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1. Introduction

These protocols provide a set of guidelines for authors, reviewers, editors and all
others involved in creating the EUPHIX content. Their objective is to standardise the
content production and make it simple, understandable, consistent and reliable. To
achieve that, all those involved need to use the same terminology and execute the
tasks that have been assigned to their particular roles in the production process.
Please keep in mind, that these are not strict rules, but rather guiding principles that
will have to be regularly revised and updated, according to the development of the
EUPHIX project.

Annex 1 summarises the responsibilities of the webmaster, the project assistant,
authors and editors, while clarifying the particular procedures they are to follow.

Annex 2 provides useful guidelines and tips for writing and editing EUPHIX texts. The
guidelines included here are voluntary and non-prescriptive. Their aim is to facilitate
the work of authors, editors and reviewers and to further contribute to the consistency
and uniformity of the style and structure.

Annex 3 provides information about the content and design of EUphacts that editors
can send to authors to assist them in drafting their particular EUphact.

The protocols are based on the collective experiences of EUPHIX project staff and
the Kompas team (http://www.nationaalkompas.nl) at the Dutch National Institute for
Public Health and the Environment (http://www.rivm.nl/en/).
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2. Dictionary of terms

Term Definition

Author Person writing the text of a topic and
choosing the data

Internal reviewer Person from the EUPHIX team reviewing
the content of a topic

External reviewer Person, not belonging to the EUPHIX
team, reviewing the content of a topic

Editor Person coordinating the process of

writing and publishing, as well as editing
the content of a document. Editor works
closely with the author and with the
editor-in-chief.

Editor-in-chief (ed-in-chief) Person coordinating and editing the work
of all editors in his area of competence.
EUPHIX has three areas of competence
with corresponding editors-in-chief,
namely Indicators, EUphacts, and
EUphoci. The editors-in-chief work
closely with editors, the content
coordinator and the project manager.
Content coordinator Person checking the final drafts of
documents for consistency and other
common denominators**. Works closely
with the editors-in-chief and project
manager.

Language editor Person checking the final drafts of
documents for language, style
consistency, spelling and other

mistakes ***

Data manager Person responsible for technical aspects
of data collection, data entry and storage.
including meta data

Webmaster Person responsible for releasing the
website, MS Internet Information Server
configuration and maintenance, MS SQL
Server 2000 maintenance, developing a

test plan and performing system tests.
See detailed description in Annex (1)

Data presentation specialist Person with expertise in data
presentation; working closely with editors
and the data manager to produce the
best tables/graphs/maps possible.

Project manager Carries the final responsibility for the
release/publishing.
EUPHIX team EUPHIX team consists of the core team

at the RIVM, extended RIVM team and
project partners
Design sheet A template developed for EUphacts,
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consisting of several documents (see
chapter 4.1)

Topic

A subject developed into a EUphact or
EUphocus

Document

A basic content unit of a topic, such as
“Definition and scope” or
“Consequences”. It should fit onto one
screen, without scrolling.

Chapter

A unit of text within a document that is
preceded by a title, such as the units
“Prevalence” or “Trends” within the
document “Occurrence and trends”.

Paragraph

A basic unit of text signalled by a space
or indentation, that introduces a new
idea. It must fit on the screen without
scrolling. It should not be longer than
approximately 150 words

Title

A general or descriptive heading for a
section of written work (document,
chapter, or other)

Subtitle

An explanatory phrase following a main
title

Heading

Text displayed in larger than normal
typeface. Provides name or title of a
document or chapter. Different than
“header” (although in the Content
Management System “header” is used
when in fact “heading” is meant).

Lead

An opening sentence of a paragraph. It
can be used as a subtitle or heading. A
successful lead hooks the reader. In
EUPHIX, leads introduce the paragraphs
of the summary as well as each chapter
of a document

Conceptual tree

The EUPHIX topic tree consisting of the
following elements: conceptual category,
conceptual subcategory and
EUphact/indicator

Conceptual category

E.g. “Determinants of health”

Conceptual subcategory

E.g. “Health behaviours”

EUphact

An integrated summary of a subject or
knowledge element e.g. “Tobacco
Smoking”. A EUphact is linked to one or
two ECHI indicators, each has its logical
place in the topic tree; it is based on data
and their short interpretation and has a
predefined structure. The structure differs
for different conceptual categories****

EUphocus An integrated summary of a broader

subject or knowledge element, e.g.

“Mental Health in the EU”. A EUphocus
kaisers Page 4 30/09/2008
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incorporates several EUphacts, the
choice is guided by policy relevance; it is
cross-cutting and has a flexible structure.

WiP website Work-in-progress website of the EUPHIX
project (www.euphix.info), separate from
the main EUPHIX website. It
communicates the news and the
development of the project.

Internal hyperlink An internal URL, leading to another
EUPHIX document

External hyperlink An external URL leading to the web
address of a resource other than
EUPHIX

Semi-open peer review A semi-open peer review process reveals

the names of reviewers and editors in the
final published version of each EUphact.
In this semi-open system, reviewers
retain the freedom to recommend
rejection of papers in anonymity (via
editors). The system is intended to
acknowledge the contributions of peer
reviewers, to encourage reviewer
responsibility, and to

provide authors and readers with proof of
the EUPHIX’ rigorous peer review
process.

Contributors

* see Checklist for editors
xk see Checklist for final editors Terms related to EUPHIX docs
rkk see Checklist for language

editor General terms

**xx  gsee Design sheets chapter 4.1
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3. Publishing procedure

First Stage

1. Decision on the subject (EUphact or EUphocus) that will be tackled next.

2. The team and/or the expert network may suggest an author, and a reviewer.
EUPHIX team makes a final decision.

3. Editor sets up the document in the Content Management System — CMS —
(“planned” in CMS). The first draft of the text written in Word by the (external
or internal) author is edited by an (internal) editor. The editor checks and
advises on style and structure. Hyperlinks, references, sources, and data are
checked.

4. After the text has been edited and approved by the editor and the author, and
has undergone a quick check by the ed-in-chief (“pre-release” version in
CMS), it goes to the language editor.

5. After the language edit (in Word) is approved and implemented in CMS by the
editor, the ed-in-chief gives her/his approval (“approved by editor-in-chief” in
CMS).

6. Content coordinator approves the content and checks the consistency among
documents (“Approved by content coordinator” in CMS).

7. Project manager approves the document before its publication (“Approved by
project manager” in CMS).

8. When the document has been approved by the project manager and the
author, proof-read and is ready for publishing/release, the assigned editor can

put it in the “release-ready” status in CMS.

Second Stage

1. Once the text has been internally edited, an external and project partner
reviewer are invited to review the EUphact or EUphoci.

2. After the changes suggested by the external and project partner reviewer (in
Word) have been implemented and approved by the author, editor and ed-in-
chief ("approved by editor” in CMS), the text goes to the language editor.

3. After the language edit (in Word) is approved and implemented in CMS by
the editor, the ed-in-chief gives her/his approval (“approved by editor-in-chief”
in CMS).
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4. Content coordinator approves the content and checks the consistency among
documents (“Approved by content coordinator” in CMS).

5. Project manager approves the document before its publication (“Approved by
project manager” in CMS).

6. When the document has been approved by the project manager and the
author, proof-read and is ready for publishing/release, the assigned editor

can put it in the “release-ready” status in CMS.

The status of the document assigned to each of the above described steps is shown
in the flow chart on the following page. For an additional more detailed description of
the roles and responsibilities of project participants see Annex 1. For role-related

checklists see Chapter 7.
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4. EUphact design and presentation

4.1 EUphact design

4.1.1 Design sheets

Design sheets are templates. They set down the basic structure for each
category of a EUphact. Design sheets for the categories Health interventions and
systems and Health policies still have to be finalised. For more detailed
information on how to design a EUphact please see Annex 3.

EUphacts

For categories: Health status, Determinants

Summary (3-4 paragraphs)

Definition and scope

Occurrence (incl. trends)

Mortality (not applicable for Determinants)
Consequences for individual and society
Causes and risk factors

Interventions

Related EUphacts and EUphoci
Relevant databases, organisations and
projects

Figures, underlying data and maps
Authors, editors and reviewers
Literature and data sources

For categories: Health interventions and systems

Summary

Definition and scope

Current situation and trends

Related EUphacts and EUphoci
Relevant databases, organisations and
projects

Figures, underlying data and maps
Authors, editors and reviewers
Literature and data sources
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For category: Health policies

Summary

Definition and scope

EU policies and strategies
Evidence: effective policy measures
National policies and strategies
Related EUphacts and EUphoci
Relevant databases, organisations and
projects

Figures, underlying data and maps
Authors, editors and reviewers
Literature and data sources

EUphoci have a flexible structure and also consist of several documents. Later, we
may attempt to combine the summaries of the related EUphacts in the EUphoci
overviews.

4.1.2 Background documents and textual aids

To ensure that web-documents do not become too long, authors and editors can
use the following aids:

Detail document — a background document, such as a text table, that can
only be accessed via a link in a document and that isn't visible within the
document content list. It is to be used to support the statements made in a
visible document. A word/phrase in the visible document, which the detail
document supports, is highlighted and underlined and when clicked upon will
take the reader to the hidden background document. An explicit reference to
the background document can also be made by using a phrase such as “See
table on ..... " or “See WHO diagnostic criteria for diabetes”.

Definition — an explanation of complicated or technical terms/language. The
technical/complicated term is highlighted and underlined in the text and when
the reader moves over it or clicks onto it with his/her mouse the definition
appears in pop-up form. The process for entering definitons is outlined in
4.2.7 Inserting definitions into CMS.

Abbreviation — a shortening of a word or phrase, either by using the first few
letters or, in the case of a phrase, the first letter of each word (e.g. SCLC-
small cell lung cancer). The abbreviated form is highlighted and underlined in
the text and when the reader moves over it or clicks onto it with his/her mouse
a pop-up appears with the full version of the shortened word/phrase. The
process for entering abbreviations is outlined in 4.2.6 Inserting abbreviations
and acronyms into CMS.

