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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.




