
 Burgmann Outside School Hours Care 

How do I enrol/make a booking? 

Registering (first time users only): 

The following portal is on the Outside School Hours Care page of the Burgmann website: 

      

 

To use for the first time, click ‘Register’. 

Once registered you can then log in at any time by clicking 

‘Sign in’. 

 

 

You will be taken to an introductory welcome screen to collect basic information to allow you to 

create your account. The register screen looks like this: 

 

 

 

 

 

 

 

 

 

 

 

Once you have registered you will receive a ‘Confirm 

Registration’ email.  

 

Follow the prompts to create your password and use 

the click ‘here’ option log in.  

 

       

 

 



You will then be lead through the waitlist creation process: 

 

 

 

 

 

 

 

 

 

 

 

 

To add another parent/guardian Click ‘Add 

Another Contact’ or ‘Save & Next’ to 

continue to child details. 

To more easily enter dates of birth for 

contacts, click the month in the middle of 

the calendar. This will bring up the year 

and then decade. Click the left arrow to 

navigate to the appropriate decade, then 

click the correct year, month and date. 

 

To add multiple children continue clicking on 

‘Add Another Child’.  

You can then choose whether to make a 

permanent booking, register for a casual 

booking only or cancel without saving. 

 

‘Make Permanent Booking’ takes you through the Add Waitlist Details process. 

       Step 1: select ‘After School Care’ 

Step 2: select the campus your child will 

attend 

Step 3: select your preferred start date (Term 

1 starts Wednesday 1 Feburary), whether 

you will accept less days, the number of 

days you require and your preferred/not 

suitable days. 

Step 4: optional additional information 

related to your booking request. 

Click ‘Save & Finish’ 

 



You will need to complete this process for each child requiring a permanent booking. 

Once you have completed this step the OSHC office will be notified. 

Once the waitlist process is complete you will be taken to the ‘Parent Dashboard’.  

From here you can easily create additional Contacts, Children and Recurring (permanent) Booking 

requests. You can also request casual bookings. 

 

Completing the Enrolment Form: 

The Enrolment Form must be completed and submitted before you can accept a booking offer. 

When any changes or updates are made to an Enrolment Form you must click ‘Submit’ for these 

changes to take effect. 

Next to each child under the Child section there will be an Enrolment Information column. You need 

to complete the enrolment form for each child by clicking the ‘Start Enrolment’ or ‘Finish Enrolment’ 

button, depending on the progression of your registration and enrolment process.  

 

Once completed the button will change to:           

 

Please ensure you choose the service you would like to enrol in from the drop down box at the top 

of the form. 

 

 

Questions marked with a * are mandatory. 

When completing the enrolment form please ensure you click ‘Add Contact’ and ‘Add Medical 

Contact’ to add Additional Contacts and Medical Contacts. At least 2 Additional Contacts are 

requested for each child. 

 

 

Please provide as many details as possible to assist in contacting and verifying the identity contacts.  

You can decide what each Additional Contact has permission to do and it what order people are 

contacted. 

 

 

  



Medical conditions and dietary restrictions (including cultural restrictions) can be added by clicking 

the ‘Add’ button. Children at risk of anaphylaxis, suffer asthma or who have an allergy they may be 

exposed to at an OSHC program are required to attach the most recent action plan. 

 

 

 

 

When you click the ‘Add’ button the following screen will 

appear: 

Please include as much detail as possible, indicating the 

type, problem, severity and treatment. 

Please also include any other notes that may assist in 

accommodating children’s needs. 

 

 

For Immunisations, please upload and attach a copy of your child’s ‘Blue Book’ or your Medicare 

Immunisation statement. Alternatively you can complete the table above this indicating dates for 

each immunisation and bring your original to program prior to your child starting and we can make a 

copy. 

 

 

 

 

 

You do not need to complete the table if you upload a copy of your child’s immunisation records. 

 

You will finally be asked to complete some ‘General Questions’. Including ‘I understand that direct 

debit is the only payment method available…’ Clicking yes will bring up an ‘Ezidebit Form’ link. Click 

the link to complete and print the form. 

 

 

 

Once completed click ‘Submit’. In some instances it may take a few minutes to 

upload. 