Acronym - a word that is made by using the first letters of a phrase or by
combining initial letters or parts of words to get a new word (e.g. Eurostat).
The acronym is placed in highlighted and underlined form in the text and
when the reader moves his/her mouse over it or clicks onto it a pop-up
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appears that defines the acronym. The process for entering acronyms is
outlined in 4.2.6 Inserting abbreviations and acronyms into CMS.

Reference - states the source for particular information included in a text. The
process for entering references is outlined in 4.2.5 Inserting references into
CMS.

Links — are used to share extra information with the reader. Direct web-links
to external documents/projects/organisations should only be entered within a
pop-up or within the document Relevant databases, projects and
organizations. This ensures that the reader is not immediately taken away
from the EUPHIX website. For instructions on how to correctly fill in the
Relevant databases, projects and organizations document please see 4.2.8
Content and lay-out of Relevant databases, projects and organizations.

4.2  EUphact Presentation
4.2.1 General guidelines

A document is a basic content unit of every EUphact, such as “Definition and
scope” or “Consequences”.

Take the following into consideration when drafting a new document:

A document should fit onto one screen, making scrolling
unnecessary.

A document starts with the subject title (in bold), followed by a
document title (in italics). No section title (an optional field offered in
the Content Management System) should be entered.

The second column should always start with a header.

Under ‘Document properties’ the label name consists of the subject
and the title, separated by a hyphen: e.g. ‘Lung cancer —
Occurrence’. This label name will be visible at the bottom of the
page.

Under ‘Document properties’ the document title, such as
‘Occurrence’ is filled in as an alternative label name. This alternative
label name will be visible in the EUPHIX tree.

When linking between documents in the Work in Progress site and
the EUPHIX website use hard links.

Use an icon to link internally.

4.2.2 Use of Pop-ups in EUphacts
Pop ups are to be used exclusively for the following three purposes:

to define complex and/or technical terms

to show the full word or phrase that is represented in the text by an
abbreviation

to show full references
- to define an acronym
kaisers Page 11 30/09/2008
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Pop ups are not to be used for summaries or background information. Detall
(background) documents that can only be accessed via a link in a document
and that are not visible within the document content list are to be used for this

purpose.
4.2.3 Document Order

All EUPHIX documents should be placed in the following order within CMS to
ensure they are presented in a logical manner on the final website:

visible documents (e.g. Definition and scope)

detail documents, containing background information and/or text
tables (e.g. Diagnostic criteria (text table) )

links (e.g. Relevant databases, organisations and projects)

data presentation (e.g. Figures, underlying data and maps)

Please note that tables, figures and maps are placed into the Content
Management System as detail documents and are therefore not visible in the
document content list. They can only be accessed via an internal link within
the body of text in a visible document or via the document ‘Figures,
underlying data and maps’.

An example of the correct order is presented below:

kaisers Page 12 30/09/2008
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4.2.5 Inserting references into CMS

There are two types of possible references in EUPHIX, namely data sources
(e.g. databases such as Eurostat) and literature sources (e.g. publications
such as “Mark DH Deaths Attributable to Obesity. JAMA, 2005; 293: 1918-
1919"). In both cases the reference is placed in brackets next to the relevant
text in a shortened format (using an abbreviation/acronym — Netwriter
automatically applies this shortened format when the literature or data source

is entered correctly) and a pop-up is added in which the reference appears in
its full form.

When inserting a reference for a EUphact/EUphoci or Indicator:

the “List of authors” field should only be filled in when referencing a
book/article that does not stem from an organisation or institute (such as
the World Health Organization);

the “Institute” field should only be filled in when referencing a publication
from a particular organization or institute, such as the World Health
Organization;

the “Source quotation” field should only be filled in when referencing a
database or project from which particular data (such as a figure or table)
has been extracted/copied.

The following page illustrates the three options provided within CMS.

If the instructions above are adhered to, then the reference will automatically
be placed within the correct section of the Literature and Data sources list.
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4.2.6 Inserting abbreviations and acronyms into CMS

When inserting an explanation for an acronym or abbreviation into CMS,
highlight the abbreviation or acronym in the text and click onto the icon “ABC”
in the top menu (or Insert — Abbreviation). Select the field “new definition” in
the tab above, then enter the abbreviation/acronym into the “shortname” field
and enter the full name into the “regular expression” field. Only fill in the
“explanation” field if the abbreviation/acronym requires further defining and
ensure that the information entered in this field is short and to the point.

4.2.7 Inserting definitions into CMS

When inserting a definition into CMS highlight the word or expression that is
to be defined and click onto the icon “?”in the top menu (or Insert —
Definition). Select the field “new definition” in the tab above, then enter the
word/expression to be defined into the “shortname” field and enter the
definition into the “explanation” field. Ensure that the information entered into
the “explanation” field is short and to the point.

4.2.8 Content and lay-out of Relevant databases, projects and organisations

Relevant databases, projects and organisations: this document should
contain links to relevant databases, projects and organisations, including
as a minimum (if they exist):

0 Health-EU Portal — relevant theme pages (see
http://ec.europa.eu/health-eu/index_en.htm);

0 relevant web-based databases with health indicator information for
Europe or at least several European countries;

0 websites of relevant EU-funded projects in the field of Public
Health under the current programme (see PHEA website,
http://ec.europa.eu/pheal/index_en.html, right menu ‘special topics
>> list of funded projects’ for overviews); and

0 websites of other relevant European organizations and projects
(previous EU-funded projects or projects funded by other DG’s (for
example the research DG:
http://ec.europa.eu/research/index.cfm); WHO-projects; health-
networks; etc.).

Use of Url's in above document:

0 Use the url of the homepage or the first page. Do not use deep-
links to sub-pages with specific information, except for theme
pages of the Health-EU Portal.

o0 For EU-funded projects, if no project-website exists, use the link to
the description on the EU-website (it shows the description and
results of the project). For the right urls surf via
http://ec.europa.eu/health/ph_projects/project en.htm (funded
projects) and
http://ec.europa.eu/health/ph projects/project previous en.htm
(previous programmes). Funded projects for 2006 have no web-
based project description on the EU site.
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Description to be entered:

0 For Health-EU Portal theme pages use the format: Health-EU
Portal, [theme].

o For other links: give the abbreviation and the full name. If this is
not clear from the name, describe the character in one sentence
(e.g. whether it is a WHO project, or a stakeholder, advocacy or
research organization).

0 Examples:

Health-EU Portal, tobacco
IMCA project, Indicators for Monitoring COPD and Asthma
in the EU
IASLC International Association for the Study of Lung
Cancer

Order:

0 Order the links to acknowledge institutions first, then other

organisations, then projects as follows:
links to EU websites;
links to WHO websites (also WHO projects, action groups,
etc.);
links to websites of other organisations;
links to project websites, taking into account if and when new
information has been added to these websites.
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5. Indicator data presentation

Besides EUphacts, the EUPHIX website also includes data presentations for
indicators, in the form of tables, graphs, maps and/or interactive figures.
These can either stand alone or be added as supporting information to a
particular EUphact. The following provides a guide on how to design and
present indicator data presentations. Please also take note of the general
rules applicable to all data presentations included under 5.4.

5.1 Tables
5.1.1 Table types

There are two types of tables:
Text tables, in which concise textual information is arranged in columns
and rows (e.g. a table in which different stages of a disease are
described)
Data tables, in which numerical data are presented (e.g. a table in which
the mortality data of lung cancer for different countries are listed).

5.1.2 Incorporation of tables into documents

Both text tables and data tables can be fully incorporated into a document
that is part of the EUphact structure (e.g. ‘Occurrence’) or they can be
incorporated into a so-called detail (background) document that is not visible
in the EUphact structure. Tables incorporated in a detail document can only
be accessed via a hyperlink in a visible document and will appear as a pop-up
window.

Detail documents that are only accessible via a hyperlink exist in order to split
up information into multiple pages. Tables should be incorporated into a detalil
document where:

the size of a table does not allow a document to fit onto one screen;
the information presented in the table is of interest to a minority of readers
only;
the table contains (detailed) information that is not of crucial relevance for
the context of the document.
5.1.3 Naming of tables
In a detail document, using the caption style (italics), the complete name (title)
of the table is put right above the table, followed by the source(s) between
brackets. An example of this can be seen on the following page.

Please also see the general rules for data presentation titles under 5.4.
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5.1.4 Labelling of tables in CMS
When labelling tables in the Document Properties section of CMS:

leave the File field blank

in the Label field enter a title for the table/interactive figure

in the Alternative label field enter the same title plus indicate in brackets
what type of document (interactive figure/table) it is (note- maps do not
need to be indicated in this way, their special icon is used to
distinguish them from other documents)

See the following page for an example of correct labelling in CMS
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When you have followed the correct method for labelling tables, the tables
should appear in the menu in CMS as follows:
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5.2 Interactive Figures, Graphs and Maps
5.2.1 Guidelines for graphical presentation of data

If you have decided that using a graph is the best method to relay your
message, then there are four guidelines to remember:

1. Define your target audience.

Ask yourself the following questions to help you understand more about your
audience and what their needs are:

Who is your target audience?

What do they know about the issue?

What do they expect to see?

What do they want to know?

What will they do with the information?
Determine the message(s) to be transmitted.

2. Ask yourself the following questions to figure out what your message is
and why it is important:

What do the data show?

Is there more than one main message?

What aspect of the message(s) should be highlighted?

Can all of the message(s) be displayed on the same graphic?
Determine the nature of the message(s).

