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Subject: Head Start/Early Head Start/Child Care/Collaboration
COP A Policy/Protocol

The Chicago Department of Children and Youth Services (CYS) requires
that all Delegate Agencies and Partners comply with the following
protocols. We ask that each Delegate Agency and Partner take the
initiative in reviewing their use of COPA to establish whether full
implementation has taken place. All agencies are expected to have
completed data entry in compliance with the following protocols by April
I. 2007. If you believe you will have difficulty meeting that deadline,
please contact Craig Zemke at craig.zemke@citvofchicago.org as soon as
possible to arrange on site training, technical assistance or data entry
assistance.

AGENCY COP A ADMINISTRATORS

Every Delegate and Partner Agency must designate at least one COPA
Administrator to manage, coordinate and monitor COPA usage for that
agency.

. Administrators should have Admin level access to COPA.

. Administrators are responsible for adding and removing COPA users
from the system. Each individual staff member who uses COPA
should be given his or her own COPA usemame and password, with a
level of access appropriate to their job function. More than one person
should not be logging on and using COPA with the same usemame
and password. New users should be given confidentiality/terms of use
agreement.

. Administrators are responsible for creating and maintaining classroom
information on the COPA Website, and making sure that class start
and end dates are correct for the current year.



COP A AND CHILD CARE

. All Child Care Only children must be enrolled in COPA

. Those areas of COP A pertaining to relevant Child Care activities and
program requirements, including Immunization, Developmental
Screening, Social Emotional Screening, Hearing and Vision
Screening, Child Physical and Disabilities must be filled out by all
agencies receiving Child Care funds. For Child Care Only cases (no
Head Start funding) the following areas of COPA do not need to be filled
out: Family Partnership Agreements and Teacher Home Visits.

. Updating a child's file in COPA does not change the child's status in CC-
MIS. You must continue to submit the Child Care Change of Information
Form as before.

. Shared Cases - when enrolling a child with a sibling at another Child Care
agency, be sure to contact the other agency and CYS Finance to determine
which agency should collect the co-payment and when the family is due
for Re-Determination. Please be advised that for families with children
enrolled in Child Care or Collaboration the Termination date in COPA
must be the same as the "Term date" in CCMIS.

ERSEA

. When enrolling a child into COPA, Program Model and Program Options
must be consistent to one another and should at all times reflect the
actual enrollment status of a child. When enrolling a child who was
previously enrolled at another program, it is the Delegate Agency's
responsibility to update the Program Model and Program Option to reflect
the child's current enrollment immediately.

. Collaboration children who have been accepted by Head Start, but denied
Child Care funding as a result of IPACS screening should be entered as
Head Start, Half Day Children.

. Under no circumstances should a child record with enrollment history
be deleted. This includes any child with previous enrollment activity in
the "Enrollment Information" section of the COPA Child Data Sheet.
Enrollment activity includes enrolling in a program, termination, wait
listing, pre-enrollment, etc.

. Delegate Agency Partners or "Private Providers" should be entered as
Sites rather than Classrooms in COPA. Contact the COPA Help Desk at
1-866-647-2489 if you need assistance making this change



. For classes with double sessions, two "classrooms" must be entered. An
example of this would be (ROOM 1 AM & ROOM 1 PM). If two
separate sessions were combined into one class, it would cause inaccuracy
to the Program Information Report (PIR) submitted at the federal level.

. Attendance for each program day should be entered by noon the next
business day. (CPS and Home based programs have until Monday at
12:00 the following week to complete attendance in COPA). Agencies
should take care to "close" their classes for any non-class days in order to
avoid having children counted as absent for these days. Agencies can
close a classroom by marking the day in question as a Holiday, Non-class
day or Non-scheduled day.

. Along with attendance the daily meal counts must be recorded for each
child. Since use ofthe Child and Adult Care Food Program is a
requirement of the Head Start Performance Standards, these records must
be maintained and will be reviewed as necessary by CYS staff.

CHILD DEVELOPMENTAL AND HEALTH SCREENINGS

Child Health Screening

The following child health screenings must be completed and entered into COPA
immediately upon enrollment and updated in COPA on an ongoing basis.

. Child Medical record information from the physical, including the doctor
and medical home information.

. Any screening information from the physical such as anemia (Hgt, HGb)
and height/weightlhead circumference must be entered as well.

. Immunization must be entered at this time as well. You must set up the
schedule as determined by the physician for each child.

. The TB Risk assessment must be completed and entered.

. Health History (including the Nutrition Assessment)

. When entering health and screening information into COPA, all
information must have a date associated with it. If dates do not follow
child! parent information entered, COPA will not register the screening as
completed

In addition, the following health screenings that must be completed and entered
into COPA within 45 days:

. Vision and Hearing screenings (Please indicate any provider other than
CYS Screening Team).

. Dental Examination record.




