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l. Introduction and COPA Enrollment Concerns

The Child Outcome Planning & Administration (COPFgftware is designed to provide technology and
guidance. It will help you monitor, report and mgegour program using a centralized database. CYS
has developed this training material to assistwith the enroliment process. If you follow these
instructions carefully, your enroliment procedunel reflect the Head Start Program Performance
Standards and Regulations

Head Start Performance Standard “1304.51 Managemerfystems and ProcedureRecord-keeping
systemsstates thafg) Grantee and delegate agencies must establisimaimtain efficient and effective
record-keeping systems to provide accurate andytimirmation regarding children, families, and
staff and must ensure appropriate confidentialitthis information.” (h) Reporting systems. Grante
and delegate agencies must establish and mairifaiert and effective reporting systems that:

(1) Generate periodic reports of financial statud program operations in order to control
program quality, maintain program accountabilitygd advise governing bodies, policy groups,
and staff of program progress; and

(2) Generate official reports for Federal, State] bbcal authorities, as required by applicable
law.

The COPA system has been designed to assist CY8edeghte agencies in effectively incorporating
this standard. In order to capture solid recordsraports, agencies are required to enter alllergo
children into COPA. The process protocol is listethis manual to guide you in successfully emngll
Head Start and Head Start Collaboration children.

To access the COPA website go to Internet Expl¢is ), and entecys.mycopa.com Enter your
user name and password to enter the system. Resneyol must log out once you have finished your
session in COPA to maintain security.

The Enreliment | saction of your COPA system is where you carofill the Enrollment Application for
newfamilies and children, manage the Eligibility Wiagf List, locate the Class Assignment list, and
Terminated Children. Eligibility is automaticaltietermined by the COPA system once you have
entered all the necessary family and child inforarato place the child on the waiting list. Itis
designed to block enroliment of children who aréamge or income eligible, and to prevent the dapéic
entry of families and children.

CYS has adopted procedures to assist you with fgpeairollment concerns, including enrolling
children as part of your 10% allowed over incomgesaand children who have previously enrolled at
other CYS delegate agencies. Procedures arelawgol

Already in System:COPA contains triggers that check for the existenf a primary caregiver
and current and former enrolled children in youalase and prevents duplication of records. A
child and primary caregiver’s application is chatkased on a combination of the first name,
last name, social security number and/or datertti.bi

If you get a message stating that a duplicate bersystem, child or parent, first check your
own agency COPA list (waiting, eligible/acceptedd &erminated) to determine if the parent or
child was enrolled at your site previously. If nahd the child or parent records are located at
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another agency’s COPA lists, submit a Child EnrelinRequest Formia email to Jennifer
Santana alennifer.Santana@cityofchicago.org

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

Disabilities: Children with suspected or certified IEP havéégrocessed based on disability
eligibility, before being considered for generaglility.

These children display an inactive box next torthame, until they are processed according to
their disability by clicking on the suspected ortiéied IEP (IFSP) link on the waiting list.

HS
Center Based 5 i i
Este, GLORI 174674 2 1 yiew S COPA e Ful pay COllaboratio 99  Underincome
training with 47.41%
Full Year -
Certificate

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

Activity number for child's program model/optionssing Sites receiving this error on their
children’s 3455 should contact La Tasha White-Grgtashawhite @cityofchicago.osmnd
send her the program model in question and themgigsctivity Number.

Over Incomelf you are unable to move an enrolling child frdme waiting list due to Over
Income status for Head Start Eligibility, please éaHandwritten HSEV, with proof of income
to Craig Zemke at 312-743-0408or general questions concerning Head Start ovenie
cases, contact Craig Zemkecadig.zemke@cityofchicago.org

Merging files in COPAIf a child file was created under one primary caregand need to move
to another already existing family file, contdennifer.Santana@cityofchicago.org

Other For assistance with all other general COPA corxplease contact
craig.zemke@cityofchicago.arg

Special CasesSpecial cases are approved by Camille HarmorAamette Rallins. Once cases
are approved, the type of case will be displayegiaur 3455. For further information pertaining
to special case, contaamtallins@cityofchicago.org
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ll. Searching Before Enrolling

Prior to enrolling a child, it is imperative to sezn for the family/child file to determine if thhilzd

is in the system. This will avoid duplication iI©QRA. 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, tree ©hild o Family  tab at the top of your
screen.
. Advanced Search
Next, click
Family Search Engine

Last Name:

First Name:

ID:

SSN: *For SSN duplicate checking, please search for SSN ONLY.