3. Consider the following instructions and their appropriate terms when
labelling the graph or describing features of it in accompanying text:

|If your graph will... |Use the following terms...

|describe components |share of, percent of the, smallest, the majority of

|compare items |ranking, larger than, smaller than, equal to

establish a time series change, rise, growth, increase, decrease, decline,
fluctuation

determine a frequency range, concentration, most of, distribution of x
and y by age

analyse relationships in  |increase with, decrease with, vary with, despite,

data correspond to, relate to

do any combination of the |e.g., ®@ercentage of dropouts among the 15 to 24

above actions age group has increased because of....©

4. Experiment with different types of graphs and select the most
appropriate:
pie chart (description of components)
horizontal bar graph (comparison of items and relationships, time series)

vertical bar graph (comparison of items and relationships, time series,
frequency distribution)
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line graph (time series and frequency distribution)
scatterplot (analysis of relationships)

5.2.2 Labelling and naming of interactive figures & footnoting

Follow the instructions included under the section 5.1.3.
Follow the instructions included under the section 5.1.4.
Follow the general rules for titles under section 5.4.

5.2.3 Colour and size of interactive figures, graphs and maps

When designing an interactive figure, graph or map the following rules
should be adhered to:

Men should be illustrated in all figures/graphs by the colour blue (rgb
49 130 189), women by the colour red (rgb 222 45 38) and men and
women combined by the colour green (rgb 49 163 84). Please note
that for maps, where the same colours (red, blue and green) are used
to indicate men, women or both sexes, there is an additional option
provided to use different shades/intensities of the three primary
colours. Below you can see which shades are to be used when
wanting to display up to 6 six classes (for more than six classes the
website www.colourbrewer.org is to be consulted, where you are to
enter the required classes and to select the type “sequential’ from the
different legend options):

One of the following heights should be applied to all interactive
figures/graphs created: 400, 500, 600, 700, 800 en 900. If your
figure/graph is between 601 and 700 tall, choose the Euphix chart tool
height 700. A demonstration of the various possible heights can be
found at the following web-address:
http://www.euphix.org/vtvRedactieGui/XMLEdit/Content.Preview2.asp
x?StructureNodeld=28051&0bjectld=4866&o0bjectTypeld=2

Use the Trends template, when designing an interactive figure that
should illustrate a particular trend. This will ensure that the axis of the
graph is correctly sized. The print screen below indicates where this
template can be found in the graphic tool.

Do not import an image exceeding 800 pixels.
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5.3 Remarks

All tables, graphs, maps and interactive figures are to be supplemented by a
box of text entitled “Remarks”. Their purpose is to comment on the quality
and international comparability of the data presented. To ensure consistency
across the EUPHIX website, the text placed in this section should follow a set
layout, as well as contain a similar set of information. Therefore,
authors/editors should take the following guidelines into consideration:
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5.3.1 Lay-out of Remarks

Remarks are to be written in plain text, rather than bullet point format (except
when listing information). They should match the layout of EUphact text and
therefore be split into two columns of text.

5.3.2 Content of Remarks

Remarks should not include:
Interpretations of the data being presented, unless the data
presentation stands alone and is not supported by a EUphact.

Remarks should contain the following set of information (if relevant and
available):

the source/s from which the data was retrieved (e.g. WHO database)
and whether the data was adjusted by the EUPHIX team in any way
(e.g. by being age-standardised) before being presented in the
table/graph/mapl/interactive figure

an explanation of the method/s that was/were used by the source/s to
collect the data and how this could affect the comparability of countries-
for example:

were self-reported surveys or examinations by medical
professionals used to obtain the measurements?

were national/regional/other-based surveys used?

if the source was an international organisation (such as WHO)
did the organisation concerned use raw data provided by the
countries themselves or did it collect the raw data itself and
standardise it according to its own methods?

a statement on any differences in when (e.g. the month/season)
the data was collected/measured in the countries and an
explanation of its possible effect on the comparability of the
countries (e.g. demographics different at the beginning of the
year than at the end of the year)

a statement on any differences in the make-up of the groups
measured and how that could affect the comparability of the
countries (e.g. different ages)

a definition of technical terms that would not be understood by a lay
person

an explanation for any missing values in the
table/graph/mapl/interactive figure (e.g. that there was no available data
for that value). However if no further explanation is necessary then a
footnote stating “No data available” is sufficient.

an explanation of any interruptions to a particular trend that are
noticeable in the presentation (e.g. the effect on a given trend caused
by the unification of West and East Germany).
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5.4 General rules for all data presentations

Titles
All data presentations should only have one title (i.e. if the figure/map
includes a title, do not create an extra one in CMS above it).
Data presentations in which data for different countries/regions and
EU-15/EU-27 are listed, starting with EU-15 and EU-27 (e.g. Trend in
mortality (SDR) from lung cancer in the EU-15 and Switzerland),
except for interactive figures, where “in selected countries” should
always be used (e.g. Trend in mortality (SDR) from lung cancer in
selected countries).
If a data presentation includes 8 or more countries, do not list these
countries individually, but use the phrase “in a number of countries” in
the title (e.g. Trend in mortality (SDR) from lung cancer in a number of
countries).
Within the document Tables, figures and maps all data presentations
are to be given a summarised title. This title should always include the
topic, the countries, the year/s and age ranges that are covered, and
state (in brackets) if it is an interactive figure (e.g. Mortality (ASR) from
lung cancer for men and women of all ages, in the EU-27, in 2002
(interactive) ).To avoid lengthy titles do not include information about
the source.

Sources
The source of the data and the year of accessing the data source are
placed between brackets, following the table name. Separate the
source name and year of access by a comma. Enter a definition for
the source with a hyperlink to the organisation’s home page (which
readers can click onto in the definition pop-up), e.g. ‘Percentage of
daily smokers in 2003 (source: WHO-HFA, 2006)'.
If there is more than one source, the sources are separated by a
semicolon (;), e.g. ‘(sources; WHO-HFA, 2006; Eurostat, 2006)’.
When your source is not a database, but a publication then it is to be
recorded as follows: e.g. Diseases and adverse effects caused by
smoking. Adapted from “Tobacco or health in the European Union”
(ASPECT, 2004)

ICD-codes

- When referring to ICD-codes in the title, we use the following format:
‘ICD-10 code J40-J47'. Enter a definition for ICD-10, so that when it is
clicked on the following explanation appears: ‘International
Classification of Diseases, version 10’. There is no need to mention
the ICD codes in the label name of the document and in the document
“tables, figures, maps”, but always mention them in the title.

Use of male/female
When referring to gender in tables and in table headings, use the
following terms: male, female, total (exception: where the data for both
sexes are presented — not separately for men and women - then use
‘both sexes’ instead of ‘total’). Do not abbreviate to “f,m”, unless the
full wording does not fit into the column. Also see note on general use
of male/female in Annex 2.

List order
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Lists of countries are presented in alphabetical order and in two
columns.

Use of abbreviations

- Countries are to be presented with their full English name. Use an
abbreviation (e.g. UK or CZ) where the name is too long, with an
explanation in the footnote (format of footnote: UK: United Kingdom,
CZ: Czech Republic).
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General lay-out
Countries need no table header.
All cells are vertically outlined in the middle. Headers, sub headers
and data are horizontally outlined to the right. Countries are
horizontally outlined to the left.
The title of a table should not exceed the width of the table.
Table headers should be capitalised, table sub headers not.

No data available?
Where there is no data available use a hyphen (*-*) with an
explanation in a footnote under the table (- : no data available).
Where there is no data available for specific countries, these countries
can be omitted from the table with an explanation in a footnote:
“Countries for which data were unavailable are not shown”.

Footnotes and units
In data tables, units are placed between brackets, such as (%).
When referring to a footnote use a letter in superscript instead of a
number (e.g. ‘2003%*). The footnote is placed underneath the table, in
italic format.

Remarks
When a table is incorporated in a detail document, general remarks
can be placed underneath the table, in a new frame (with a label and
the addition of a upward-facing arrow icon, that takes the reader to the
top of the page). For guidelines on the lay-out and content of Remarks
see chapter 5.3.
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6. Style guidelines

6.1 General remarks on web writing / style (more detailed remarks in Annex)

kaisers

The four main guidelines for writing for the Web are:

Be succinct: write no more than 50% of the text you would have
used in a hardcopy publication. Also try to write the chunks of the text
short enough to fit on the screen, so they do not require scrolling.
Introduce only one idea per paragraph.

Write for scan ability: don®require users to read long, continuous
blocks of text. Helpful tips:

Use two to three levels of headlines per article a general
page heading plus subheads - and sub-sub-heads when
appropriate). In EUPHIX we use leads to introduce the
paragraphs of the summary as well as each chapter of a
document. It is a full sentence, including a subject, verb
and object- e.g. Experts agree with this interpretation.

Use meaningful rather than "cute" headings (i.e. reading a
heading should tell the user what the page or section is
about)

The use of highlighting and emphasis to make important
words catch the user® eye is very restricted in the Content
Management System. Be consistent when making use of
it.

Use hypertext

Documents written as hypertext contain text that, when “clicked on" by the
user with a mouse, link to other documents in order to split up long
information into multiple pages. Long and detailed background information
can be relegated to secondary pages; similarly, information of interest to a
minority of readers can be made available through a link without
penalising those readers who don®want it. Each hypertext page should
be written according to the” inverse pyramid” principle: start with a short
conclusion (this is what we call a lead — it can function as a title or as an
opening sentence of a paragraph) so that users can get the essence of
the page even if they don®read all of it, and then explain.

Clarity and conciseness: avoid ambiguity, vagueness and
verbosity. See the example below:

Vague and verbose (you must read every word in this paragraph in order to
understand the steps involved in creating Web sites):

Web site development is a complex process that involves many steps and tasks that
range from budgeting to design and evaluation. First, you need to define the scope of
your project and determine a budget for site development. Then you need to survey
and map the structure of your information. The next step is to establish a look and
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feel for your site, and then comes the actual construction of your site. Once your site
is finished you need to make sure people know that it® there and how to find it.
Finally, you should spend time evaluating your site® effectiveness. As you embark on
the process of developing a Web site, keep these steps in mind and make sure that
you have the organizational backing, budget, and personnel you need to make the
project a success.

