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CENSUS KIOSK TOOLKIT 
 

Greater Cincinnati Counts is deploying Census Action Kiosks in high-pact areas across our 

region over the next few weeks. The goal is to provide residents with an easy opportunity 

to ask questions and complete the census. 

 

The kiosks are internet-connected computers or tablets set to the U.S. Census Bureau’s 

website. Staff or volunteers will be on-hand to engage the public, answer questions about 

the census, and can provide digital literacy and language assistance to users. Staff can 

answer questions about how to use the devices and can help individuals find a census 

response option in their preferred language.  

 

As mentioned, the Greater Cincinnati Counts team will deploy kiosks in City and County 

buildings as well as partner locations across the region. But we are also counting on 

members of the Complete Count Committee to develop their own kiosk program. This 

guide aims to assist your organization in developing your program.  

 

If your organization is interested in hosting a kiosk but does not have the personnel or 

technology required, please feel free to reach out to Greater Cincinnati Counts. We will 

work to assist with you getting necessary resources or hosting an event. 

 

PLANNING YOUR KIOSK 

 
Devices 
Determine what devices will serve as kiosks. Devices must meet basic requirements in 

order to serve as a kiosk: 

o Have internet access (recommended 5 Mbps or greater) 

o Run the most updated version of a web browser 

o Basic security parameters 

 

Host Guidelines 
Hosting your own kiosk in your lobby or facility is an important way to ensure the program 

reaches as many corners of the community as possible. Guidelines for host partners can 

include:  

o Have a computer that meets the device requirements (listed above) 

o Outfit kiosk stations with branding materials 

o Maintain regular office hours 
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o Make kiosks available through the end of the Census Non-Response Follow-Up 

period (October 31, 2020)  

o Be ADA accessible  

o Best Practice: Have staff or volunteers on-site who have been trained to answer 

questions and provide tech, language, and literacy assistance (see more information 

about staffing below) 

 

Kiosk Space 
The features of the space in which kiosks are hosted make a world of difference. Libraries 

Without Borders, a nonprofit that has worked to deploy computer labs in community 

laundromats across the country, suggests the following in order to make kiosks inviting 

and user-friendly: 

o When working in public spaces, it is important to find a place that is both highly 

visibly to patrons, and that match the comfortability of the owner or manager of the 

space. 

o Colors and signage matter. If you are transforming a non-traditional space into a 

learning space, it is important to have info about it posted everywhere. People will 

not intuitively know that services are for them, so signs that say “yes, please use us!” 

will go a long way. Having standard signage and communications – in the languages 

that community members speak – across all kiosk locations can help people know 

that a location is an official, trusted kiosk.  

 

Staffing 
Kiosks are proven to be more effective if staff or volunteers are present to answer 

questions and aid users with completing the desired task. Common areas of support 

include: 

o Answering basic questions about the census and its purpose 

o Providing literacy and language assistance (the online census will only be available 

in 12 non-English languages) 

o Providing technology skills assistance 

o Addressing concerns about data confidentiality and security  

 

While staff may assist individuals with completing the census, they need to make it clear 

that they do not represent the U.S. Census Bureau. See below from the Census Bureau’s 

guidelines for partners: 

 

Only Census Bureau employees may collect responses directly from individuals. If you are 

providing devices for individuals to provide their own responses online, do not enter that 



 
 

3 
 

individual’s responses for them or watch them enter their responses. In other words, devices 

should not be “staffed.” 

 

Stakeholders should create an environment where individuals can respond without 

interference. This environment should ensure that someone’s responses cannot be seen by 

anyone unless they are a sworn Census Bureau employee… 

 

If a member of the public requests assistance in completing their form, please direct them to 

thee response option (online, phone, mail/paper, census taker visit to the home) that best suits 

their needs… If they still request your assistance with online response, you can provide this 

assistance but please inform them that you are not a Census Bureau employee and therefore 

their answers are not protected by law with you.  

 

Attire: Please wear your Census T-shirt, ID Badge, and a mask at all times. 

 

Spreading the word 
Ideally, communication and outreach efforts announcing the kiosk will begin well in 

advance of the go-live date.  This will help familiar community members with the purpose 

of the program –the purpose of the census, what the kiosks are, and how to use them. Think 

about a media release, blog post newsletter announcement and social media promotion. 

 

IN PERSON KIOSK BEST PRACTICES 
 

Staffing. This is undoubtedly the most important determining factor in whether a kiosk is 

successful. In-person contact is the most effective outreach tool available, and being able to 

facilitate good, quality conversation will help get people to complete the census. Having a 

stronger messenger who can relate to the people they engage will go a long way toward 

making a kiosk effective. 

