
 

 
 

Hello, my name is Mrs Megan Williams and I am the Senior Pupils Services Officer at 
Moredon Primary and Nursery School. Part of my role is to ensure that the School Office 
provides a smooth, efficient and friendly service for all of our parents/carers. I am supported 
by 3 Pupil Service Administrators. Miss Sarah Wood (who works Monday and Tuesday), Mrs 
Michele Robinson (who works Wednesday, Thursday and Friday) and Mrs Paula Smith (who 
works Monday, Tuesday, Thursday and Friday). 

 
Miss Wood and Mrs Robinson: 

 Are the first point of contact at the office window 

 Deal with the morning and afternoon absences  

 Organise our afterschool clubs 
 

Mrs Smith: 

 Co-ordinates our school lunches 

 Oversees payments on ParentPay for breakfast club and school trips 
 

 

The School Office is open from 8:30am - 4:30pm Monday to Thursday and 8:30am – 4:00pm Friday. We can 
be contacted via telephone (01793 600344), email (admin@moredon.swindon.sch.uk) or on the Absence 
Text Line (07860 005036). There may be times where we will be unable to answer your call, if you are 
unable to reach us please leave a message on the answering machine and we will contact you back as soon 
as possible.  
We have put together answers to some queries that parents/carers often have when their children first 
join our Reception classes. We hope that you find this useful, however if you have any questions, please do 
not hesitate to ask a member of the office team.   
 
 
ParentPay 
You will receive a ParentPay activation letter within the first week of your child starting with us. You will 
then need to create your ParentPay account which will enable you to make payments for trips and other 
items. If you already have a ParentPay account for a sibling who attends our school, you will be able to link 
these accounts by following instructions on ParentPay.  
 
 
Uniform 
You can order school uniform with our logo on from Michael Hope online at www.michaelhope.co.uk or by 
telephone 01225 464648.  
 
 
Absences/Lateness 
Please let the School Office know by 9am if you know that your child is going to be absent from school. You 
need to make contact with us every day. You can do so by leaving a message on the answering machine, or 
via our ‘no reply’ Absence Text Line (07860 005036). Please remember to include your child’s full name, 
class and reason for their absence. If you are contacting the School Office to advise that your child is going 
to be late, please also state what time they are due to be in. If you order a school lunch and do not let the 
School Office know by 9am that your child is going to be late, the lunch will be cancelled. If your child then 
arrives in school before lunchtime, you will need to provide a homemade packed lunch for that day.  
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