Concise and factual: The process of developing a Web site generally follows these
steps:

Site definition and budgeting
Information architecture

Site design

Site construction

Site marketing

Tracking and evaluation

oMb
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7. Checklists
a. Checklists for style and structure

Checklist for style (authors, editors, Eds-in-chief):

Clarity outranks the need for brevity. Make sure all sentences give a clear
message

Check word count and compare with agreed maximal length for an indicator, a
EUphact and a EUphocus

Strive for a sentence length of max. 20 words

Limit the length of a paragraph to approx. 150 words

Present ideas in expected word order: SVO (Subject Verb Object)

Check for overuse of the passive voice

Check connections (and, as well as...)

Check the use of definite and indefinite articles

Check punctuation, use of commas and semicolons

Identify quoted passages from other texts

Check hyphenation

Check capitalisation

Check foreign words and phrases

Check abbreviations (avoid overuse); acronyms and other abbreviated forms (are
they defined?)

Consistently use the international date format (e.g. 14 March 2002), and agreed
format for numbers and decimals (see Annex 1 for the agreed format)

Check bulleted lists

Check references format

Checklist for structure (authors, editors, Eds-in-chief)

Is the structure in accordance with the design sheet?

Re-read the first draft to understand the big picture: basic organisation and logic.
Use paper copy for that

Examine whether the text units and arguments are given in the most logical and
agreed sequence

Check whether the reasoning holds up

Evaluate inclusions of literature citations, links, definitions and abbreviations
Evaluate the data used and the graphical presentation of data.

Basic style/structure checklist for Eds-in chief, Content coordinator, Project manager

Titles and leads: accurate? Succinct? Effective?
Length appropriate?

Sequence of the text correct?

All of the text really needed?

Any relevant content missing?

Does data in the text agree with data in tables/graphs?
References correct?
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Checklist for tables and figures (work in progress)

Is the chosen data presentation/visual aid (bar chart, pie chart, etc.) the most
appropriate one?

Are the data correctly entered (compare with the original database)?

Can it fit in one screen to avoid the need for scrolling?

Is it easy enough to read?

Is the label clear, accurate and concise?

If it is an interactive figure- is a title included in the header above the figure (this is
required even if there is a title already included in the figure itself)?

Are decimals, percentages and numbers in the right format?

Are the colours used EUPHIX colours (see guidelines in chapter 5.2.3)?

Has the correct sizing been applied (see guidelines in chapter 5.2.3)?

Does the source contain “Adapted from...” or “Published with permission...” if
necessary?

Have footnotes been correctly entered (see guidelines in chapter 5.4)?

Does the data presented contain a ‘Remarks’ section?

Does the information presented in the ‘Remarks’ section follow the guidelines on
lay-out and content set down in chapter 5.3?
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b. Checklists for those involved in publishing process

These checklists are to provide assistance to those involved in producing and
publishing EUPHIX documents. They contain a list of things that need to be
checked before putting a document in the status “approved” within the Content
Management System. Participants’ roles are described here. One person may
assume one or more roles. Detailed guidelines can be found on page 3 - 5 and in
Annex 1. For an outline of the document status options offered in the Content
Management System see the scheme on page 7.

Important remark for all those performing editing tasks in Word: USE THE
EDITING MENU in the “View” toolbar with its mark-up elements (shows
comments, insertions and deletions, formatting and reviewers). This will give
the person whose work is being edited a reasonable overview of suggested
changes and the fair chance to discuss them with the editor.

7.1 Checkilist for the author (in Word)

Text Does the text cover the subject indicated
in the title

Is the language and style used in
accordance with the guidelines

Are titles/chapters in accordance with the
design sheets

Is the length of the document appropriate
Spell check

Data Is the selection of data appropriate

Are data reliable, relevant and properly
described in labels and text

Feasibility and mode of data handling
(author editor data manager)

Is the presentation of data appropriate
(are visual aids (tables, figures and maps)
used wisely and well? Guidelines chapter

5)
References Are all references listed and in the proper
format (see chapters 4.1.2 and 4.2.5)
Definitions and Are all relevant definitions and abbreviations
abbreviations included

Links (internal and external) | Check whether the links indeed link to the
pages indicated in the text

7.2 Checkilist for the editor during/after entering data into Content Management
System (CMS)

Text Style and structure check. See above.

Style: adapt; check the length and the clarity
of the sentences, control the length of the
paragraphs and the total word count (must
not exceed the agreed number).

Data See above.
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References

See above

Definitions and
abbreviations

See above

Links

Check whether the links work

Contributors

Name authors and reviewers

Document status

Are documents in the appropriate status in
the CMS

7.3 Checklist for editor-in-chief

Content Style and structure check. See above.

Data See above. General check.

References See above. General check.

Definitions and See above. General check.

abbreviations

Links Check whether the links work

Contributors Authors and reviewers named appropriately?

Document status

Are documents in the appropriate status in
the CMS

7.4 Checklist for the content coordinator

Content

Data

Check the text for any incongruities in content after
language editing.

Check consistency between data and text, as well as
data choice and presentation among documents

Consistency

Check consistency among documents: language, style,
titles, layout of text, tables, graphs and maps, etc.

7.5 Basic checklist for the reviewer. Reviewers are free to comment on all other

kaisers

aspects they consider relevant.

Content

Does the text appropriately cover the
subject indicated in the title

Is the language and style used
appropriate and in accordance with the
guidelines

Data

Is the selection of data appropriate

Are data reliable, relevant and properly
described in labels and text

Is the presentation of data appropriate
(are visual aids - tables, figures and maps
—used wisely and well? Guidelines
chapter 5)

References

Are all relevant references included?

Definitions and
abbreviations

Are all relevant definitions and abbreviations
included?

Links

Check whether the links work

Contributors

Does the reviewer wish to be named at the
end of the document?
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7.6 Checkilist for the language editor

Text Style
Structure
Mechanics (punctuation, etc.)
Grammar
Data Spelling, etc. in tables and figures
References Spelling
Definitions and Spelling
abbreviations
Links (internal and external) | Spelling

7.7 Checkilist for project manager: general check of:
data, links, definitions, abbreviations, references and workflow

final approval for the release

7.8 Checklist for the release (work in progress)

EUPHIX.ORG

Homepage

[] Has the Tools for easy access and information section been updated to

include any new tools?

Are the definitions for EUphact and EUphocus up-to-date?

Does the correct version number and date of the new release appear at the

bottom of the homepage?

[ ] Has the background document EUPHIX Expert Network been updated (i.e.
are there any new Expert Network members that need to be added)?

0]

Sitemap

[ ] Have links to all new indicators, EUphacts and EUphoci been added to this
overview?

[] Have links to all new external links (Relavant databases, projects and
organisations) been added to the overview?

User guide

[] Is the structure overview up to date?

[ ] Inthe How do | quote EUPHIX instruction has the release version number
been updated?

[] Has the reference date been updated to a more recent date (otherwise it will
look like the website is hardly ever updated)?

[] Are instructions provided for any new tools added to the website?

Contact
[ ] Are the contact details recorded here up to date?
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EUPHIX Newsletter

[ ] Has a new newsletter been created and added to the website?

[ ] Does the newsletter list include links to all new presentations?

[] Has the correct date been entered at the top of the newsletter (i.e. the date of
the release)?

[] Does the newsletter specify when the next release will be and which new
topics and/or tools will be added to the site?

[] Does the newsletter include a link to the Work in Progress website?

[ ] Does the newsletter invite readers to contribute to the EUPHIX website and

include a contact email address?

Introductory texts for conceptual categories (e.g. Mortality)

[ ] Does the text accurately convey what kind of information and data is included
within this category?

[] Are the different introductory texts consistent (e.g. where the same term is
discussed, such as “standardisation”, is this explained in the same manner)?

[] Are any technical terms/expressions adequately defined?

[] Do all pop-ups included here work?

Indicators, EUphacts and EUphoci

[] Has the grey-shading of the item (indicates not yet filled) in the EUPHIX
conceptual tree been removed?

Does the introductory text (for Indicators only) provide an accurate description
of the indicator/s being presented?

Has the correct status text been entered?

Where the same status has been subscribed to different topics, is this
indicated using the same wording (e.g. do all indicators that have been
internally edited state: “This indicator has been internally edited.”)?

Have all documents been put into production (i.e. are they all visible)?

Do you experience any technical difficulties when trying to open documents or
go back to documents you just opened?

Are there any content or lay-out inconsistencies between documents (e.g. in
the titles of documents/paragraphs/figures etc.)?

Are there any content or lay-out inconsistencies between different
indicators/EUphacts/EUphoci (e.qg. in the titles of documents/ paragraphs/
figures, in the Remarks sections etc.)?

Have the author/s’, editor/s’ and reviewer/s’ names (if applicable) been
correctly entered (also check that the correct name is listed at the bottom of
every web-page)?

Do all pop-ups work?

Have all definitions, abbreviations/acronyms and references been entered in
the correct format?

Have all technical terms/expressions been defined?

Do all internal and external links work when clicked on?

Have deep-links/hyperlinks been reserved for items listed in the Relevant
databases, organisations and projects document?

Do the tables, figures and maps documents open when clicked on?

Does the interactive figures tool work in both the static version and dynamic
version after clicking (e.g. can you remove countries/years etc.)?

N I I I I B A
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Has a relevant title been entered for all tables, figures and maps (does it
convey what is being presented)?

Has the Relevant databases, organisations and projects document been
correctly filled in according to the guidelines in the Protocol (p.14 — 15)?

Are any major relevant databases, organisations and projects not included in
the above document?

Are all data presentation documents visible in the document Tables, figures
and maps?

