file was created under one primary caregiver and need to move 

to another already existing family file, contact Jennifer.Santana@cityofchicago.org. 
 
¨  Other:  For assistance with all other general COPA concerns please contact 

craig.zemke@cityofchicago.org. 
 

¨  Special Cases - Special cases are approved by Camille Harmon and Annette Rallins.  Once cases 
are approved, the type of case will be displayed on your 3455.  For further information pertaining 
to special case, contact arallins@cityofchicago.org  
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II. Searching Before Enrolling 

Prior to enrolling a child, it is imperative to search for the family/child file to determine if the child 
is in the system.  This will avoid duplication in COPA.  If it is determined that either the child or 
family is in the system, contact CYS for assistance. 
 
To search based on a social security number, enter the  or  tab at the top of your 
screen.   

Next, click   

 
 
 
Lastly add social security number and select a location to search for your family or child. 
 

 
 
 

 
 
Once you have located your file, the message below will appear.  If this happens, contact CYS for 
assistance. 
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III. Enrolling a Child  
The enrollment process starts with submitting an application for a primary/secondary caregiver and then 
submitting the application for the child.   
 
To enroll a child on your COPA system, you need to follow a three-step process: 

Step 1- Eligibility Application (Family Application and child application) 
Step 2- Eligibility Waiting List 
Step 3- Assign Class (Eligible/Accepted List) 
 

Step 1 - The Eligibility Application 
You, as the agency, must first complete the eligibility application for the child’s primary and secondary 
caregiver. 
 

Click on the   tab to begin the enrollment process.   
Here you can access the eligible application (family application) by clicking on the  
hyperlink located at the top left hand side of the screen. 
 
The screen below should appear: 
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Fill in the appropriate information for the Primary/Secondary (P/S) Caregivers.  (Please refer to the appendix 
for reference to exact location of fields) At minimum, the list below must be included as applicable: 
 

1. Agency name- Default to agency name 
2. Site/center name 
3. (P/S) First Name 
4. (P/S) Middle Initial 
5. (P/S) Last name 
6. (P/S) Gender 
7. Application date- Application date 

defaults to the current date.  It is important 
to modify this date so it coincides with the 
child’s enrollment date.  Application date 
must be before or the same as enrollment 
day. 

8. (P/S) Birth dates (mm/dd/yyyy) 
9. (P/S) Social security number- Social 

security number should be added in 
COPA, unless the parent/child does not 
have one or if the primary caregiver has 
refused to provide information.  In these 
cases random social security number can 
be added 

10. TANF number- TANF number is usually 
one letter followed by seven consecutive 
numbers. 

11. WIC Status 
12. DCFS id number 
13. (P/S) Language type 
14. (P/S) Ethnicity- If Ethnicity is “Latino,” 

then race is not required 
15. (P/S) Race  
16. (P/S) Education level 
17. (P/S) Employment status 
18. (P/S) Employer name  
19.  (P/S) Home phone number 
20.  (P/S) Mobile Number 

21. (P/S) Work Number 
22. (P/S) Home Address 
23. (P/S) City 
24. (P/S) County 
25.  (P/S) State  
26.  (P/S) Home Zip code 
27.  (P/S) Work zip code 
28.  Other Address- If a parent has another 

address other then residing address, that 
address should be included here. 

29.  Address Type- This question is asking 
which type of address is the parent’s 
“other address.” 

30.   # in family- This number included    
               primary/secondary caregiver, family             
               members and enrolling children.   

31. (P/S) Disabled 
32.  (P/S) Medical insurance 
33.  (P/S)  Specify type- If the parent has 

medical insurance, indicate which type 
of insurance. 

34. Current housing type- This must be 
modified if changes have occurred.  
These changes are recorded for 
documentation linked to the PIR.  If a 
family’s status is “homeless,” and yet 
upon enrollment it is determined that 
they are no longer homeless, current 
status must be changed along with 
current housing date and previous status 
must indicate “homeless.” 

35. Current housing date-  See #35 
36. Previous housing type-  See #35 

 
(Note:  Definition of Family Size as observed from the HSEV-“Family Size- The definition of "family" to be used in 
determining eligibility is found in 45CFR 1305.2(e), of which defines family as all persons living in the same household who 
are 
1.  Supported by the income of the parent (s) or guardian (s) of the child enrolling or participating in the program, and 
2. Related to the parent (s) or guardian (s) by blood, marriage or adoption.) 
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If there is no secondary caregiver present in the family then the following link should be checked off 
prior to submission.   
  