DOB:

Search For ® Primary Caregiver
) Second
< Search Families of Enrolled Children ] [ Search Waiting List | [ Search Families Without Children

\ [ Search Families with All Children Archived ]

Toee——

_

Lastly add social security number and select atiocdo search for your family or child.

| Search Families of Enroled Chidren | [ Search WaitingList | |

Search Families Without Children ]

[ Search Families with All Children Archived

Search Envoled Chid | [ Seah WaitngLit | [ Search Ineigibeeminaled ] | Search Al |

Once you have located your file, the message beldveppear If this happens, contact CYS for

assistance.

St New Citv

0 e e Notauthoizetacess i ecor,ora af usig e et envolment status sarch e, Recrd blongs b Agency.YHCA of Nefropltan Chicag

Enrollment Process and Protocol

5



lll. Enrolling a Child

The enrollment process starts with submitting guliegtion for a primary/secondary caregiver andhthe

submitting the application for the child.

To enroll a child on your COPA system, you neetbtiow a three-step process:
Step 1- Eligibility Application (Family Applicatioand 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 eliiggbapplication for the child’s primary and secamnd
careqiver.

Click on the

Enroliment H.tab to begin the enroliment process.

Here you can access the eligible application (faeiplication) by clicking on thelig. Application

hyperlink located at the top left hand side ofsheeen.

The screen below should appear:

Gender

Elig. Application

Elig. Waiting List

Enrolling Agency | All

First Name

SSN Random

*Language

*Race

*Ethnicity [ Asian

Assign Advocate

Eligible/Accepted List

Inelig./Terminated List

Pre-enrolled List

Application
_' Enrolling Site All

Primary Caregiver General Information

M. Initial

*Application
Date

TANF #

*Other
Language

12-26-2007

IF Bi-racial/Multi-racial

Last

Name

*Birth

Date E

Receiving ™
WIC .. DCFS

[] Black / African American

[ Latino [ caucasian [ native American ] other
] pacific 1slander ] unspecified

Education
ieve Employment Status
Employer/
School name
Phone(home) ‘ Phone(mobile) ‘
Phone(work) ‘ Ext. Email ‘
Home Address Number Dir Type | St Apt#
City Al | county Al
State linnis Zin Code Wark 7in
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Agency namebefault to agency name

Site/center name

(P/S)First Name

(P/S)Middle Initial

(P/S)Last name

(P/S)Gender

Application dateApplication 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 numbe&ocial
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 numberTANF 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

NogrWNE

Fill in the appropriate information for the Primé®gcondary (P/S) Caregiverlefase refer to the appendix
for reference to exact location of field8t minimum, the list below must be included as applicable:

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 AddressH a parent has another
address other then residing address, that
address should be included here.

29. Address TypeFhis 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/IS) Specify typeH the parent has
medical insurance, indicate which type
of insurance.

34. Current housing typ€eFhis 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 dateSee #35

36.Previous housing typeSee #35

(Note: Definition of Family Size as observed frtime HSEV-“Family Size- The definition of "familybtbe used in
determining eligibility is found in 45CFR 1305.2(ef which defines family as all persons livingthe same household who
are

1. Supported by the income of the parent (s) ardjan (s) of the child enrolling or participatiimgthe program, and

2. Related to the parent (s) or guardian (s) bypdblonarriage or adoption.)
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If there is no secondary caregiver present in dneilfy then the following link should be checked off

prior to submission.

o . . . . . Submit
After finalizing all general information for theiprary/secondary caregiver, click c to

transition you to the family income information.

This is the Caregiver income scre

Each caregiver's income must

be included separately

e

/

No Secondary Caregiver (skip application for secondary careqiver) ]

Income
type is
categorized
separately

Income
Empfloyment
ild Support
SSI

TANF
osnePrederal cash Income (For Example
Social Security Payments for all Family

Alimony

DCFS Adoption Assistance Payment

Workers Compensation
Social Security
Disability

Import Income

Self-employment

ild Support Paid

and Railroad Retirement Benefits)

£

LS E R R

£

$
Monthly

No Income |

Submit

Caregiver ITncome Info*ation
Primary Caregiver

Monthly
Monthly
Monthly
Monthly

Monthly

Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly

L I I I S S

eceive

Secondary Caregiver

Monthly
Monthly
Monthly
Monthly

Monthly

Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly

Monthly

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

Enrollment Process and Protocol
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You then can begin the child applicatias the second part of your eligible application.