I I R N I

EUPHIX.INFO (WORK IN PROGRESS SITE)

EUPHIX news and progress

[ ] Has a news item been added about the new release?

[ ] Have all old news items been relegated to the archives?

[] Has a news item been added about any Full Project Meetings that have been
recently held?

EUPHIX aims and objectives

[] Is the number of EU member states recorded here up to date (i.e. have any
new member states been recently added)?

[ ] Are the objectives recorded up to date?

EUPHIX key features

[] Is the information recorded here up to date (e.g. where tasks are recorded as
taking place in the future- is this still the case, or have these tasks now been
completed)?

EUPHIX workplan

[ ] Is the information recorded under the heading Planning up to date?
[] Has the time table and milestones document been updated?

[] Have the work packages been updated with any newly added targets?

EUPHIX participants

[] Is the introductory text up to date (i.e. is the project still managed and funded
by the same organisation/s)?

Is the list of project partner staff up to date (i.e. are there any new staff, have
any staff resigned)?

Are the web-links to the partner organizations still in use/ up to date?

Is the list of project staff up to date (i.e. are there any new staff, have any staff
resigned)?

Is the photo of the project staff up to date?

Is the RIVM section up to date (i.e. do all web-links still exist, do any new
major RIVM projects need to be recorded here)?

I I

EUPHIX meetings
[] Is the date and place of any upcoming meeting recorded here?
[] Has areport on the most recent Full Project Meeting been added?

EUPHIX presentations
[ ] Are any recently held presentations on EUPHIX added here?

Related projects
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[] Is this section up to date?
[] Have any new major related projects been included to this overview?

Links

[] Are the existing links provided here up to date (i.e. do they still exist)?

[] Do any new links (to projects, organizations, databases etc.) need to be
added here?

Contact
[ ] Are the contact details recorded here up to date?
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Annex 1 — Roles & Responsibilities

1. Webmaster

Releasing the website

Tasks:
checking whether all documents have “in production” status within the
Netwriter system:
http://www.euphix.info/vtvRedactieGui/report/report.aspx?rootid=6.
Running Netwriter release tool (make sure to include underlying folders)
copying .html release files to the WebEUVTVEXt server (e.g.
www.euphix.info/releasel)
Check whether site is working by using check list (to be made by webmaster)
and also by using software for checking existing hyperlinks within the website.
Communicating with editors and ICT coordinator (RN) about release
schedule.

MS Internet Information Server configuration and maintenance

Tasks:
- Creating the appropriate physical and virtual folders

Ensuring proper directory security

Setting the right website properties (depending on specific site properties)

MS Indexing Server configuration and maintenance, e.g. making sure the

right folders are being indexed and checking the search result.

MS SQL server 2000 maintenance

Tasks:
Restoring .bak backup file and running system stored procedure to restore
user logins.
Maintaining the dbEuphix_Pilotx publication databases on the DataEUvtvEXxt
SQL server.
Keeping track of database performance, e.g. by using the SQL management
tool process info.
Communicating about database issues with Euphix data manager (Patrick
Steinberger) and ICT coordinator (RN).
Possibly conversion from SQL 2000 to SQL 2005 server, i.e. decide whether
conversion is necessary, when ,etc.

Developing atest plan and performing system tests
Tasks:
- Ensuring that all the above tasks are done in the right order and in
accordance with those involved. There should be a clear coordinated plan for
all the above activities, including a schema of things that should be tested
after each step. Preferably by using a commonly used ICT standard for
system testing.
Keep track of system performance, e.g. by using performance test software.
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2. Edi

Communicating about release issues using issue list on
Q:\DATA\PROJECTS\Euphix\Technical\Documentation\ Release Issues.xIs.

tor

Contacting and guiding authors

Contacting & Guiding Authors

Tasks
1.

kaisers

First contact: editor sends the invitation with the background information
(explaining shortly what EUPHIX is, announcing that we seek an author for a
short review article that will be published on Internet, a fee of €1500, as well
as an email with detailed description and links to both websites) by e-mail,
then calls within two working days to confirm that the e-mail has been

received and read.

Second contact: if invitation accepted, editor calls the author to inform him/her
about the essentials of the work. At this point the editor should discuss the
time-frame involved and set realistic deadlines for the different stages in the
drafting process for both him/herself and the author. The deadlines should
take into account the extra time (approximately 7 weeks) that is required for
the internal review (by the ed-in-chief, language editor, content coordinator
and project manager). Deadlines for the following stages (and any other
necessary steps) should be agreed and documented within Gemini (see filing
procedure Annex 1, p.33-34):
a. author sends author outline of the planned structure/content for the
EUphact/EUphocus, including suggestions for data to be used;
b. editor sends author feedback on planned structure/content/data;
c. editor creates tables, graphs, maps from agreed sources and sends a
copy of these to author to view and comment on;
d. author sends editor first complete draft of text and feedback on data

presentations;
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e. editor sends author feedback on first complete draft of text and makes
any necessary adjustments to data presentations based on author’s
feedback;

f. author sends final version of text to editor;

g. editor makes any necessary revisions to text and sends the author a
copy of the completed version for his/her information only (at this point
the internal review process can start).

3. Third contact: editor sends a letter with further details about the author’s
contribution. A template is attached displaying the division of the EUphact in
chapters. Consultation dates and deadlines tentatively agreed upon in the

earlier communication (see list above) are listed in a second attachment.

4. After a final consultation with the editor, the author sends an invoice to the
EUPHIX project assistant.

If the above agreed deadlines are not adhered to by the author then the editor should
undertake the following steps:
i.  send areminder email to the author the working day after the
due date;

ii. if no reply within two working days, call the author and
request that he/she meets the agreed deadline within 5
working days;

iii.  if new agreed deadline not met send email to content
coordinator requesting that he/she contacts the author and
ensures that the promised text is delivered.

Template Invitation letter and examples of previous letters sent are available under:
Q:\DATA\Team Internationaal\4. Correspondence\Authors

Background information for authors on the content and design of EUphacts is
included in Annex 3 (p.47-53).
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Contacting and reminding reviewers
Tasks
1. First contact: editor sends the invitation letter/email explaining shortly what
EUPHIX is, announcing that we seek a reviewer for a short review article that
will be published on Internet, then calls within 48 hours to confirm that the
letter/email has been received and read.

2. Second contact: if invitation accepted, editor sends the Word document of
the EUphact, as well as the web address and asks the reviewer to deliver
her/his work within 4 weeks.

3. If no reply after 4 weeks: 1° reminder per email

4. 1f no reply in 2 weeks, 2™ reminder per email

5. If no reply within a week, give the whole thing, with the correspondence, to
the EUphacts editor-in-chief or the Project Manager. If he cannot get the
reviewer to finalise his work, a new one must be found urgently (we should

always propose two reviewers and keep one as a reserve).

Keep a log of your contacts and results in Gemini. A template Invitation letter,
reminders and background information for reviewers are stored under

Q:\DATA\Team Internationaa\EUPHIX\4. Correspondence\Reviewers

Filing of publishing process agreements

Procedure

In the course of the publishing process agreements will be reached regarding the
contribution of people both internally (within the RIVM-VTV) and externally. These
agreements are to be recorded in such a way that others within the RIVM EUPHIX
Project Team are able to access them. This means that the editor must file all
relevant communication, such as written comments of the author, reviewer and/or

other experts/consultants for the EUPHIX-item he or she is working on.
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Agreements made are to be recorded using the Gemini tracking system. A separate
issue is to be created for each EUphact/Indicator and within this issue all agreements
are to be detailed in the description field provided. Important e-mails may be copied
into this field for further clarification. The names, (e-mail) addresses and phone
numbers of all contacts are also to be recorded, as well as their position and the
organisation they work for.

Important email correspondence can be printed and filed in paper format. Articles or
background information used throughout the publishing process can also be filed in

this manner.

An example of how to file correspondence within Gemini can be seen on the

following page.
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3. Editor and Project Assistant

Obtaining publishing permission for copyrighted material
Tasks

1. The author and the editor decide whether text/table/graph/map has to be
copied from another source. This should be avoided as much as possible, but
we are aware that in some instances it may be necessary. It is the editor’s
responsibility to determine whether the item is copyrighted and requires
apermission to be published, or not! Furthermore, it is the
responsibility of the editor to determine who the copyright holder is and
to_obtain his/her contact details.

2. The editor informs the Project Assistant (PA) of the need to seek copyright
permission and provides the exact source (copyright-holder) of the
copyrighted material in an email that is centrally archived (Q:\DATA\Team
Internationaa\EUPHIX\! EUPHIX Projectdossier\7.1. Products -
Content\Permissions for copyright material). Without that, the PA is not
obliged to seek the permission from the source.

3. PA obtains the permission from the source and forwards it to the editor. This
email correspondence is also centrally archived (Q:\DATA\Team
Internationaa\EUPHIX\! EUPHIX Projectdossier\7.1. Products -
Content\Permissions for copyright material).

4. The standard text for seeking a permission to publish copyrighted material
should look like this (adaptations to individual cases may be necessary):

Dear Madam, dear Sir,

We are in the process of creating content for the EUPHIX website, a web-
based knowledge system for health professionals, policy makers and others.
We are currently working on [name of EUphact/EUphoci/Indicator] and would
like your permission to include [what?] in our online publication.

The EUPHIX website is available to the general public and can be accessed
at: www.euphix.org.

Thank you in advance for your assistance.
Kind Regards

On behalf of the EUPHIX team

>Project Assistant<

5. The editor includes a note: published (and/or adapted) with the permission
of...(source) in the footnote of the copyrighted item.

The Content Coordinator (CC) is cc-d on all correspondence regarding
copyright.
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4. Project Assistant

Answering emails

Tasks
The project assistant will check mail daily and distribute the incoming mail to
the person he/she deems responsible for the topic or theme in question.

