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All CYS Head Start delegate agencies are required to enter information pertaining to staff which are funded 

through, or work directly with Head Start children.  These staff/employees include, and are not limited to, 

teachers, janitors, directors, coordinators, family partnership staff, cooks, etc. 

 

The information captured on the HR section in COPA is used to identify several areas of focus captured on the 

Annual Program Information Report. 

In order to begin including information concerning Human Resources, you must first click on the    

tab displayed at the top of the page.  (Preceding this tab you will find:  Family, Child, Enrollment, Sites, etc) 

 

Agencies must first attempt to search for the staff file prior to entering information into COPA.  Several staff 

files may have already been added to COPA.  If you are uncertain on how to search for already existing staff 

members, see page 12. 

 

I.  Add New Staff 
Once you have clicked on the HR tab in COPA, you will find four links displayed: Add New Staff, Staff 

Directory, Training and Set up, and List of Training 

 

1. To begin adding a new staff member, click “Add New Staff.”   Once you have clicked on “Add New 

Staff,” the screen shown below appears.   At this point, staff Personal Information may be added to 

COPA.   

 
 

***Please be informed that all staff must be included in the system as “active.” If a staff member has left the 

agency, for whatever reason, then termination under the employment section must be included in system.  Also 

be reminded to “INACTIVATE” the file. 

 

For security purposes, CYS is recommending that no social security or background check be added until further 

measures are taken to ensure staff confidentiality.    

 

Please also be aware that all staff must be entered regardless of funding source. 
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When you have finished adding the personal staff information, the bottom of the screen will lead you to two 
options.  These options are “Reset” and “Update.”  “Reset” will delete existing personal information, allowing 
you to add new personal information, while “Update” will allow you to edit existing information.   
 
Once you have selected “Update” the screen below should appear.  This is your snap shot of the staff 
information you have just entered.  If at this point you would like to make necessary corrections, do not hesitate 
to click on the  so that COPA will allow you to enter that section again.   
 

 
 