Fill in the appropriate information for the enrall child.

Please refer to the appendix for reference to exact

location of fields)At minimum, the list below must be included as applicable:

Site/center name

Last name

moowx»

defaults to the current date. Itis

important to modify this date so it Q.

coincides with the child’s enrollment
date. Application date must be before or
the same as enroliment day.

Gender

Tom

Early 3 yrs. old after 09-04f 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 V.
race is not required. W.

Race

Social security numbefocial 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

r X

Agency nam®efault to agency name N.
First name O.

Application dateApplication date P.

R.
. Birth date (mm/dd/yyyy) S.

T

U

Parental status under “Eligibility
Information”
Disability Status- only applicable if child
has disability

Reason for childcare/needing services
indicated

Application typeif the enrolling child is up
for redetermienation for childcare, then you
must make the change prior to submitting
your 3455.

Program model

Program option

Hours per day

Childcare ScheduldbHS childcare policy

01.03.02-Employment states thaildcare

hours must be reasonably relateddo th

hours the parent is at work or schddiis

must be accurately included in COPA to

determine childcare eligibility.

Indicate “full year/full day” if needed.
Secondary source of childcardf-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, cIicL[

Create Child Record

Upon submission of the complete application, a waiGhild ID and a unique Family ID are assigned
and the child is placed on the Eligibility Waitifigt. Children of the same family are assignededéht

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, eligilyilgoints are calculated and assigned to each bhadéd
on the eligibility criteria set in the admin sectioThis eligibility point is used to determine Hie&tart
enrollment and includes parental status, parentame, child’s disability, special needs, and ather

Once you have submitted your child information, sheeen below will appear. All lists on which an
active child file may appear are located on thisme

@Auuhcanm Elig. Wa|t na List)  Assian Advocate @cce@ nelia./Terminated List re-en olled List

Click on theEla. Waiting List hyperlink at the top of the Enrollment Screen

You can see every child on the list by clickingtba
The eligibility waiting list can bsortedby the eligibility point, child’s name, age andaldity status
by clicking on the titles (Name, ID, Age, PIR Adgenter, Disability Status, Eligibility points). Gimg
can be done by simply clicking the name of the areehich you would like to sort.

N\~

Eligibility Waiting List (1617 records)

HELP? Next >>

(ciick on Chiid/Family/Eligibility Points value to view details)

Desired Program Options Disah“,m_lum Income

[ Name D Ageyo Famly X o  Option Model grys PO gy

(18)

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

Agency enter Program Option
Al Al D esired Program Option D Program Model
Applicant for Documentation Include L Desired Program Model
Al g Al g [/ View Al
19962007 [ AcceptEligibie Chidren | [ Clear Al Ineiigible | Results per page: 100 D
v

Before clicking on “Accept Eligible Children,” Canin the accuracy of the eligibility date. Eligiityl

date must be the same day or before the date oflreent. Remember a child can not be made eligible
after enrollment, therefore dates must reflectaqioocess of determining eligibility.

Eligibility Date

After updating the date to reflect actual enrollmneat 12-26-2007 e '

Click on the child’s name to access the child dhtet.

Once you are able to view the child data sheetaiceadjustments to a family and child file must be
made. These changes must be made while the ststdlion the waiting listprior to enroliment.

Modifications to file include program model andiopt family members list, income information, and
check list completedSee Section A thru D below for details)
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(NOTE: FOCUS ON MAKING ALL ELIGIBLITY CHANGES ON HE WAITING LIST. THIS INCLUDES INCOME,
SPECIAL CASE STATUS, DISABILITIES, BIRTHDATES, SSMWAMES, FAMILY MEBERS, ETC.)
If this information has remained the same and tieen® need to modify these areas, select the stside

you wish to make eligible by clicking on tH] next to their names and then clicking on
thel___ Accept Eligible Children | button.

