
Ho to Set Up Your GoCardless Direct Debit Mandate 

 

Parents are required to setup GoCardless Direct Debit (DD) for their CONTRACT bookings. Failure 

to do so, may result in cancelled bookings. 

 

Before a payment can be taken for a using Direct Debit, you will need to set up a Direct Debit mandate with us 

using our partner GoCardless. This involves you supplying your bank account details and agreeing that we can 

take money from this account to pay for the bookings. 

 

 

A Direct Debit mandate can be setup in 2 places 

1. From your dashboard in Kids Club HQ 

2. When choosing how to pay at the end of a booking 

  

Setting up a mandate from your dashboard in Kids Club HQ 
  

You must log in to the Kids Club HQ booking system. 

  

Once logged in and on the main page which shows historical bookings, you click on their name (top right) then 

click Payment Methods: 

  

 
  

In the view that is shown, you will see an introductory message and a button to set up a Direct Debit mandate: 

 

 

 
  

You click Setup a Direct Debit to start the process of setting up a Direct Debit mandate using GoCardless. 

  

There will be a few screens where you need to provide bank account details and confirm that you want to set up 

the Direct Debit mandate. The process will look like this: 

 

 



 
 

 

 
  

Once you have confirmed the details and the Direct Debit mandate is set up, you will be redirected back to Kids 

Club HQ where you will see the mandate listed in your payment options screen with a status of 

pending_submission 

  

  



 
  

You can view the status of the mandate at any time by accessing this screen. 

  

NOTE: Having a Direct Debit mandate is MANDATORY for contract bookings. Therefore you should not 

cancel the DD without firstly agreeing contract cancellation as per the Terms and Conditions. Cancelling a DD 

Mandate does not automatically cancel your contract agreement and payment obligations. 

  

 

Payment by Direct Debit for a contract booking 
 

For your contract bookings you will be automatically invoiced/billed for your child's sessions.  

 

Once a Direct Debit mandate is setup, this will be used to take payment for the contract booking automatically, 

which will typically be 3 days after the invoice has been generated. 

 

When you receive your contract invoice email it will note that payment for the booking will be taken on a 

particular date. Similar to this: 

 

 
 

The invoice details can be found by logging in to KCHQ, where the booking invoice PDF can be downloaded, 

similar to: 



 

 

 

The invoice download will have line items relating to the invoice, similar to below and marked asx Paid once 

payment collected. 

 

 