 

Keep the following in mind as you are participating in or planning your kiosk: 
 

• It is about quantity as well as quality: There are thousands of people in the region 

who we will need to talk to multiple times for us to reach our goals. We want to have 

good, quality conversations with the people with whom we speak. However, we also 

need to ensure our limited time is used efficiently. No one should spend more than 

3-4 minutes talking to any one person (other than the time they are taking the 

survey). Be friendly and enthusiastic – but once you have answered their questions 

and they have answered your questions, politely end the conversation. 
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• Use the script, but put it in your own words: The script you are given will provide 

a good sense of the key talking points and the message we are trying to convey, but 

the messaging will be most effective if you can covey it in your own words. Try to 

use your personal story to convey why the Census is more important. 

 

• Don’t give people an “out”: Give them a reason to talk to you. Steer clear from 

using language like, “Do you have a minute to talk or are you busy?” or “Can we 

count on you or are you still thinking things through?” Passive language or requests 

will make it easy for someone to tell you “no” and shut down the conversation. 

 

• Arguing won’t convince anyone: Telling someone they are wrong is not going to 

convince someone to talk to you. It may have the opposite effect. When someone 

disagrees with your point, ask open-ended questions to get a sense of their values. 

Use that information to make your case. 

 

• Body language matters: Remember to smile and introduce yourself. Approach 

people with ease and make them comfortable in your presence. Maintain eye 

contact when talking. Be sure to have your materials and/or tablet to your side 

during conversation instead of reading directly from it.  

 

OTHER TIPS FOR CONVERSATIONS AT THE KIOSK 
Body language: 

• Smile and introduce yourself 

• Maintain eye contact 

• Keep your tablet at your side; do not read from it 

• Stay focused on the person 

• Stand tall and confident, no fidgeting 

• Keep a safe distance; do not invade personal space 

 

Speak with confidence 

• Speak clearly at a normal pace 

• Avoid up tones 

• Do not use passive words 

o Perhaps, possibly, maybe, could, try, hope, hopefully, think 

• Do not use filler words 

o Umm, err, yes, ok, right, you know, yeah 

o Basically, actually, obviously, realistically, absolutely 
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• Use the script as your guide; use your own words 

• Practice, practice, practice! 

• Don’t make things up; it’s okay if you don’t know the answer.  

• Guide the conversation.  

• Acknowledge what the individual is saying, and then do your best to bring the 

conversation back to your talking points 

 

Make the hard ask 

• Don’t give them “an out” 

• Pauses are okay 

 

KIOSK CHECK LIST 

Prior to leaving you are responsible for making sure you have everything you need: 

✓ Talking points/script 

✓ Summary sheet 

✓ Kiosk Manual and Census FAQ 

✓ Contact info for office, supervisor 

 

✓ Literature & handouts 

✓ Promotional items 

✓ Stickers 

 

✓ Laptops, tablets, chargers, and necessary cords 

✓ Extra chargers if needed 

✓ Stylus 

✓ Phones 

 

✓ Water 

✓ Pens 

✓ Other supplies as needed 

✓ Masks, gloves, sanitizer (clean tablets, laptops, etc. after every use) 

 

✓ Table & chairs 

✓ Tent 

✓ Signs/banners 

 



 
 

6 
 

DEBRIEF GUIDE 

 

Doing a daily debrief is vital to the success of your ongoing program. To be successful, 

our team must become more comfortable and effective in the field every day. Constantly 

revising, coaching and fine-tuning our pitches will make our messaging higher impact and 

this campaign a greater success.  

 

The daily debrief is also a valuable tool for managing staff and volunteers. People 

feel empowered when they can give feedback. Let your team tell you what makes them feel 

most successful and allow them to weigh in on that they need to elevate their performance.  

 

Finally, the debrief can be used as a valuable troubleshooting mechanism. Hit a rough 

spot today? It can be quickly fixed for tomorrow. Stay positive and mindful because each 

day is an opportunity to improve. 

 

Get everyone together and ask specific questions (and record answers) 

• Use feedback as agenda items for trainings/briefings 

• Record answers: 

o How it went – How was the location? Did the equipment work? 

o What people are saying – What is the buzz on the ground? Is there one issue 

or question that keeps coming up?  

o How did people respond to the script and talking points? 

o Share stories (good/bad/funny) 

• Remember to give positive feedback and make staff feel confident 

• Make a goal to work on tomorrow 

• Collect all reports form each staff member 

 

NOTE: “Everything was fine” is not an acceptable answer. Debriefing afterward is expected 

from each staff member every day. Everyone has an experience to share or learn from, even 

if it is not the most exciting. Every day is a learning experience. 

 

 

 

Remember: Keep working, every day to make your kiosk program 

more effective! 