External emails and answers to them should be archived centrally.
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Annex 2 — Language & Style
1. EUPHIX language and style rules

1.1 References

EUPHIX uses Vancouver style, as foreseen in the Content Management System.
For details see: http://www.icmje.org or
http://www.sussex.ac.uk/library/infosuss/referencing/v_bibliographyl.shtml).

If there is more than one reference, separate them with a semi-colon “;
(e.g. Jansen, 1999; De Vries, 2003).

Do not include the year, when referencing Eurostat and WHO-HFA sources.

Footnotes should be indicated with a letter (instead of a number).

1.2 Numbers, fractions, percentages, rounding off

Use figures for numerals from 11 upwards, and for all numerals that include a
decimal point or a fraction (e.g. 4.25). Use comma after the first digit in numbers
above 999 (e.g. 1,000). Simple numerals from one to ten are spelt out in full.
Exceptions to this rule are page numbers, percentages (e.g. 4%) and sets of
numerals, where some are higher than ten, e.g. Deaths from this cause in the
past three years were 14, 9 and 6. It is occasionally permissible to use words
rather than numbers when referring to a rough or rhetorical figure (such as a
thousand curses).

Fractions should be hyphenated (one-half, three-quarters, etc) and, unless they
are attached to whole numbers (8%, 293), spelled out in words, even when the
figures are higher than ten: e.g. He gave a tenth of his salary to the church, a
twentieth to his mistress and a thirtieth to his wife.

Use m for million, but spell out billion, except in charts, where bn is permissible
but not obligatory. Thus: 8m, £8m, 8 billion, €8 billion. A billion is a thousand
million, a trillion a thousand billion, a quadrillion a thousand trillion.
Use 5,000-6,000, 5-6%, 5m-6m (not 5-6m) and 5 billion-6 billion. But sales
rose from 5m to 6m (not 5m-6m); estimates ranged between 5m and 6m (not
5m-6m).

Where to is being used as part of a ratio, it is usually best to spell it out (ratio two
to nine). Where a ratio is being used as an adjective, figures and hyphens may
be used, but only if one of the figures is greater than ten: thus a 50-20 vote, a 19-
9 vote. Otherwise, spell out the figures and use to: a two-to-one vote, a ten-to-
one probability. Do not use a hyphen in place of to except with figures (ages
15-85 vs. two to three weeks).

With figures, use a person or per person, a year or per year, per capita or per
annum.

Use the sign % instead of per cent. But write percentage, not %age (though in
most contexts proportion or share is preferable). Round off after the first
decimal, using the old rule- if the first number after the decimal place you are
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rounding to is five or higher then round up; if it is four or less then round down
(e.g. 2.78is 2.8; 10.43 is 10.4). If there are two digits after the decimal point then
round down to one digit after the decimal point. Do not use a decimal point when
speaking of hundreds in percentages. Where mixed data is available (e.g. some
with and some without decimal points) a presentation strategy can be argued
upon a case by case basis.

1.3 Quotations

Use single quotation marks for quotations, reserving double quotation marks for
guotations within quotations. For example:

As Wilson (1999) notes: & we accept this proposition, we will naturally ask, "What
is the cause of the uncertainty?" A generalised answer is, "a problem".©

Do not use quotation marks around terms which you regard as unusual or to
which, for some other reason, you wish to draw attention; instead, use italics. For
example: Schutz® notion of typification, not, Schutz® notion of "typification" or
®pification© In general avoid over-using this device—in many cases it is
unnecessary and only serves to break up the reading of the text.

Placing of other punctuation: place a comma or full-stop within the quotation
marks when it genuinely belongs there, i.e., when it is part of the original
quotation. In all other circumstances, place the comma or full-stop (or other
punctuation) outside the end quotation mark. Can you verify that John said,
@here is only one key to the room@

1.4 Capitalisation
Capitalise consistently: The general rule is to dignify organisations and
institutions with capital letters, but not people.

People: use a capital for ranks and titles when written in conjunction with a name,
but not when on their own. (President Bush, but the president).

Organisations, ministries, departments, treaties, acts, etc, are capitalised when
their full name is spelt out (or something pretty close to it, e.g. European
Commission). Organisations, committees, commissions, special groups, etc,
that are impermanent, ad hoc, local or relatively insignificant should not be given
a capital (the Oxford University bowls club).

Do not use a capital for rough descriptions (the safety act, the American health
department, the French parliament, as distinct from its National Assembly). If
you are not sure whether the English translation of a foreign name is exact or not,
assume it is not and do not capitalise it.

The European Union may become the Union after it is first mentioned in the
text. But most other organisations—agencies, banks, commissions (including the
European Commission), etc—take lower case when referred to incompletely a
second time.

Places: capitalise definite geographical places, regions, areas and countries (The
Hague, Transylvania, Germany), and for vague but recognised political or
geographical areas: the Middle East, South Atlantic, East Asia (which is to be
preferred to the Far East), the West (as in the decline of the West), the Gulf, the
North Atlantic, South-East Asia, the Midlands, Central America, the West
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Country. Europe® divisions are now geographically imprecise, so do not use a
capital for central, eastern and western Europe. But North, Central and South
America are clearly defined areas, so should be given capitals as should
Central, South, East and South-East Asia.

Capitalise nouns before numbers (e.g. Table 2), capitalise the first word after a
comma or colon if, and only if, it begins a complete sentence. For example, " This
is a complete sentence, so it is capitalised.” As a counter example: "no
capitalisation here."

All headers and table headers should be capitalised; table sub headers should
not.

1.5 Commas

Use commas before "and" in lists, for example, height, width, and depth; use
commas between groups of three digits, for example, 1,453. Use commas in
exact dates, for example, April 18, 1965 (but not in April 1965). Use commas to
set off a reference in a parenthetical comment (Patrick, 1993).

1.6 Semicolons

Semicolons should be used to mark a pause longer than a comma and shorter
than a full stop. Don®overdo them. Use them to distinguish phrases listed after a
colon if commas will not do the job clearly. Example: They agreed on only three
points: the ceasefire should be immediate; it should be internationally
supervised, preferably by the AU; and a peace conference should be held,
either in Geneva or in Ouagadougou.

1.7 Hyphenation

Hyphenate fractions (two-thirds); most words that begin with anti-, neo- and non-
(anti-diabetic, but antibiotic, neo-conservative, but neoplasm, non-responder, but
nonstop); most words beginning with Euro; some words that become too long
with the addition of a prefix (inter-governmental); a sum followed by a words
(€25-worth of goods); some titles (vice-president); to avoid ambiguities (fine-
tooth comb); adjectives formed of two words (black-haired) . If in doubt, consult
a recently published dictionary. Standards change. For example, "data base" is
now "database," and "life-style" is now "lifestyle”, and/or highlight for the language
editor.

1.8 Date format
The international date format is to be adhered to (e.g. 14 March 2002).

1.9 Bulleted lists
There are two main types of lists.

You can have a continuous sentence with several listed points picked out at
the beginning, middle or end.

Or you can have a list of separate points with an introductory statement (like
this list).
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In the list above, each of the points is fairly long (in fact, they are both complete
sentences), so they each start with a capital letter and end with a full stop. For the
same type of list with short points, it is better to set it out like this.

Kevin needed to take
a penknife
some string
a pad of paper
a pen.

With a list that is part of a continuous sentence, put semicolons (;) after each
point and start each with a letter in lower case.

If you can prove that:
you were somewhere else at the time;
you were not related to Mary; and
you are over 21,
you should be all right.

As you can see, the next to last point has @nd@fter the semicolon. If you only
had to prove one of the three points instead of all of them, this word would be ©r©

1.10 Latin names

For all creatures higher than viruses, write the binomial hame in italics, giving an
initial capital to the first word (the genus): Helicobacter pilori. This rule also
applies to Homo sapiens and to such cod uses as Homo economicus. On second
mention, abbreviate the genus (H. pilori). In some species, such as dinosaurs, the
genus alone is used in lieu of a common name: Diplodocus, Tyrannosaurus. Also
Drosophila, a frutifly favoured by geneticists. But Escherichia coli, a bacterium
also favoured by geneticists, is known universally as E. coli, even on first
mention. In EUPHIX however, we can use a pop-up to explain.

1.11 Countries and inhabitants

In most contexts favour simplicity over precision and use Britain rather than
Great Britain or the United Kingdom, and America rather than the United
States. Sometimes, however, it may be important to be precise. Great Britain
consists of England, Scotland and Wales, which together with Northern Ireland
make up the United Kingdom.

Holland, though a nice, short, familiar name, is strictly only two of the 11
provinces that make up the Netherlands. So use the Netherlands.

Ireland is simply Ireland. Although it is a republic, it is not the Republic of Ireland.
Remember too that, although it is usually all right to talk about the inhabitants of
the United States as Americans, the term also applies to everyone from Canada
to Cape Horn. It may sometimes be necessary to write United States and even
United States citizens.

EU can be used, but only after a first mention of the European Union, and then
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only sparingly. Europe and Europeans may be used as shorthand for citizens of
countries of the European Union, but be careful for there are plenty of other

Europeans too.

The primary definition of Scandinavia is Norway and Sweden, but it is often used
to include Denmark, Iceland, Norway and Sweden, which, with Finland, make up

the Nordic countries.

Ethnic groups: Avoid giving offence. Use African-Americans, Mexican-American
for different ethnic groups in the USA.

1.12 Euroterms

Usual rules apply for the full, proper names. Thus:

European Commission
European Parliament
European Union

Treaty of Rome

Treaty on European Union
Informally, these become:
the commission

the parliament

the Rome treaty

the Maastricht treaty

but the Union.

