Community Health Assessment
Publication Guidelines
Sources:

Hacker, Diana.  A Writer’s Reference, Fifth Edition.  Bedford/St. Martin’s, Boston, New York.  2003

WHO Style Guide. Geneva, World Health Organization, 2004.
Writing Style and Program Decisions:

Assessment terms:

· Age:  60 years of age or older; younger or older than 20 years of age
· Individuals or respondents, not people
· Determine the appropriate word or phrase to describe populations, such as seniors, instead of the elderly, or individuals with disabilities, instead of physically handicapped

· Sex, not gender, for female and male

· These words cannot be replaced with alternative words - Confidence intervals, Incidence, P-values, Percentages, Prevalence, Rates, Significance, Association, Correlation, Odds-ratios, Probabilities, Frequencies – when writing for a technical audience
· The word “during” will be used when referring to data aggregated over several years. For example: “During 2000 to 2008, maternal smoking was 40% greater in Spokane than in Washington State.” 
Audience:  Audience will be identified on front page of publication, if other than for the general public

Capitalizations:  The words “programs” and “services” are not capped after a program or service name, unless it’s used in a heading or title.  Example:  In the Community Health Assessment program, we . . . ; Community Health Assessment Program (heading of column)

Charts and tables:  See example for how to label using figure, data notes, source, and title.  The labeling should not be redundant, but all information should be visible on graphic.  Confidence intervals are provided, when possible, in technical documents.  Source can be in or out of chart box.  When appropriate, standardize axis scale to 25, 50, 75, or 100.  Generally, the axis should start at 0.  Use a short data source description on a chart with a full citation in a reference section.  See example on next page.
Figure 1
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Data note:  Individuals who were not in the labor force includes:  retired early, unable

to work, or not looking for work.
Citing sources within document: Numerical format will be used with full references listed in back using WHO Style Guide pages 9-10.  If citing a sentence, number will be placed after sentence inside punctuation.  If citing is for an entire paragraph or section, number will be placed after last sentence on the outside of punctuation.  Large documents will have cites at the end of each chapter.  Smaller documents will have all cites at the end.
Commas:  According to WHO Style Guide, comma use is a personal preference and less is better, but we try to follow the Writer’s Reference, pages 235-245.  See pages 246-250 for unnecessary use of commas.  Do not place a comma before prepositions, like with or to.  Do use commas before each item in a series (i.e., . . . A, B, C, and D).
Common mistakes to watch for in writing: 

· Subject and verb not matching

· Repeating the same word in sentence and/or paragraph

· Run on or unclear sentences

Common Words:

· Birth weight – will be used two words

· Health care  - two words used, when used as a noun (referenced dictionary.com)
· I need access to quality health care. 

· Healthcare – one word used, when used as an adjective (referenced dictionary.com)
· I use that healthcare center.

· Alcohol-related

· In Spokane County, one-quarter of fatal MVCs were alcohol-related in 2007. 
Fractions:  Hyphenate fractions according to WHO Style Guide page 10.  Fraction should be spelled out, only if used at the start of a sentence (i.e., Two-thirds of the patients . . .).

Lists:  Staff will follow the WHO Style Guide, page 13.  A list of words or incomplete sentences will be bulleted with no punctuation, upper case used.  A list of words with a lead in will be bulleted with no punctuation, lower case used (Format A).   Using a lead in to multiple, long sentence completions will use a semi-colon with an “and” before the last sentence, period at the end, lower case (Format B).  A numbered or bulleted list of complete sentences without a lead in will be treated like individual sentences with caps and periods, especially if there are two sentences within one number or bullet (Format C).

Numbers within document:  If less than 10, word as a descriptor will be written out within sentence, unless used with a unit of measure, such as 3 billion.  Numbers starting a sentence will be written out.  A list of numbers is kept as numerical.  Since our publications are about data, numbers are typically used, not written out, as described in Writer’s Reference.  Refer to Writer’s Reference pages 288-289, including exceptions footnote, and the WHO Style Guide pages 17-18.
References or Sources:  To document sources using numerical format within text, refer to Writer’s Reference pages 396-404.  The following data sources will be cited as indicated:
Behavioral Risk Factor Surveillance System data:  Washington State Department of Health, Center for Health Statistics, Behavioral Risk Factor Surveillance System, supported in part by Centers for Disease Control and Prevention Cooperative Agreement U58/CCU002118-Contract number (year).

Insert the “contract number” and “year” from the tables below.  For example:

	Year(s)
	Contract Number

	1997
	U58/CCU002118-11 (1997)

	1987 through 1994
	U58/CCU002118-1 through 8 (1987-94)

	2004
	U58/CCU022819-1 (2004)


	CDC Cooperative Agreement Numbers for Questionnaire Years 1987-2003

U58/CCU002118-number (year)
	
	CDC Cooperative Agreement Numbers for Questionnaire Years 2004-2008

U58/CCU022819-number (year)

	Questionnaire

Year
	Cooperative Agreement 

Number
	
	Questionnaire

Year
	Cooperative Agreement 

Number

	1987
	1
	
	2004
	1

	1988
	2
	
	2005
	2

	1989
	3
	
	2006
	3

	1990
	4
	
	2007
	4

	1991
	5
	
	2008
	5

	1992
	6
	
	
	

	1993
	7
	
	
	

	1994
	8
	
	
	

	1995
	9
	
	
	

	1996
	10
	
	
	

	1997
	11
	
	
	

	1998
	12
	
	
	

	1999
	13
	
	
	

	2000
	14
	
	
	

	2001
	15
	
	
	

	2002
	16
	
	
	

	2003
	17
	
	
	


Healthy Youth Survey data:  “Washington State Healthy Youth Survey 2006” should be cited as the source of the data in all tables, reports, presentations, and scientific papers and Spokane Regional Health District should be cited as the source of interpretations, calculations, and/or manipulations of the data. 
National Center for Health Statistics documents  - http://www.cdc.gov/nchs/howto/sitepubs.htm:

· National Center for Health Statistics. Health, United States, 2000. Hyattsville, Maryland: Public Health Services. 2000. 

· Author’s name, last name first and initials. Name of report. National Center for Health Statistics. Vital Health Stat and series number. Year publication printed.

· Author’s name, last name first and initials. Name of report. Monthly vital statistics report; report number. Hyattsville, Maryland: National Center for Health Statistics. Year publication printed.

· Author’s name, last name first and initials. Name of report. Advance data from vital and health statistics; report number. Hyattsville, Maryland: National Center for Health Statistics. Year publication printed.

· ICD-9-CM full name of report, revision number: clinical modifications, edition number, year publication printed / Publisher. Published City, State: Publisher, copyright year. Edition name, vols. 1, 2, 3.
Washington State Population Survey data:  Washington State Office of Financial Management.   www.ofm.wa.gov.  Washington State Population Survey, 2006.
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