                           
 

After finalizing all general information for the primary/secondary caregiver, click on    to 
transition you to the family income information.  
 
 
 
 
 
 
 
 
 
This is the Caregiver income screen:  
 

              
 

Click on ; doing this will take you to the child application. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Each caregiver’s income must 
be included separately 

Income 
type is 
categorized 
separately 
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You then can begin the child application as the second part of your eligible application.   
 
Fill in the appropriate information for the enrolling child.  (Please refer to the appendix for reference to exact 
location of fields) At minimum, the list below must be included as applicable: 
 

A. Agency name-Default to agency name 
B. Site/center name 
C. First name 
D. Last name 
E. Application date- Application date 

defaults to the current date.  It is 
important to modify this date so it 
coincides with the child’s enrollment 
date.  Application date must be before or 
the same as enrollment day. 

F. Gender 
G. Birth date (mm/dd/yyyy) 
H. Early 3 yrs. old after 09-04- If a child 

turns 3 years old after 09-04, then this 
must be indicated on the application.  
Although, the child can not enroll in the 
program until after they turn three years 
of age. 

I.  Language type 
J.  Ethnicity – If Ethnicity is “Latino,” then 

race is not required. 
K.  Race  
L. Social security number- Social security 

number should be added in COPA, 
unless the parent/child does not have 
one or if the primary caregiver has 
refused to provide information.  In these 
cases random social security number 
can be added 

M. US citizen 

N. Parental status under “Eligibility 
      Information” 
O. Disability Status- only applicable if child  

has disability 
P.  Reason for childcare/needing services  

indicated 
Q.  Application type- If the enrolling child is up 

for redetermienation for childcare, then you 
must make the change prior to submitting 
your 3455. 

R.   Program model  
S.   Program option 
T.   Hours per day 
U.  Childcare Schedule- IDHS childcare policy   
       01.03.02-Employment states that childcare                         

             hours must be reasonably related to the           
             hours the parent is at work or school.  This  
             must be accurately included in COPA to  
             determine childcare eligibility. 

V.  Indicate “full year/full day” if needed.   
W.  Secondary source of childcare-  If it is 

determined that the child needs a second 
source of child care apart from Head Start, 
you must indicate which type of childcare is 
needed.  For example, if a child in enrolled 
in Head Start in collaboration with 
Childcare PS, then scroll down the menu 
and indicate “Childcare center or 
classroom.” 

 

Once you have added all required fields, click on . 
 
Upon submission of the complete application, a unique Child ID and a unique Family ID are assigned 
and the child is placed on the Eligibility Waiting list. Children of the same family are assigned different 
Child IDs, while their Family ID is the same. 
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Step 2 - Eligibility Waiting list 
Once a child’s application is submitted, eligibility points are calculated and assigned to each child based 
on the eligibility criteria set in the admin section.  This eligibility point is used to determine Head Start 
enrollment and includes parental status, parental income, child’s disability, special needs, and others.   
 
Once you have submitted your child information, the screen below will appear.  All lists on which an 
active child file may appear are located on this menu. 

 
Click on the  hyperlink at the top of the Enrollment Screen  
 

You can see every child on the list by clicking on the  button 
 
The eligibility waiting list can be sorted by the eligibility point, child’s name, age and disability status 
by clicking on the titles (Name, ID, Age, PIR Age, Center, Disability Status, Eligibility points).  Sorting 
can be done by simply clicking the name of the area in which you would like to sort. 
 
 

 
 
The eligibility waiting list can and should also be filtered.  Agencies can filter by selecting agency name, 
site/center, program model, and/or option.   
 

   
 
Before clicking on “Accept Eligible Children,” Confirm the accuracy of the eligibility date.  Eligibility 
date must be the same day or before the date of enrollment.  Remember a child can not be made eligible 
after enrollment, therefore dates must reflect actual process of determining eligibility. 

After updating the date to reflect actual enrollment date ,  
 
Click on the child’s name to access the child data sheet.   
 
Once you are able to view the child data sheet, certain adjustments to a family and child file must be 
made.  These changes must be made while the child is still on the waiting list, prior to enrollment. 
 
Modifications to file include program model and option, family members list, income information, and 
check list completed. (See Section A thru D below for details).    
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(NOTE:  FOCUS ON MAKING ALL ELIGIBLITY CHANGES ON THE WAITING LIST.  THIS INCLUDES INCOME, 
SPECIAL CASE STATUS, DISABILITIES, BIRTHDATES, SSN, NAMES, FAMILY MEBERS, ETC.)  
 