The IGC is an inter-governmental conference, the CAP is the common
agricultural policy and the ERM is the exchange-rate mechanism. Remember
EMU stands for economic and monetary union. When making Euro- or euro-
words, always introduce a hyphen, except for Europhile, Europhobe and
Eurosceptic. Prefer euro zone or euro area (two words, no hyphen) to euro-land.
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2. (Scientific) writing in English —common errors,
recommendations and sources

Common errors

Use of male/female & men/women

In the English language the terms male and female are placed before a noun: e.g.
the male population / female doctors, to describe the gender of a particular group of
people. When referring to a gender on its own do NOT use males and females, but
men and women: e.g. the graph shows that the incident rate for lung cancer is
growing for women.

A and an: An should be used before a word beginning with a vowel sound (an egg,
an umbrella, an MP) or an h if, and only if, the h is silent (an honorary degree). But
a European (EUphact, EUphocus) , a university, a U-turn, a hospital, a hotel.
Historical is an exception: it is preceded by an, the h remaining silent.

Acronym: this is a word, like radar or NATO, not a set of initials, like the BBC or the
IMF.

Aetiology is the science of causation, or an inquiry into something® origins.
Agree: things are agreed on, to or about, not just agreed.

Alternate, as an adjective, means every other.

Alternative: strictly, this is one of two, not one of three, four, five or more.

Among and between. Where division is involved, among should be used where
three or more are concerned, between where only two are concerned.

Anticipate does not mean expect. Jack and Jill expected to marry; if they
anticipated marriage, only Jill might find herself expectant.

Both...and: a preposition placed after both should be repeated after and. Thus,
both to the right and to the left; but to both the right and the left is all right.

Centred on, not around or in.

Circumstances stand around a thing, so it is in, not under, them.

Come up with: try suggest, originate or produce.

Compare: A is compared with B when you draw attention to the difference. A is
compared to B only when you want to stress their similarity. (“ Shall | compare thee
to asummer®@ day?”)

Comprise means is composed of. The Democratic coalition comprises women,
workers, blacks and Jews. Women make up (not comprise) three-fifths of the

Democratic coalition. Alternatively, Three-fifths of the Democratic coalition is
composed of women.
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Continuous describes something uninterrupted. Continual admits a break. If your
neighbours play loud music every night, it is a continual nuisance; it is not a
continuous one unless the music is never turned off.

Convince. Don®convince people to do something. In that context the word you
want is persuade. The prime minister was persuaded to call a June election; he
was convinced of the wisdom of doing so only after he had won.

Current and contemporary mean at that time, not necessarily at this time. So a
series of current prices from 1960 to 1970 will not be in today® prices, just as
contemporary art in 1800 was not modern art. Contemporary history is a
contradiction in terms.

Demographics: no, the word is demography.
Discreet means circumspect or prudent; discrete means separate or distinct.

Due to: when used to mean caused by, it must follow a noun, as in The
cancellation, due to rain, of... Do not write ‘It was cancelled due to rain’. If you
mean because of and for some reason are reluctant to say it, you probably want
owing to. It was cancelled owing to rain is all right.

Effectively means with effect; if you mean in effect, say it. The matter was
effectively dealt with on Friday means it was done well on Friday. The matter
was, in effect, dealt with on Friday means it was more or less attended to on
Friday.

Fewer (not less) than seven speeches, fewer than seven samurai. Use fewer, not
less, with numbers of individual items or people. Less than £200, less than 700
tonnes of oil, less than a third, because these are measured quantities or
proportions, not individual items.

Finally: do not use finally when you mean at last. Richard Burton finally marries
Liz Taylor would have been all right second time round but not first.

Forgo means do without; it forgoes the e. Forego means go before. A foregone
conclusion is one that is predetermined; a forgone conclusion is non-existent.

Free is an adjective or an adverb, so you cannot have or do anything for free. Either
you have it free or you have it for nothing.

Gender is a word to be applied to grammar, not people. If someone is female, that is
her sex, not her gender. (The gender of Madchen, the German word for girl, is
neuter, as is Weib, a wife or woman.)

Get: an adaptable verb, but it has its limits. A man does not get sacked or promoted,
he is sacked or promoted.
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Homogeneous means of the same kind or nature. Homogenous means similar
because of common descent.

Investigations of, not into.

Like governs nouns and pronouns, not verbs and clauses. So as in America not like
in America. But authorities like Fowler and Gowers is a perfectly acceptable
alternative to authorities such as Fowler and Gowers.

May and might are not always interchangeable, and you may want may more often
than you think. If in doubt, try may first. You need might in the past tense. | may go
to Leeds later becomes, in the past, | might have gone to Leeds later. And in
indirect past speech it becomes | said | might go to Leeds later. Conditional
sentences using the subjunctive also need might. Thus If | were to go to Leeds, |
might have to stand all the way. This could be rephrased If | go to Leeds, | may
have to stand all the way. Conditional sentences stating something contrary to fact,
however, need might: If pigs had wings, birds might raise their eyebrows.

Media: If you have to use the media, remember it is plural.

None usually takes a singular verb. So does neither (or either) A nor (or) B, unless
B is plural, as in ‘Neither the Dutchman nor the Danes have done it’, where the
verb agrees with the element closest to it.

Nor means and not, so should not be preceded by and.

Only. Put only as close as you can to the words it qualifies. Thus, These animals
mate only in June. To say They only mate in June implies that in June they do
nothing else.

Per caput is the Latin for per head. Per capita is the Latin for by heads. Both can be
replaced with per person.

Per cent is not the same as a percentage point. Nothing can fall, or be devalued, by
more than 100%. If something trebles, it increases by 200%. If a growth rate
increases from 4% to 6%, the rate is two percentage points or 50% faster, not 2%.
Presently means soon, not at present.

Report on, not into.

Second-biggest (third-oldest, fourth-wisest, fifth-commonest, etc): think before
you write. Avoid.

Sequestered means secluded. Sequestrated means confiscated or made
bankrupt.

Standardised is spelt with an ‘s’, not a ‘z’.

Systemic means relating to a system or body as a whole. Systematic means
according to system, methodical or intentional.
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Target is a noun. If you are tempted to use it as a verb, try aim or direct. Targeted
means provided with a shield.

Times: take care. Three times more than X means four times as much as X.
Total: all right as a noun, but as a verb prefer amount to or add up to.

Underprivileged. Since a privilege is a special favour or advantage, it is by definition
not something to which everyone is entitled. So underprivileged, by implying the
right to privileges for all, is not just ugly jargon but also nonsense.

Unlike should not be followed by in. Like like, unlike governs nouns and pronouns,
not verbs and clauses.

Verbal: every agreement, except the nod-and-wink variety, is verbal. If you mean
one that was not written down, describe it as oral.

Warn is transitive, so you must either give warning or warn somebody.

Which informs, that defines. This is the house that Jack built. But This house,
which Jack built, is now falling down. Americans tend to be fussy about making a
distinction between which and that. Good writers of British English are less
fastidious. (“We have left undone those things which we ought to have done.”)

While is best used temporally. Do not use it in place of although or whereas.

Recommendations

Give preference to doctors above physicians and to lawyers above attorneys.
They rest from their labours at weekends, not on them and during the week their
children are at school, not in it.

Make a study in depth, but not an in-depth study.
You may program a computer but in all other contexts the word is programme.

Try not to verb nouns or to adjective them. So do not access files, let one event
impact another, author books.

Avoid unnecessary words: large-scale (big), policymaking process
(policymaking), weather conditions (weather), due to the fact that (because),
etc. eople can meet rather than meet with; companies can be bought and sold
rather than bought up and sold off, etc. Certain words are often redundant. A top
politician or top priority is usually just a politician or a priority, and a major
speech usually just a speech. Most probably and most especially are probably
and especially. The fact that can often be shortened to That (That | did not do so
was a self-indulgence). Loans to the industrial and agricultural sectors are just
loans to industry and farming. Use shorter words where you can: about instead of
approximately, after instead of following, let instead of permit, use instead of utilise,
take part instead of participate, set up instead of establish, poor instead of
underdeveloped, etc.

kaisers Page 54 30/09/2008

EUPHIX PUBLISHING PROTOCOLS



Use active instead of passive. A causes B describes the event more concisely
than B is caused by A Check all sentences and rewrite them in active where you
can.

Jargon, epidemiologic, as any other, should be explained in pop-ups.

Syntax:

- Do not be sloppy in the construction of your sentences and paragraphs. Do not
use a participle unless you make it clear what it applies to.
Don®overdo the use of don®, isn®, can®, won®, etc; one per issue is usually
enough.
Avoid the false possessive: Commissions’ recent decision.
Make sure that plural nouns have plural verbs (e.g. There is enough evidence
that incidence and mortality are (not is) still increasing.)
Use the subjunctive properly. If you are posing a hypothesis contrary to fact, you
must use the subjunctive. Thus, If | were you... or If Hitler were alive today, he
could tell us whether he kept a diary. If the hypothesis may or may not be true,
you do not use the subjunctive. Thus If this diary is not Hitler®, we shall be
glad we did not publish it. If you have would in the main clause, you must use
the subjunctive in the if clause. If you were to disregard this rule, you would
make a fool of yourself.
Genitive: Take care with the genitive. It is fine to say a friend of Bill@, just as
you would say a friend of mine, so you can also say a friend of Bill@ and
Carol®. But it is also fine to say a friend of Bill, or a friend of Bill and Carol.
What you must not say is Bill and Carol® friend. If you wish to use that
construction, you must say Bill@ and Carol® friend, which is cumbersome.
Respect the gerund. Gerunds look like participles—running, jumping,
standing—but are more noun-like, and should never therefore be preceded by a
personal pronoun. So the following are wrong: | was awoken by him snoring,
He could not prevent them drowning, Please forgive me coming late. Those
sentences should have ended: his snoring, their drowning, my coming late. In
other words, use the possessive adjective rather than the personal pronoun.
Dangling participles
Short sentences (max 20 words): Simple sentences help. Keep complicated
constructions and gimmicks to a minimum.
Short paragraphs (max 150 words): Long paragraphs, like long sentences, can
confuse the reader. “The paragraph”, according to Fowler, “is essentially a unit of
thought, not of length; it must be homogeneous in subject matter and sequential
in treatment.” One-sentence paragraphs should be used only occasionally.

