
JOB DESCRIPTION 
Bus Checkers 

 
GENERAL RESPONSIBIL ITY: 
The Bus Checker s hel p wi th tr anspor tati on for  Ar equi pa Gi r l  Scout Day Camp camper s, Pr ogr am Ai des and 
some adul ts by checki ng the bus passenger s on and off the bus safel y and fol l owi ng al l  secur i ty measur es. 
 
AUTHORITY AND RESPONSIBIL ITY: 
Posi ti on i s accountabl e to the Tr anspor tati on Coor di nator  for  the qual i ty of wor k pr oduced.  He or  she wi l l  
i nter act wi th the Bus Ri der s for  tur ni ng i n paper wor k. 
 
SPECIFIC RESPONSIBIL ITIES: 

§ Hel p make the pi ck- up/dr op- off of al l  camper s a smooth & easy and safe pr ocess   
§ Hel p ensur e the safety of bus passenger s pr i or  to boar di ng and di sembar ki ng the bus 
§ I f unabl e to ful fi l l  the commi tment made, ei ther  i n ful l  or  for  one of the days, r esponsi bl e for  

contacti ng the tr anspor tati on coor di nator   
§ P l an to ar r i ve at your  bus stop at l east 10- 15 mi nutes befor e your  schedul ed  bus ar r i val  ti mes  
§ Hol d up ( or  attach to your  car  antenna)  the Gi r l  Scout Tr efoi l  si gn you wi l l  be sent to hel p 

camper s/par ents fi nd the bus stop 
§ When camper s ar r i ve, make sur e they have a   p ink or  blue  str i p attached to thei r  gear  somewher e.  

Thi s i denti fi es the bus they wi l l  get on at camp al so 
§ On Monday mor ni ng, ask al l  camper s/par ents i f the camper  has any medi cati ons.  I nstr uct them to go 

di r ectl y to the nur se when they ar r i ve at camp to tur n them i n. 
§ Tur n i n the check i n sheet to the adul t bus r i der  i n the mor ni ng ( fr om the day befor e) .  [Pr ocedur e: 

Each day, put the car bon paper  between the two copi es of the check- i n/check- out sheet befor e you 
begi n.  You wi l l  gi ve the top copy to the bus r i der  befor e the bus l eaves i n the mor ni ng, & the bottom 
copy i s kept for  use i n the after noon.  Begi nni ng Tuesday, tur n i n the compl eted bottom copy of the day 
befor e to the bus r i der .  P l ease send Fr i day’s copy to Shar on Sagar , 92 Ri dge Road, Fai r fax, Ca 94930.] 

§ P l ease do not cal l  out the r eal  names of the pr ogr am ai des or  al l ow the younger  camper s to see thei r  
r eal  names on the sheets.  Keepi ng thi s secr et about thei r  r eal  names i s a tr adi ti on & we don’t want to 
r ui n i t for  them. Make a note of thei r  camp names on the fi r st day & tr y to r emember  them i f possi bl e. 

§ Make sur e the camper s and thei r  gear  get on the bus as qui ckl y as possi bl e, so the bus can stay on 
schedul e.    The bus needs to depar t pr omptl y to stay on schedul e.  I f the schedul ed depar tur e ti me has 
passed & a camper  ( s)  has not ar r i ved – DO NOT hol d the bus.  I f a camper  ar r i ves l ate (& you ar e 
ther e)  l et them know wher e the next bus stop i s l ocated & encour age them to tr y to catch the bus ther e, 
other wi se they wi l l  need to dr i ve the chi l d to Camp Ar equi pa. 

§ The bus may possi bl y ar r i ve l ate due to tr affi c, etc.   [Pr ocedur e: P l ease stay unti l  the bus ar r i ves, tel l  
al l  par ents that they need to stay al so.  Al l  par ents ar e r equi r ed to stay wi th thei r  chi l d & thi s pol i cy i s 
stated i n thei r  i nfor mati on packet.] 

§ For  the after noon dr op off, all adu lts must show you the ir  valid Dr iver ’s L icense  & sign for  
the ir  camper before  leaving w ith  them each day , no exceptions. You may begi n thi s pr ocess 
befor e the bus ar r i ves to expedi te thi ngs, but i t i s i mper ati ve that you check to be sur e that they ar e 
the appr oved per son to pi ck–up the camper .  Some gi r l s may have par ental  per mi ssi on to wal k home 
fr om the bus stop, whi ch wi l l  be noted on the si gn i n/out sheet.  I n the event a chi l d i s not pi cked up 
wi thi n 10- 15 mi nutes of the bus ar r i vi ng you wi l l  need to take the chi l d to your  home & cal l  the 
Tr anspor tati on Coor di nator  who wi l l  cal l  the par ent & emer gency number  for  that chi l d.  When the 
par ent ar r i ves they wi l l  need to pay you at a r ate of $25 per  hour  or  por ti on of an hour  that you have 
car ed for  thei r  chi l d.  P l ease do not make the chi l d feel  gui l ty for  the par ent’s mi stake.  And don’t feel  
gui tl y aski ng for  the money.   

 
ESSENTIAL QUALIFICATIONS: 

§ Abi l i ty to communi cate wi th al l  types of peopl e i n a posi ti ve manner .  Demonstr ates a hi gh l evel  of 
qual i ty communi cati ons at al l  l evel s of i nter acti on wi th par ents, camper s and staff 

§ Abl e to wor k i ndependentl y, wi th some di r ecti on fr om other s 
§ Abi l i ty to i nstr uct camper s and Pr ogr am Ai des i n safe pr acti ces on the bus 



§ Shows good j udgment 
§ Wi l l i ngness to uphol d the i deal s of Gi r l  Scouti ng as they per tai n to the Pr omi se and Law 
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