
Henry W. Moore School 
Volunteer Fingerprinting Process 

 
 
Thank you for your interest in volunteering at Henry W. Moore School! Whether you are helping 
out with Popcorn Tuesdays or chaperoning an upcoming field trip, your involvement is vital to 
our school community. 
 
To ensure the safety and security of all our students, all volunteers and chaperones who will 
not be directly accompanied by a staff member at all times or who will have full access to 
the school building must complete a background check and fingerprinting before 
participating in school activities. Below is a roadmap to guide you through that process. 
 
Step 1: Complete the Application & Verify Your ID (At HWMS) 

●​ Action: Fill out the SAU 15 School Volunteer Application Form (available in the HWMS 
main office or on the school website). 

●​ Verification: Bring a valid, government-issued photo ID (e.g., Driver’s License or 
Passport) to the HWMS main office. A member of our staff will verify your identity, make 
a copy of your ID, and finalize your paperwork. 

●​ Tip: You can stop by during regular school hours, or contact Mrs. Sarra in the main office 
to coordinate the best time to drop in. 
 

Step 2: Application Submission to the SAU 
●​ Action: You don't need to worry about this step! Once the HWMS main office staff has 

verified your ID and completed application, we will submit the paperwork to the 
School Administrative Unit (SAU) office on your behalf. 
 

Step 3: Schedule Your Fingerprinting Appointment 
●​ The Turnaround: Once the SAU receives your application, their team will review it. 
●​ The Contact: Within 2-3 business days a representative from the SAU will contact you 

directly via the phone number provided on your application. During this call, they will 
schedule your fingerprinting appointment for a DMV location convenient to you. 
 

Step 4: Attend Your Fingerprinting Appointment 
●​ Action: Attend your scheduled appointment at the designated site. 
●​ What to Bring: Remember to bring a valid photo ID. 

 
Step 5: Final Approval & Notification 

●​ Processing Time: Background check and fingerprint results typically take 5 -10 
business days to be securely processed and returned to the SAU. 

●​ Notification: Once the SAU officially clears your background check, they will update the 
HWMS approved volunteer roster. HWMS will then notify you directly via email that 
you are officially approved to volunteer! 
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https://candia.sau15.net/forms/


 
 
 
Key Contacts for Assistance 
If you have questions at any point during this process, please reach out to the appropriate 
contact below: 
 

Department/Role Contact Person Phone Number Email Address 

HWMS Main Office Becky Sarra, 
Administrative Assistant 

603-483-2251  
ext 202 

bsarra@sau15.net  

SAU 15 Volunteer 
Processing 

Mimi Pelio, 
Administrative Assistant 
 
Kristen Bourgeault, 
HR Director 

603-622-3731  
ext 4012 
 
603-622-3731  
ext 4018 

mpelio@sau15.net 
 
 
kbourgeault@sau15.net  

 

Tips for Success 
●​ Plan Ahead: The entire process, from submitting your initial application to final 

clearance, can take anywhere from 2 to 4 weeks. Please start the process well in 
advance of any field trips, volunteering or events you wish to attend. 

●​ Expiration: Once you are cleared, your volunteer status is valid for three years. You will 
not need to re-fingerprint during this window unless notified. 
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