ALSO NOTE: If you see that the checkbox next torthene is grayed out like tt , , that means that
(A) The child’s information contains a disability stsiep they cannot be selected for eligibility utkidir
eligibility for disability is determined first fronThildren Services Division. (See Introduction)
(B) The child is “over income” for Head Start and wi#ed further approval from Children Services Divisi
(See Introduction)
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Section A

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

Program Information y

*Program Model: HS Collaboration with Childcare  *Program Option: Center Based 5 Days Full Day
Full Year

Hours Per Day: 8 Desired Agency/Center: CYS / Ersea COPA training

Applicant For Current Year Child's Advocate

*Full-Year Needed Yes *Full-Day Needed Yes

*Child is receiving a childcare subsidy (Voucher or Contracted slot)

*Father/father figure participates in regularly scheduled activities designed to involve
fathers/father figures in Head Start or Early Head Start.

*Did child receive services before classes begin in the 2007-08 School Year?

Child has a medical card *Sec. Source of Child Care Child Care Center or Classroom
USDA Enroliment Date: USDA Expiration Date:
USDA/CACFP Income: Same as Current Income

Clicking on the&” will allow you to modify program information toftect actual enroliment status.

Next, select the program model and option the childbe enrolling under.

*Program Model Information *Program Option
HS Collaboration with Childcare Center Based 5 Days Full Day Full Year

To finalize. click or[ Update Program Information |

Section B

2. Income information

After including program information, click ¢ Family Information to add income amount to the family
file. This link is located at the top right haridesof the child data sheet.

Next, click on Family Income
ThenZ to edit income section, the screen below shousk

Carcgiver Income Informa tion
Income Primary Caregiver Secondary Caregiver
Cmployment s |O Maornthily s |0 Moty
Child Support s |0 Monthly s |0 nMonthly
sSsIT s |0 Monthly s |0 nMonthly
TANF s O Monthly = O Monthlhy
Othecr Faederal Cash Incomec (For Examplc
Social Sccurity Paymacnts for all Family s |0 MMonthly s |0 Monthly
i Reti Denefits)
Other Income <= O MMonthiy = |0 MMonthly
Alimony = |O Monthily = |0 Monthly
DCFS Adoption Assistance Payment + O Monthily = |0 Monthily
con Ttion + [0 Monthily = |0 Monthly
Social Sccurity s |0 MMonthly s |0 Monthly
Disability s |0 Monthly s |0 nMonthly
Import Income s |0 Monthly s |0 nMonthly
Self-employment s O Monthly = O Monthlhy
|0 Monthly = |0 MMonthly
Child Support Paid % O Monthly = O Monthly
+ | 0.00
Other « 0.00 Monthlhy
Monthli

[ Update Existing Income ]

Once you have added the income amounts, clic
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Section C

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

This screen should appear.

Click on to add a family member or click on to edit the already
existing family members data.

For new family members enter all general informagpertaining to the family member, including
income amount and type.

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

Once you have entered all information, click Add Member I to complete the pcess of adding
family member.
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Section D

4. Head Start Checklist before enrollment
Before you have enrolled the child and an HSEWiisted, remember to complete the “Head Start
Checklist.” The checklist in COPA is used to wetifiat certain documents have been checked prior
to enrollment.

This checklist can be found on the top of the cHdta 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 verifiedctiokl on

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

To remove all ineligible children from your waititigt, click on . This will
move all ineligible children to your . Removing ineligible children will allow you to

specifically see who is currently eligible for He@thrt.

At this point, the child’s Eligibility Income Snalpst will be taken. The snap shot is located oncthikel
data sheet. This sheet can be accessed by clittieng tab at the top of the COPA screen.

After clicking on the tab, enter the first and last name of the child select
Once your enrolling child’s name appears, clicklmsmname to access the child file.
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The snap shot can be found in the middle of thiel'shilata sheet called “Child’s Eligibility Income
Information.”

This snap shot is taken at the beginning, beforelleament, and is used to capture income eligibilay
Head Start at enrollment. It is also linked to HeEV (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 iagald on the Class assignment list and you cannalssig
or her to a class.

When the Class Assignment screen, shown below aappselect the child or children you want to

assign by clicking on the boxes next to their nariNSTE: This list can be sorted by child’s name ligikility
points or desired center, by clicking on the columading.)

