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ROC-NH Boards: Meeting Support Guide 
NH Listens is a group at the University of New Hampshire that helps communities have fair and respectful conversations. They offer the following tools can help people talk to each other in a calm and clear way, especially when emotions run high.
Conflict is normal. 
It happens when people care but disagree. Common disagreements include:
How decisions are made
How rules are followed
How money is used
How neighbors treat each other
Handled the right way, conflict can help people understand each other better and make stronger decisions together.
Quick Tips for Board Members
Stick to the agenda
Keep to one person speaking at a time
Encourage respectful listening
Redirect gently if needed
Clearly record decisions
Helpful Phrases to Use in Meetings
1. If people talk over each other
“Let’s pause — we need one person speaking at a time.”
“I’ll come back to you once ___ finishes.”
2. If emotions rise
“I can see this is important. Let’s slow down.”
“Let’s all take a breath before we continue.”
3. If someone feels unheard
“Can someone restate what ___ said so we know we heard it right?”
“Let’s make space for ___ to finish.”
4. If the conversation goes off‑topic
“Let’s return to the item on the agenda.”
“That’s important, but tonight we can only discuss the items on the meeting notice.”
5. If people make assumptions
“Let’s check our understanding. Can you explain what you meant?”
“Let’s focus on what we know, not what we think someone meant.”
6. If the group is stuck
“It sounds like we have a few different views. Let’s name them.”
“What’s one small step we can agree on right now?”

Closing the Meeting
“Thank you for participating. These conversations can be hard, but they help our community grow. We appreciate everyone staying involved.”
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