You will be prompted to answer any missed mandatory questions when you click 

‘Submit’. You are also able to print your form once completed. We suggest you 

do so and bring it along to your child’s first session.  

 



Recurring (Permanent) Bookings: 

While your request is being 

processed by the OSHC office 

under the Recurring Booking 

Requests section, you will see: 

Once your request has been processed you will receive a notification that 

an offer has been made. Once you have logged into My Family Lounge your 

offer will appear under the Offer section. 

It will have an ‘Offer Expiry Date’. To view the offer click the ‘View 

Offer’ button. 

A Letter of Offer will pop up detailing the 

days that have been offered. Please check the 

days carefully to ensure they are correct. You 

will be contacted beforehand should we not 

be able to offer you all they days you’ve 

requested. 

You can then accept, decline or decline 

and change the offer. It will also detail 

your Accept/Decline Offer expiry date. 

You will then be asked to confirm the offer. If you are sure you would like to accept click ‘Confirm’. 

When you confirm your booking it will then appear in the Existing Recurring Bookings section. 

 

 

 

 

All offers will remain under the Offer 

section showing the status of the offer 

(accepted, declined, accepted pending 

enrolment submit).  

 

To create a new permanent booking click the ‘New Request’ button under Recurring Booking 

Requests. 

 

 

You will then be taken through the Add Waitlist Details process. 

All recurring bookings will end on 31 December of that year. You must rebook your child to attend 

the following year. 

Please do not use the Recurring Bookings section to request Holiday Program bookings. These 

must be done through the Casual Bookings section – details below. 

  



To edit or continue a booking for the following year: 

‘Sign-In’ through the portal on the Outside School Hours Care 

page of the Burgmann website: 

      

 

 

At the bottom of your Parent Dashboard you will see: 

  

Please check that your child’s booking has an ‘End Date’.   

Click ‘Edit’ –your child’s current booking won’t be affected when the new start date is after their 

current end date. 

 

Select your ‘Preferred Start Date’ (the first day of Term 1 

2017 is Wednesday 1 February 2017). 

If the number of days is changing please select the ‘No. 

of days’ you require. 

 

Tick the days you require (even if they are the same) 

next to ‘New Days’.  

Add any comment regarding flexibility if you wish to. 

Click ‘Save’ 

 

A new booking will 

appear under 

‘Recurring Booking 

Requests’ in blue. 

 

Children who are changing campuses must create a ‘New Request’ and ensure that the new 
campus is listed under the ‘Services to Enrol’ at the top of the Enrolment Form. 

You are not able to end a booking using the online system. To do so please email 
afters@burgmann.act.edu.au giving us details of your child, the program they attend and 
when you would like to end their booking.  

Please note cancellations require one weeks’ written notice to avoid charge.  

mailto:afters@burgmann.act.edu.au


Casual Bookings (including Holiday Program when bookings open): 

Casual After School Care bookings can be made online up until 12pm on the day of care.  

Holiday Program bookings can be made online up until the advertised closing date (excluding 

January). 

Click ‘Add Casual Booking’ under the Casual Bookings on the Parent Dashboard. 

   

 

Select your 

child, the 

program 

and room:  

 

This will bring up the Casual Bookings 

calendar.  

Select the day you would like to book. 

When booking multiple days, you need 

to book one day at a time. 

Please read any displayed notes carefully 

before clicking ‘Book Selected Day’. This 

action will then turn the date purple. 

 

When you have finished selecting the days you would like to book, click ‘Save and Exit’. 

Please read the Terms and Conditions in the pop up window before clicking ‘Confirm’. 

If the Service you require isn’t listed (e.g. Valley when trying to book Holiday Program), please check 

that Valley is ticked under ‘Services to Enrol’ in your child’s Enrolment Form. 

When requesting a casual booking, please ensure you select the correct room for your child’s year 

level. If you are unable to, please contact the OSHC Office by email and we will make the booking for 

you. 

 

Advising an absence: 

If you would like to advise us of your child’s absence please email afters@burgmann.act.edu.au. 

Notice periods to avoid charge apply. Please refer to our OSHC Family Handbook for more 

information. 

 

I need help: 

Contact the OSHC office by emailing afters@burgmann.act.edu.au. 
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