Using the drop down menus at the top of the bdecséhe agency, site, and class into which youtwan
to enroll the child (ren)

(NOTE: When you select each menu, the screen mink"ifor a moment as it updates the content ofrie&t menu. The
reason for this is that each agency has a diffexeinof sites, and each site has a different selae§es. As you narrow your
selection, COPA re-populates the next drop downurienyou automatically.)

When you choose the class in the final menu, anRENL” button will appear which thus allows you

to enroll the child (ren) you have selected. Ingékample shown, you will be enrolling Ersea Maratal
CYS/Ersea COPA Training in Jennifer’s class.

O

Before enrolling a child in a class, the enrollmeéate must be added. This date is located abfhett
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 includked agency, site, and classroom location for the
child.)
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Enrollment of siblings on already existing family fle
If a family file already exists at your site, siuis must be added to the already existing fanigy fi

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 n&meaccess 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 begig of this material. (Child Application)

(NOTE: DO NOT DUPLICATE A FAMILY FILE ONCE ONE HASALREADY BEEN CREATED, IT IS IMPORTANT

THAT ALL CHILDREN ARE REFLECTED ON THE SAME FAMILYFILE IF AGENCIES WISH TO PRINT OUT
ACCURATE HSEV’'S/3455'S.)
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Family Receiving Services and Discontinuing Servise
After the child has been enrolled in your prograéns important to “start services” for the family.
Creating the initial family applicatiodoes nomean that the family is receiving services.

If your family enrolling status is blank (see tlmesen shot below), you must take proper stepsrallen

the family.

First click on in order for the drop down menu to appear.

D

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

Next select “start services.”

Click when you have added all information

Enrolling status will automatically update to “reeeservices.”

>

Remember to discontinue services when a familydeawur program. If services are not discontinued,
your agency PIR will reflect more families thenwadty served. Meaning, your COPA PIR will show
that several families are enrolled, yet not recej\services.
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Printing Proper Applications

Once the child has been enrolled forms must begatiaccording to the program model. For Child
Care, a 3455 must be printed and for Head StatlSV must be printed. Both documents must be
included in the child’s file.

To access these documents, you must first entehiftedata 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 select
Once your enrolling child’'s name appears, clicklzmname to access the child file.

Forms can be found within the hyperlink located on the top of the child dataetheClick
on

Next click on the type of report you would liketeew (see screenshot below for details)

“CY 3455” is for P . i \ | “HSEV” is
Child Care “+— Agencies with collaboration models must use bq for Head

v
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Attendance
Agencies can access the attendance list througlliffeoent routes.
The first is by clicking on the class name locatedhe bottom of the child data sheet. See Below:

l

The second route taken to obtain the class li€iO#PA is to click on your tab located at the
top of the screen. Here you can select the sdeclassroom 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 viewd @tick on “View Meal Attendance.”

/

Click on the to edit or add attendance.

>

Note: will allow COPA users to modify or add data thrbogt the entire system.

B = Breakfast
L = Lunch

S = Snack

A = Attendance
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O

Checking the to the right of the date will Check B, L, S, anddk all children. If agency wished to
include “Adult Meals,” this is added manually teethottom of the child’s list for that day. (Seeab)

If your program does not have children in attenédioc a specific day due to planned or non-planned
circumstances, this must be indicated in COPA. Ehdone by clicking on the status drop down menu
for the specific day in which attendance will netddded.

Non-Scheduled Daymust be marked if the agency has closed and ttiside to close for that day was
not scheduled/planned in advange.wall Collapsing)

Enrollment Process and Protocol 21



Non-Class Daymust be marked if the agency has made a planr@decto close the buildingx.
Professional Development Day, Friday after Thankegi etc)

Holiday must be marked if there are no children or stathe building due to a holidaax. christmas, New
Years, etc)

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

Once you have selected the appropriate boxes, atick

After the meal count and attendance is submitt€PR & provides you witlhat day’s absentee lisd be
marked for the reason and comments.

Every child who is absent must be marked “excusedhot-excused” and a follow up method must be
indicated. (Ex. Phone, walk in, home visit, redéretc) Comments are also important to incluée.
example comment is “child was absent because nstaerbroke down.”