Sources:

http://www.wooster.edu/psychology/apa-crib.html
http://informationr.net/ir/StyleManual.htmI#F

The Oxford guide to style

The Economist Style Guide: http://www.economist.com/research/StyleGuide
(accessed 14 September 2006)
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Annex 3 — EUphact Content & Design for authors

Background information and process

The following provides background information on what a EUphact is and a detailed
description of how an author (with the help of his/her editor) should go about
constructing a EUphact:

1. What is a EUphact?

A EUphact is a short review of a specific public health item. It includes basic indicator
data presented in graphs and maps, accompanied by explanatory text. It also gives
reference to the most important primary sources of the information and to the
relevant networks and weblinks.

2. Organisation of EUphacts on the EUPHIX website

EUphacts are systematically organised in the topic tree of the EUPHIX-website. This
topic tree roughly covers the ECHI shortlist.
EUphacts have a predetermined, uniform structure for each of the following sections:

Health status

Determinants of health

Health interventions and systems
Health policies

Demography

3. EUphact structure
A EUphact has a specific structure which differs per section. Each EUphact is
composed of basic content units, such as “Definition and scope” and “Occurrence”.

Such a content unit is also referred to as a document. The document structure per
EUphact section is shown on the following page.
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a) Document structure for sections ‘Health status’ and ‘Determinants of health’

Summary (3-4 paragraphs)

Definition and scope

Occurrence (incl. trends)

Mortality (not applicable for
Determinants of Health)

Consequences for individual and
society

Causes and risk factors

Interventions

Related ECHI Indicators,
EUphacts and EUphoci

Relevant databases, organisations
and projects

Figures, underlying data and maps

Authors, editors and reviewers

Literature and data sources

b) Document structure for section “Health interventions and systems”

Summary

Definition and scope

Current situation and trends

Related ECHI Indicators, EUphacts
and EUphoci

Relevant databases, organisations
and projects

Figures, underlying data and maps

Authors, editors and reviewers

Literature and data sources

¢) Document structure for section “Health policies”

Summary

Definition and scope

EU policies and strategies

Evidence: effective policy
measures

National policies and strategies

Related ECHI Indicators, EUphacts
and EUphoci

Relevant databases, organisations
and projects

Figures, underlying data and maps

Authors, editors and reviewers

Literature and data sources
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EUphoci have a flexible structure and consist of several documents as well. Later,
we may attempt to combine the summaries of the related EUphacts in the EUphoci
overviews.

4. EUphact content

As mentioned above, every EUphact is composed of a number of content units, also
referred to as documents. A general rule is that a document should fit on one screen,
avoiding the need to scroll. Taking into account the font and lay-out of a EUphact
document, this corresponds to a maximum of 500 words.

Health status and Determinants of health

The section ‘Health status’ provides answers to the question about the health of the
populations in the EU. It includes information about health, functional capacities,
diseases, disorders and death.

A person® health or disease state is determined by many factors, often interacting.
The section ‘Determinants of health’ provides information on a wide range of these
determinants of health, arranged in four major groups: socio-economic factors,
environment, health behaviours and biological & personal factors.

The different documents in both the sections ‘Health status’ and ‘Determinants of
health’ contain the following information.

a) Summary

This document contains a summary of the information given in all individual
documents belonging to one EUphact. It is divided in two to six concise paragraphs,
each with a substantive title condensing the message of the paragraph underneath it.

b) Definition and scope

This document contains a description and/or definition of the EUphact. The definition
should be simple and easily understandable, and derived from an acknowledged and
widely used source. Background information is given as links. See examples in
www.euphix.org.

¢) Occurrence

This document contains data on the occurrence of the indicator related to the
EUphact, i.e. incidence and prevalence, as well as their trends over time. The data
used are recommended by the editor. The author can suggest data as well, provided
he elaborates these data, comments on them and indicates their representativeness.

d) Mortality (not applicable for Determinants of Health)

This document contains data on mortality caused by or associated with the EUphact,
including the trends. The data used are provided by the editor. The author can
suggest data as well, provided he elaborates these data, comments on them and
indicates their representativeness.

e) Consequences for individual and society
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This document describes the consequences of the EUphact for individuals and the
society. Possible consequences to be included are:
1. the health burden (disease and adverse effects) associated with the
EUphact; burden of disease expressed in DALYs, and including trends
2. the financial burden associated with the EUphact, e.g. direct (health care)
and indirect (productivity loss, etc.) costs.

f) Causes and risk factors

This document describes the risk factors for the EUphact, including environmental
factors, as well as the biological and personal factors such as behaviour, age,
gender, genetics and socio-economic inequalities.

g) Interventions

This document describes primary, secondary and tertiary preventive actions. Primary
prevention avoids the development of a disease or determinant.

Most population-based health promotion activities are primary preventative
measures. Secondary prevention activities are aimed at early disease detection
(screening), thereby increasing opportunities for interventions to prevent progression
of the disease and emergence of symptoms. Tertiary prevention reduces the
negative impact of an already established disease by restoring function and reducing
disease-related complications (treatment). Primary prevention, rather than the
treatment is the major focus of this document. Treatment options are mentioned only
from the public health perpective, and avoiding medical jargon as much as possible.

h) Related EUphacts and EUphoci

In this document EUphacts and EUphoci related to the Euphact concerned are listed.
In this list direct links to these related items are incorporated.

g) Relevant databases, organisations and projects

In this document the consulted databases, organisations and projects are recorded
with links to their websites.

h) Figures, underlying data and maps

In this document data presentations, such as figures/graphs and maps, referred to in
the different EUphact documents, are listed. The tables, figures and maps are
made/provided by the editor. The author can provide data to be incorporated and
make suggestions how to present it.

i) Authors, editors and reviewers

In this document contributing authors, editors and reviewers are recorded. The
institute/organisation they work for is listed in brackets next to their name.

j) Literature and data sources
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The author is asked to provide references for the information presented in all
EUphact documents. The references are imported into CMS (content management
system) by the editor. The references will then automatically be displayed when
‘Literature and Data sources’ is clicked.

Health interventions and systems

The section ‘Health interventions and systems’ presents information on activities
undertaken in society to promote health and prevent disease. The ensemble of these
activities is sometimes called a ‘health system’, and the concrete activities are
labelled ‘interventions’. These activities include health promotion, health protection,
disease prevention, and health care delivery.

The different documents in the section ‘Health interventions and systems’ contain the
following information.

a) Summary

This document contains a summary of the information given in the separate EUphact
documents. It is divided in two to six concise paragraphs, each with a substantive title
condensing the message in the paragraph underneath it..

b) Definition and scope

This document contains a description and/or definition of the activity, including its
field of action, significance and (desired) effects on health.

c¢) Current situation and trends

This document contains information on the current status of health
systems/interventions in Europe, their impact on health and observed trends.

d) Related EUphacts and EUphoci

In this document EUphacts and EUphoci related to the Euphact concerned are listed.
In this list direct links to these related items are incorporated.

e) Relevant databases, organisations and projects

In this document the consulted databases, organisations and projects are recorded
with links to their websites.

f) Figures, underlying data and maps

In this document data presentations, such as tables, figures/graphs and maps,
referred to in the different EUphact documents, are listed. The tables, figures and
maps are made/provided by the editor. The author can provide data to be
incorporated and make suggestions how to present it.

g) Authors, editors and reviewers
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In this document contributing authors, editors and reviewers are recorded. The
institute/organisation they work for is listed in brackets next to their name.

h) Literature and data sources

The author is asked to provide references for the information presented in all
EUphact documents. The references are imported into CMS (content management
system) by the editor. The references will then automatically be displayed when
‘Literature and Data sources’ is clicked.

Health policies

Health policies create the framework and the conditions necessary for
implementation of health-promoting activities and interventions. The tools used are
laws, policy measures, policy documents, agreements, etc. This section addresses
general public health policy overviews, as well as policies aimed at specific public
health issues.

a) Summary

This document contains a summary of the information given in the separate EUphact
documents. It is divided in two to six concise paragraphs, each with a substantive
title.

b) Definition and scope

This document contains a description of the policy, including its field of action (range,
scope), significance and aims (desired effects on health).

¢) EU policies and strategies

This document contains a review of the “overall direction” in EU-policies and
strategies with regard to the health issue concerned. Furthermore the health issue is
placed in a legal context, including EU competence and international agreements as
far as they are relevant for the member states or the European Commission.

Finally actions (policy measures) arising from the policies/strategies are discussed.

d) Evidence: effective policy measures

This document provides evidence for the effectiveness of policy measures generated
through research and documented in scientific publications, EU-funded projects and
other international frameworks.

e) National policies and strategies

This document describes the national policies and strategies of Member States
regarding the health issue concerned. Differences between countries are highlighted.
How the national policies compare to effective policy measures presented earlier, is

also discussed.

f) Related EUphacts and EUphaoci
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In this document EUphacts and EUphoci related to the Euphact concerned are listed.
In this list direct links to these related items are incorporated.

g) Relevant databases, organisations and projects

In this document the consulted databases, organisations and projects are recorded
with links to their websites.

h) Figures, underlying data and maps

In this document data presentations, such as tables, figures/graphs and maps,
referred to in the different EUphact documents, are listed. The tables, figures and
maps are made/provided by the editor. The author can provide data to be
incorporated and make suggestions how to present it.

i) Authors, editors and reviewers

In this document contributing authors, editors and reviewers are recorded. The
institute/organisation they work for is listed in brackets next to their name.

j) Literature and data sources
The author is asked to provide references for the information presented in all
EUphact documents. The references are imported into CMS (content management

system) by the editor. The references will then automatically be displayed when
‘Literature and Data sources’ is clicked.
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