If this information has remained the same and there is no need to modify these areas, select the students 

you wish to make eligible by clicking on the  next to their names and then clicking on 

the  button.   

ALSO NOTE: If you see that the checkbox next to the name is grayed out like this, , that means that  
(A) The child’s information contains a disability status so they cannot be selected for eligibility until their 

eligibility for disability is determined first from Children Services Division. (See Introduction) 
(B) The child is “over income” for Head Start and will need further approval from Children Services Division.  

(See Introduction) 
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Section A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Section B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Program Model and Option information 
Click on the  located next to the “Program Information” section of the child data sheet. 

 
 
Clicking on the  will allow you to modify program information to reflect actual enrollment status. 
 
Next, select the program model and option the child will be enrolling under. 
 

 
 

To finalize, click on  
 

2. Income information 

After including program information, click on  to add income amount to the family 
file.  This link is located at the top right hand side of the child data sheet.  
 
Next, click on   
Then  to edit income section, the screen below should appear 

 
 
 
 

Once you have added the income amounts, click on  
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Section C 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Family Members List for HS Collaboration and Child Care Only 
To edit and add a family member, click on the  located at the bottom of the screen next to “Family 
Members List.” 

 
 
This screen should appear. 

 
 
Click on   to add a family member or click on the  to edit the already 
existing family members data. 
 
For new family members enter all general information pertaining to the family member, including 
income amount and type. 

 
Remember to add “Relation to child” and check the radio button related to the family member.    If 
this is not done, family members will not appear on the child’s 3455. 
 

 

Once you have entered all information, click on  to complete the process of adding a 
family member. 



                               Enrollment Process and Protocol 14 

Section D 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

By clicking on , all children who have been marked will be moved to 
the “Eligible Accepted List.” 

To remove all ineligible children from your waiting list, click on .  This will 
move all ineligible children to your .  Removing ineligible children will allow you to 
specifically see who is currently eligible for Head Start. 
 
At this point, the child’s Eligibility Income Snapshot will be taken.  The snap shot is located on the child 

data sheet.  This sheet can be accessed by clicking the  tab at the top of the COPA screen. 
 

After clicking on the  tab, enter the first and last name of the child and select .  
Once your enrolling child’s name appears, click on the name to access the child file.   

4. Head Start Checklist before enrollment 
Before you have enrolled the child and an HSEV is printed, remember to complete the “Head Start 
Checklist.”  The checklist in COPA is used to verify that certain documents have been checked prior 
to enrollment. 
 
This checklist can be found on the top of the child data sheet, click on  to access it. 

 
 

Next, click on the  to edit which documents will be verified. 

 
 

Check mark the  next to the documents that have been verified and click on  
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The snap shot can be found in the middle of the child’s data sheet called “Child’s Eligibility Income 
Information.” 
 

 
 
This snap shot is taken at the beginning, before enrollment, and is used to capture income eligibility for 
Head Start at enrollment.  It is also linked to the HSEV (Head Start Eligibility Verification) form in 
COPA.  
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Step 3- Assign Class (Eligible/Accepted List) 
Once a child is eligible to enroll, he or she is placed on the Class assignment list and you can assign him 
or her to a class. 
 
When the Class Assignment screen, shown below, appears, select the child or children you want to 
assign by clicking on the boxes next to their names. (NOTE: This list can be sorted by child’s name or eligibility 
points or desired center, by clicking on the column heading.) 
 

 
 
Using the drop down menus at the top of the box, select the agency, site, and class into which you want 
to enroll the child (ren)  
 
(NOTE: When you select each menu, the screen may “blink” for a moment as it updates the content of the next menu. The 
reason for this is that each agency has a different set of sites, and each site has a different set of classes. As you narrow your 
selection, COPA re-populates the next drop down menu for you automatically.) 
 
When you choose the class in the final menu, an “ENROLL” button will appear which thus allows you 
to enroll the child (ren) you have selected. In the example shown, you will be enrolling Ersea Manual at 
CYS/Ersea COPA Training in Jennifer’s class. 

 
Before enrolling a child in a class, the enrollment date must be added.  This date is located at the top left 
hand side of the screen. 
 
To assign a child to a class, click on    located on the Eligible/accepted list.   
(Note:  The  hyperlink will only appear once you have included the agency, site, and classroom location for the 
child.)  



                               Enrollment Process and Protocol 17 

Enrollment of siblings on already existing family file 
If a family file already exists at your site, siblings must be added to the already existing family file. 

To add a sibling who is enrolling, click on    tab and enter the first and last name of the 
family. 

Next, click on  
 
Once your family’s name appears, click on the name to access the family file. 
 

