
 

Subject: Step-by-Step Guide: Registering for MyClubHub 
 
Dear Parents and Guardians, 
 
Welcome to the Boys & Girls Club of Placer County! This guide will help you navigate 
the initial setup and registration process for MyClubHub, our portal for managing 
memberships and program registrations. 
Please follow these steps to get your account set up and your child registered. 
 

1. Create Your Parent Account 
Before you can register your child, you must set yourself up as the primary "Household" 
contact. 

●​ Access the Portal: Navigate to the [BGCPC - Parent Portal]. 
●​ Sign Up: Click the green "CREATE ACCOUNT" button on the left side of the 

webpage. 
●​ Enter Your Info: Provide the requested details for the parent/guardian. 
●​ Verify Your Email: You will receive a verification email shortly after. Click the link 

inside to activate your account. 
●​ Log In: Once your password is set, use the "Already Have An Account?" feature 

to log in. 
 

2. Complete Your Household Account 
A "Household" consists of the primary parents/guardians and the children in their care. 

1.​ Click on the “My Account” icon at the top of the webpage. 
2.​ Go to the "⌂ My Household.” To find “My Household,” scroll down, and the 

household will be on the left side of the page. 
3.​ Click on "Add Household Member." 
4.​ Enter the member's details (First Name, Last Name, and Birthdate) and click 

"Save." 
5.​ Repeat this process for all parents, guardians, and children you want to 

associate with your account. 
⚠️ Note: You must add all of the children in your household that you would like to 
register. 
 

3. Register in a Membership 
Step A: Select Your Club & Group 

●​ Click the "Memberships" icon at the top of the webpage. 
●​ Under "Club Locations," select your specific site and click "Save Club." 



 

●​ Hover over the large grey box showing the available memberships for your site 
(e.g., "Mullin & McAdams School Year Membership") and click it. 

●​ Find your child's age group (e.g., "TK-5th Grade") and click the "Select" button 
on the right-hand side. 
 

Step B: Choose the Child & Fill Out the Form 
●​ Click the "Select" button next to the child you want to register. A green 

checkmark will appear. (If you select the wrong name, simply click "Unselect"). 
Click "Next." 

●​ Fill out the registration questions. Fields with an asterisk (*) are required. 
●​ Tip: We highly recommend providing at least one additional emergency contact. 

If you absolutely do not have one, enter "N/A." Click "Next." 
 

Step C: Sign the Waivers (3 Total) 
You are required to review and sign three sets of parent agreements/waivers. For each 
waiver, follow these steps: 

1.​ Click "Sign" to open the agreement. 
2.​ Read through the text. (For the third waiver, click the links to open and read the 

Information Packet and Technology Acceptable Use Policy in a new tab). 
3.​ Click "Confirm." 
4.​ Once the message "Contract has been signed" appears, click "Complete." 
5.​ After completing all three, click "Next." 

 

4. Final Submission 
The system will display a confirmation screen with your child’s name and a reference 
number (e.g., MEM-APL-#####). Click "Finish" to submit. 
 
What Happens Next? 

●​ Submission Email: You will receive an email titled "Membership Submission 
Confirmation" letting you know your application went through. 

●​ Review Process: The BGCPC Team processes applications in the order they 
are received. We appreciate your patience while we work diligently to review 
yours! 

●​ Approval: If the application meets all requirements, you will receive a "Welcome 
Email" confirming your registration is officially complete. If we need more 
context, we will reach out to you directly. 
 

If you have any questions during this process, please contact us at 
frontdesk@bgcplacercounty.org, or call our main office at 530-889-2273 (or 
916-789-7884 for UPR). 



 

 
Thank you for partnering with us! 
Best regards, 
The BGCPC Team 
Boys & Girls Club of Placer County 


