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Agencies have been faxing a handwritten HSEV form to Children and 
Youth Services (CYS) to gain approval to enroll a child from an over 
income family in a Head Start program. To provide you with a faster 
response on your over income requests, we are modifying this procedure 
so you can email your requests via a new Microsoft Word form. The 
form is now available at 
http://csdgroup.cyscopa.com/CSD_Main/Policies_Procedures/. 
 
Effective immediately, please use the following procedure: 
AT ENROLLMENT: 

·  Delegate agency staff should input all family and child data into the 
COPA system and place the family on the waiting list.  

·  Delegate agency staff print a blank HSEV form (found under the 
enrollment tab at the bottom left hand side of the page) 

·  Staff manually complete the HSEV with the family information, 
obtain a parent signature, sign and date the form and place in the 
file along with a copy of the supporting documentation. 

TO REQUEST OVER INCOME APPROVAL: 
·  Inside MS Word, open the “Over Income Request Form” and 

select SAVE AS to create a new file naming it with child’s name, 
such as OIRMariaSanchez. 

·  Fill in all sections of the form including complete family income. 
No signature is required on this document as you are maintaining 
those on the HSEV you are retaining in your agency files. 

·  Email this completed form as an attachment to 
Craig.Zemke@cityofchicago.org .  

RESPONSES: 
·  When the case is approved, CYS will add points to the file on the 

waiting list so that the child can be enrolled in COPA, and will 
fax an approval letter to the agency/site fax number provided.  

·  CYS will notify you if your case is denied with an explanation. 
 
Please stop begin using this new form immediately via email so you can 
stop faxing HSEV forms with confidential documentation. If you have 


