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The mission of the Capital Area Food Bank of Texas is to 
nourish hungry people and lead the community in ending hunger.

8201 South Congress Avenue | Austin, Texas 78745 | 800.786.2616 | fax: 512.282.6606

www.austinfoodbank.org

Getting Started             

Interested in:

Connecting with others? 
Learning more about services offered in your community?
Generating more support for your agency? 
Building a coalition to end hunger?  

A HUNGER ROUNDTABLE can be your tool to achieve all of these objectives! The term “hunger roundtable” was first coined in the Food Bank’s capacity building program in 2007 as CAFB staff planned the events in several Central Texas counties to bring everyone together to strengthen the fight against hunger. The results have been incredible: simple connections leading to more resources for hunger relief and community-building efforts. 
Now the challenge is yours: take the lead and plan a hunger roundtable for your community! The format is up to you and your team; however, we’ve included some basic steps we find helpful and effective:
Getting Started

· Establish a Hunger Roundtable Committee: You’ll need support in your effort for a great cause – ask for help!  Recruit committee members who are natural leaders in your organization or in others and who are interested in motivating teammates and building community.  
· Set A Goal: What would you like to accomplish? At some hunger roundtables, the Food Bank focuses on developing clear solutions to specific issues facing the community such as transportation or communication challenges. Even if the discussion is general, always leave the event with concrete solutions.
· Select a Good Location, Date & Time: Determine what location, date and time frame is most effective for maximum participation. The Food Bank often hosts the events at church or community center meeting rooms that are well-known and centrally located in a community. Often, noon to 1 or 2 p.m. on a weekday is a good time to host the event, as people can participate during their lunch break.  
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Caldwell County Hunger Roundtable

First Lockhart Baptist Church, August 30, 2007

Getting Started, continued             

· Make an “Ideal Participant” List: Which individuals or organizations should attend the event? Create a spreadsheet listing the names and contact information of those you’d like to invite, then track it as you contact them, using phone calls, emails and/or faxes. 
· Promote Your Hunger Roundtable: Begin promoting the hunger roundtable as soon as possible!  It’s easy to create a flier electronically, listing all relevant information (name of event, date, time, location, purpose, RSVP information), to email and mail. Dress your agency with the fliers, send out memos, submit notices to your internal newsletter, and announce the event at team meetings.  Consider promoting the hunger roundtable in community and church bulletins, and through news releases to local media outlets.
Tips for Creating an Effective News Release: 
· Make sure you wait until you have something with enough substance to issue a release. 

· Make sure the information is newsworthy. 

· Start with a brief description of the news, and then distinguish who announced it, not the other way around. 

· Make sure the first 10 words of your release are effective, as they are the most important.

· Avoid excessive use of adjectives and complicated language. 

· Deal with the facts. 

· Make it as easy as possible for media representatives to do their jobs.
Seven basic elements every news release should have:

“FOR IMMEDIATE RELEASE” or the date of the release:  These words should appear in the upper left-hand margin, just under your logo.  Capitalize every letter.

Contact Information:  Skip a line or two after release statement and list the name, title, phone number and email address of your agency spokesperson.  It is important to give an after-hours number since reporters often work on deadlines and may not be available until after-hours.
Headline:  Skip two lines after your contact information and use a boldface type.

Dateline: The city your news release is issued from and the date you are distributing the release.

Lead Paragraph: Grasp the reader's attention and include all relevant information (who, what, when, where, why).

Text: The main body of your news release where your message is fully developed.

Recap: At the lower left-hand corner of your last page restate the specifications of your release.
· Gather Supplies: Here’s a checklist of items commonly used by CAFB staff at these events:
· Printed agenda, including a roster of participants and a resource page 
· Blank name tags for participants (with thick marking pens)
· Pens or pencils for use by participants
· Chalkboard, or easel and large pad of paper, to record ideas during discussion
· Lunch or light refreshments (optional). Seek out donations before purchasing – this could be one way for a local market or restaurant to support your hunger-relief efforts.
Leading the Discussion 

Leading the Discussion
Following a clear event agenda is critical to the success of the hunger roundtable. 
· Develop, Distribute & Follow a Clear Agenda: Below is an example of an agenda from a recent CAFB Hunger Roundtable.
I. Welcome/Introductions

II. Hunger in X County
a. Local Hunger Statistics
III. Ways to End Hunger in X County
a. Partnership with CAFB
b. CAFB Resources including food stamp outreach & nutrition education

c. Advocacy

d. Other Opportunities
IV. Working Together to Achieve our Goals
V. Conclusion
· Start with Clear Introductions: Start by welcoming everyone, introducing yourself, and stating the goals of the event. This may be a good time to encourage each participant to introduce him/herself and his/her affiliation.  
· Be Mindful of Time: Stay on track with the agenda, and keep your eye on the clock. Respect the participants’ time by sticking to the planned schedule and concluding on time. 
· Encourage Participation: Create a welcome environment; encourage everyone to participate.
· Make It Educational: If time permits, include special presentations on issues directly related to hunger in your community.
· Hunger Awareness Education: Encourage participants to bring pamphlets and other resources about their services with them to the event. Display them all on one resource table, encouraging participants to exchange information. 
· CAFB speaker: Contact the Food Bank to request a speaker to share information about hunger, food banking, and resources offered through CAFB.  
· Partner Agency tour: Offer tours of your agency, available upon request, to raise awareness about how your agency operates. 
· Include a Clear Conclusion: Be sure to quickly review the main points or solutions generated in the event, thank everyone for participating, and remind them how to contact each other going forward.
Wrapping Up


It's over, and it’s a success!

Wrapping Up

· Celebrate Your Success: Pat yourself and your team on the backs! Your efforts certainly help your community.
· Acknowledgements: Send an email or a letter of thanks to all participants. Include a re-cap of a few of the most important points discussed, and any other information requested during the event.
· Tell Us Your Story: Visit http://www.austinfoodbank.org/partner/capacity-building/culture.html to post a testimonial on how your hunger roundtable went! 
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Freestone-Limestone Hunger Roundtable

First Methodist Church Teague, March 9, 2007[image: image5.png]



















