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PARENT QUICK START GUIDE 

Welcome to the BGC South East Parent Portal 
One secure place to manage your family’s information, registrations, forms and payments. 

Important: Before you begin, decide which path applies to your family. Choosing the correct option helps 
prevent duplicate family records. 

 

Choose your path 

Existing BGC South East family 
 
Use this path if your family has registered with 
BGC South East before, including through 
RecDesk or another system. Activate the account 
that has already been created for you. 
Remember to copy your Membership Bar Code 
from your welcome email. 

New to BGC South East 
 
Use this path only if no one in your household 
has previously registered for a BGC South East 
program or service. Create a new parent or 
guardian account. 

 

What you will need 
• Access to the email address used for your family’s BGC South East registrations. 
• Current contact, address, emergency contact, health and authorized pick-up information. 
• Information for every child or youth in your household who may participate. 
• A debit, EFT or credit card payment method if payment is required. 

https://boysandgirlsclubofkingstonareaincl.my.site.com/ 

 

Need help?  
Contact BGC South East through www.bgcsoutheast.ca.  

Please do not create a second account if you are unsure whether your 
family already has one. 

  

https://boysandgirlsclubofkingstonareaincl.my.site.com/
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PATH 1 

Existing families: activate your account 
Your family information and eligible registrations may already be in the new system. 

Please note: Do not select “Create an account.” Doing so may create a duplicate family record and 
delay registration or payment support. 

 

1  Open the Parent Portal  Use the BGC South East Parent Portal link and select the option to 
activate or access an existing account. 

 

2  Find your family account  Enter the identifying information requested on screen. Use the 
Membership Bar code found in your welcome email and your date of birth to activate your account. 

 

3  Confirm your identity  Complete the secondary verification requested by the portal. Follow the on-
screen instructions carefully. 

 

4 Check your email Open the verification or activation message sent to your email address’s. Follow 
the link to create your password. (if you received more than one email please decide which email address 
should be used and activate the account using it)  

 

5 Sign in and review your household Confirm the primary parent or guardian (only 1), any 
secondary parents or guardians, and all participating children or youth are listed correctly. 

 

6  Complete the account review  Update contact details, emergency contacts, authorized pick-ups, 
health information and communication preferences. 

 

If the portal cannot find your account 
Try the email address or information used for your family’s previous 

registrations 
Check spelling and spacing before trying again. 

 
Stop  

before creating a new account and contact BGC South East for assistance. 
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PATH 2 

New families: create your account 
Welcome to BGC South East. Create one household account for your family. 

1  Open the Parent Portal  Use the BGC South East Parent Portal link and select “Create an 
account.” 

 

2  Enter the parent or guardian information  Provide the name, email address and telephone 
number for the primary parent or guardian. 

 

3  Create a secure password  Follow the password requirements shown on screen and keep your 
login information private. 

 

4  Verify your email  Open the message sent to your email address and follow the verification link, if 
prompted. 

 

5  Build your household  Add each child or youth who may participate and any additional parent or 
guardian who should have access. 

 

6  Complete all required information  Add emergency contacts, authorized pick-ups, health and 
accessibility information, and communication preferences. 

 

Good practice: Create only one household account. Add all family members into that account. 
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FINAL CHECKLIST 

Finish setting up your Parent Portal 
Whether your account was activated or newly created, complete these steps before registering. 

1  Review every family member  Confirm names, birthdates, contact details and household 
relationships. 

 

2 Update required information Review emergency contacts, authorized pick-ups, health information, 
allergies, dietary needs, accessibility or inclusion supports and communication preferences (found on the 
forms). 

 

3  Review registrations  Check any registrations that were transferred into the new portal. Confirm the 
program, location, participant and schedule.  

 

4  Complete required forms  Open each registration and complete every required consent, 
acknowledgement and participant form. 

 

5  Add a payment method  Add debit, EFT or credit card information when required. Families in after-
school and child care programs must arrange automated payments online.  
How to: https://app.tango.us/app/workflow/Update-Payment-Methods-Avocado-ecabda3111b9407ea8adee4591c09e2d  

 

6  Keep your account current  Return to the portal whenever contact, health, pick-up or payment 
information changes. 

 

Payment note: During the transition, BGC South East is absorbing credit card transaction costs until 
November. Debit and EFT payment options do not and will not have a convenience fee, but all credit 
card transactions will. 

 

Protect your family’s information 
• Use a unique password and do not share it outside your household. 
• Sign out when using a shared or public device. 
• Contact BGC South East promptly if you notice incorrect household information, registrations or 

transactions. 

https://app.tango.us/app/workflow/Update-Payment-Methods-Avocado-ecabda3111b9407ea8adee4591c09e2d
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