“Daily attendancenust be taken by 10:00 a.m. (1:00 p.m. if
operating a p.m. double session) in a bound baogbéztlllinois
Department of Children and Family Services licegsin
requirements.”

“Attendancemust be entered in the COPA system by 12:00 p.m.
the following day for all center based prograftiss includes
partner sites).”

“Family Child Care Homes/Home Based/Chicago PulitwSsls
programamust enter attendance by Monday of the following
week by 10:00 a.m.”

In accordance with CFR1305.8 (a,b,c) Eligibility, Rcruitment, Selection, Enroliment and
Attendance absenteeism reasons must be documentadlantered into COPA when children are
absent. Agencies Partners will be monitored by CYStaff on CFR1304.5 Record Keeping and
Reporting as well as 1305.8 (a,b,c) Eligibility, Rguitment, Selection, Enroliment and Attendance
and non compliances will be documented.
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In order to update/edit the absentee listafioother dayyou should click on the “Absentee List” link at
the bottom of the “Attendance and Meal Count” saree

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 wishter. By selecting the classroom, you will ofea t
class list of students again.

Click on located on the top right hand corner.

The screen below will appear, which shows abselitgest the bottom

—_ I —

Click on and add all information for absent children witthat day.

Once completed, click

(Note: COPA SYSTEM WILL NOT ALLOW YOU TO ACCESS ORDIT 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 andyednldhood development
activities that promote school readiness for 3 y@&r old children from low income families. It
includes free medical, dental and mental healthices, and nutritious meals, as well as parent
education and training. There is no cost for H8&dt programs. In the collaboration models,
working families may pay a portion of the child e@most based on their income. This program
model may also consist of a collaboration of Hetadt&nd other funding sources to extend the
day and meet a wide range of comprehensive andidudilized services for children. Some
examples of other funding sources include StatekRued/or Action for Children. In Head Start,
two types of program models exist.

a. Half Day This program model uses only Head Start fungsdeide a comprehensive
child development program for children who atteratmmng or afternoon sessions for a
ten month period, Monday thru Friday, Septembar fume.

b. Full Day This program model is a comprehensive child dgwalent program for
children who attend programs for a full school d&geiving services the entire day.

2. Child Care —This program model is funded through the lllinoisdartment of Human Services.
The Child Care Assistance Program provides lowsmeoworking families with access to
quality, affordable child care that allows thenttmtinue working and contributes to the
healthy, emotional and social development of thkelckRamilies are required to cost-share on a
sliding scale based on family size, income and remobchildren in care.

a. Pre-Schoot This program model serves three-to five-yearebiitdren from low-
income, working families with access to qualityfoadlable child care that allows them to
continue working and contributes to the healthypgomal and social development of the
child.

b. Infant Toddler— This program model serves children from birtthi@e from low-
income, working families with access to qualityfoadlable child care that allows them to
continue working and contributes to the healthypeomal and social development of the
child.

c. IP- This program model serves two year old childremflow-income, working families
with access to quality, affordable child care #i&ws them to continue working and
contributes to the healthy, emotional and sociabtigpment of the child.

d. School Age- This program model provides six-to twelve-yeat-children from low-
income, working families with access to qualityfpadlable before and after-school care.

3. Collaboration Models-As mentioned in the beginning, different fundirgsces may work in
collaboration to extend the day. Below is a lispossibilities:

a. Head Startollaboration withChild Care— This program model is for children who
attend programs for a full day of services, fivgslper week for the entire year. Using
state resources along with Chicago’s Head Stadduthis model also provides services
to families enrolled in a Temporary AssistanceNeedy Families (TANF) approved
training program.

b. Head Starcollaboration with — This program model is for children who
attend programs for a full day of services, fivgslper week for the entire year. Using
Chicago’s Head Start funds along with State Préréh{ CPS).

c. Head Startollaboration with Childcare and State Pre-K- Titiiegram model is for
children who attend programs for a full day of ses, five days per week for the entire
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year. Using Chicago’s Head Start funds along Bitite Pre-K (from ISBE through
CPS) and Child Care funding through IDHS. Partiddynded through Head Start and
Child Care, while the other part is funded thro&gate Pre K.

. Head Startollaboration withCertificate Part of the day is funded through Head Start
while another part is funded through Action for @ren. This allows an entire day,
maximizing the amount of services a child receives
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