At the bottom of the family data sheet, select    and complete the process of 
enrolling the child as already reviewed in the beginning of this material. (Child Application) 
 
(NOTE:  DO NOT DUPLICATE A FAMILY FILE ONCE ONE HAS ALREADY BEEN CREATED, IT IS IMPORTANT 
THAT ALL CHILDREN ARE REFLECTED ON THE SAME FAMILY FILE IF AGENCIES WISH TO PRINT OUT 
ACCURATE HSEV’S/3455’S.) 
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Family Receiving Services and Discontinuing Services 
After the child has been enrolled in your program, it is important to “start services” for the family.  
Creating the initial family application does not mean that the family is receiving services. 
 
If your family enrolling status is blank (see the screen shot below), you must take proper steps to enroll 
the family. 

 

First click on  in order for the drop down menu to appear. 
 
Next select “start services.” 
 

 
 
This page will appear.  Here you must include which agency and site the family will be enrolling under 
along with the date to begin services. 
 

 

Click  when you have added all information 
 
Enrolling status will automatically update to “receive services.” 
 

 
 
Remember to discontinue services when a family leaves your program.  If services are not discontinued, 
your agency PIR will reflect more families then actually served.  Meaning, your COPA PIR will show 
that several families are enrolled, yet not receiving services. 
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Printing Proper Applications 
Once the child has been enrolled forms must be printed according to the program model.  For Child 
Care, a 3455 must be printed and for Head Start, an HSEV must be printed.  Both documents must be 
included in the child’s file.   
 
To access these documents, you must first enter the child data sheet.  The child data sheet can be 

accessed by clicking the  tab at the top of the COPA screen. 
 

After clicking on the  tab, enter the first and last name of the child and select .   
 
Once your enrolling child’s name appears, click on the name to access the child file.   
 
Forms can be found within the   hyperlink located on the top of the child data sheet.  Click 
on .   
 
Next click on the type of report you would like to view (see screenshot below for details) 
 
 
 
 
 
 

 
 

“CY 3455” is for 
Child Care Agencies with collaboration models must use both “HSEV” is 

for Head 
Start 
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Attendance 
Agencies can access the attendance list through two different routes.   
The first is by clicking on the class name located on the bottom of the child data sheet.  See Below: 
 

 
 

The second route taken to obtain the class list in COPA is to click on your  tab located at the 
top of the screen.  Here you can select the site and classroom you wish to enter.  By selecting the 
classroom, you will open the class list of students. 

 

Click on  to access, edit and modify daily attendance. 
 
Enter the date you want to modify, edit or view, and click on “View Meal Attendance.” 
 

 
 

Click on the  to edit or add attendance. 
 

 
 

Note:   will allow COPA users to modify or add data throughout the entire system. 
 
B = Breakfast 
L = Lunch  
S = Snack  
A = Attendance 
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Checking the  to the right of the date will Check B, L, S, and A for all children.  If agency wished to 
include “Adult Meals,” this is added manually to the bottom of the child’s list for that day.  (See above) 
 

 
 
If your program does not have children in attendance for a specific day due to planned or non-planned 
circumstances, this must be indicated in COPA. This is done by clicking on the status drop down menu 
for the specific day in which attendance will not be added. 
 
Non-Scheduled Day must be marked if the agency has closed and the decision to close for that day was 
not scheduled/planned in advance. (Ex. Wall Collapsing) 
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Non-Class Day must be marked if the agency has made a planned choice to close the building (Ex. 
Professional Development Day, Friday after Thanksgiving, etc) 

 
Holiday must be marked if there are no children or staff in the building due to a holiday (ex. Christmas, New 
Years, etc) 

 
WARNING:  These days must be checked, if applicable.  Failure to due this may result in inaccurate 
percentages for attendance. 
 

Once you have selected the appropriate boxes, click on  
 
After the meal count and attendance is submitted, COPA provides you with that day’s absentee list to be 
marked for the reason and comments. 
 

 
 
Every child who is absent must be marked “excused” or “not-excused” and a follow up method must be 
indicated.  (Ex. Phone, walk in, home visit, referral, etc)  Comments are also important to include.  An 
example comment is “child was absent because mothers car broke down.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In accordance with CFR1305.8 (a,b,c) Eligibility, Recruitment, Selection, Enrollment and 
Attendance absenteeism reasons must be documented and entered into COPA when children are 
absent. Agencies Partners will be monitored by CYS staff on CFR1304.5 Record Keeping and 
Reporting as well as 1305.8 (a,b,c) Eligibility, Recruitment, Selection, Enrollment and Attendance 
and non compliances will be documented. 
 

“Daily attendance must be taken by 10:00 a.m. (1:00 p.m. if 
operating a p.m. double session) in a bound booklet, per Illinois 
Department of Children and Family Services licensing 
requirements.” 
 
“Attendance must be entered in the COPA system by 12:00 p.m. 
the following day for all center based programs (this includes 
partner sites).” 
 
“Family Child Care Homes/Home Based/Chicago Public Schools 
programs must enter attendance by Monday of the following 
week by 10:00 a.m.” 
 
As quoted from policy memo sent on 10-13-2006 
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In order to update/edit the absentee list for another day, you should click on the “Absentee List” link at 
the bottom of the “Attendance and Meal Count” screen. 
 

To access the “absentee List,” click on your  tab located at the top of the screen.  Here you 
can select the site and then classroom you wish to enter.  By selecting the classroom, you will open the 
class list of students again. 
 

Click on  located on the top right hand corner. 
 
The screen below will appear, which shows absentees list at the bottom 

 
 
Click on  and add all information for absent children within that day. 
 

Once completed, click . 
 
(Note:  COPA SYSTEM WILL NOT ALLOW YOU TO ACCESS OR EDIT ATTENDANCE PAST TEN DAYS, WHICH 
ENFORCES THE IMPORTANNCE OF TAKING ATTENDANCE DAILY.) 
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APPENDIX A  
Summary of CYS Head Start/Child Care Programs 

 
1. Head Start – This program model provides educational and early childhood development 

activities that promote school readiness for 3 to 5 year old children from low income families.  It 
includes free medical, dental and mental health services, and nutritious meals, as well as parent 
education and training.  There is no cost for Head Start programs.  In the collaboration models, 
working families may pay a portion of the child care cost based on their income.  This program 
model may also consist of a collaboration of Head Start and other funding sources to extend the 
day and meet a wide range of comprehensive and individualized services for children.  Some 
examples of other funding sources include State Pre-k and/or Action for Children.  In Head Start, 
two types of program models exist. 

a. Half Day- This program model uses only Head Start funds to provide a comprehensive 
child development program for children who attend morning or afternoon sessions for a 
ten month period, Monday thru Friday, September thru June. 

b. Full Day- This program model is a comprehensive child development program for 
children who attend programs for a full school day, receiving services the entire day.  

 
2. Child Care – This program model is funded through the Illinois Department of Human Services. 

The Child Care Assistance Program provides low-income, working families with access to 
quality, affordable child care that allows them to continue working and contributes to the 
healthy, emotional and social development of the child. Families are required to cost-share on a 
sliding scale based on family size, income and number of children in care. 

a. Pre-School – This program model serves three-to five-year-old children from low-
income, working families with access to quality, affordable child care that allows them to 
continue working and contributes to the healthy, emotional and social development of the 
child. 

b. Infant Toddler – This program model serves children from birth to three from low-
income, working families with access to quality, affordable child care that allows them to 
continue working and contributes to the healthy, emotional and social development of the 
child. 

c. IP- This program model serves two year old children from low-income, working families 
with access to quality, affordable child care that allows them to continue working and 
contributes to the healthy, emotional and social development of the child. 

d. School Age – This program model provides six-to twelve-year-old children from low-
income, working families with access to quality, affordable before and after-school care. 

 
3. Collaboration Models-As mentioned in the beginning, different funding sources may work in 

collaboration to extend the day.  Below is a list of possibilities: 
a. Head Start collaboration with Child Care – This program model is for children who 

attend programs for a full day of services, five days per week for the entire year.  Using 
state resources along with Chicago’s Head Start funds, this model also provides services 
to families enrolled in a Temporary Assistance for Needy Families (TANF) approved 
training program.  

b. Head Start collaboration with State Pre-K – This program model is for children who 
attend programs for a full day of services, five days per week for the entire year.  Using 
Chicago’s Head Start funds along with State Pre-K (from CPS). 

c. Head Start collaboration with Childcare and State Pre-K- This program model is for 
children who attend programs for a full day of services, five days per week for the entire 
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year.  Using Chicago’s Head Start funds along with State Pre-K (from ISBE through 
CPS) and Child Care funding through IDHS.  Part day is funded through Head Start and 
Child Care, while the other part is funded through State Pre K. 

d. Head Start collaboration with Certificate- Part of the day is funded through Head Start 
while another part is funded through Action for Children.  This allows an entire day, 
maximizing the amount of services a child receives 
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CHILD INFORMATION 
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