
Multiple Indicator Cluster Surveys
Final Report Customisation Guidelines

The objective of the final report is to convey the results of the survey and inform government agencies, non-governmental organizations, other multilaterals, the press, and the general public of the current situation of children and women. The final report is descriptive in nature; however, since a wealth of data will have been collected, it should be seen as a first step towards further analysis.
To facilitate the production of the final report, a report template is produced. The final report template is intended to:

· facilitate the efficient production of MICS reports so countries do not have to “reinvent the wheel” and spend time on the design of tables, indicator explanations, etc., enabling surveys to present a single, minimum compilation of survey documentation;
· ensure the production of comparable reports that can be used easily to draw comparisons between countries and MICS surveys; and
· increase confidence among users of the survey; MICS is a recognised household survey programme with an internationally accepted methodology.

Countries are expected to use the template for their national final reports, and customise it in accordance with the contents of their surveys. In aid of that, UNICEF recommends the adoption of the following basic guidelines in the customisation of the final reports. These are all based on experience gathered from providing reviews and technical assistance to hundreds of final reports.

Note that this document contains two appendices:
I. How to transfer contents of SPSS Output tables through the customised Tabulation Plan in Excel to the Word files of the Final Report
II. Creating bookmarks in the final report

Further guidance is found in the tabulation plan, syntax, and the report template.

The Final Report template is a package of documents:
· Independent Word documents for each chapter and for the appendices of the report;
· independent Excel documents for each chapter and for the appendices including figures currently recommended to be included in the final reports (where applicable); and
· independent SPSS syntax in support of production of certain figures.

Drafting of the report

Once tables are generated and finalised it should be quite straightforward to produce the report. The final report should be drafted by the implementing agency and/or members of a stakeholder/technical committee, with assistance and feedback from the country and regional offices of UNICEF, as well as UNICEF Headquarters.

Chapters can be divided among different people. It is useful to include people familiar with subject matter. Experts in various fields should be consulted and asked to review tables in order that the key messages and any significant or unusual findings are addressed and dealt with properly in the report and that technical terminology is appropriately used.
The template report is available at http://www.childinfo.org/mics5_modelreports.html to help and guide the writers of the full report or the specific chapters[footnoteRef:1]. [1:  If the template report or any part of it is not yet available through the link, please contact the Regional MICS Coordinator at the UNICEF Regional Office.] 


Experience reveals that results chapters should not be drafted until the final tables have been produced, including possible suppression of results based on low number of cases. See below section “Minimum numbers of observations for proportions and percentages”.

Front cover 

Countries are invited to keep the cover design according to the template design. This is of symbolic and practical importance – reports with similar designs from countries around the world are expected to enhance the visibility of MICS, and emphasise that MICS is an internationally comparable survey, conducted within the context of a major global effort with quality assurance. Please visit the following web page for the MICS5 final report cover templates in In-Design and PDF formats: http://www.childinfo.org/mics5_modelreports.html.

The front cover of the report should explicitly display the name and logo of the implementing agency and other national agencies/governmental organizations participating in the survey. UNICEF’s name and logo may also be included, although this is not absolutely necessary. The same applies to other international agencies that have supported the survey. However, the MICS logo has to be included on the front cover.

Customization of content

Countries will customize the model final report in accordance with the contents of their surveys, adding or deleting tables and sections as needed. It is recommended that countries avoid the inclusion of many additional topics and tables. It is also important to note that the final report is intended to show the findings of the MICS survey; therefore, presentation of tables and analyses based on other data sources should be avoided, except where necessary to understand the findings of MICS.

In this context, trend analysis is also not recommended, since such analysis requires a different analytical perspective and additional work. Trend analysis means that the quality and comparability of all data sources used in the analysis will be reviewed and ascertained (note that this also applies to using more than one MICS survey for trend analyses). Sampling errors of estimates from different data sources will need to be taken into account all at the same time. Separate, focused, and additional quality time is needed to undertake trend analyses, which can best be handled in a separate context.

Tables and table numbering

Tables are expected to be placed within the chapters.

Please refer to Appendix I for guidelines on transferring tables from SPSS outputs to your report text.

Table numbers in the text refer to the numbers used in the standard tabulation plan, which includes all MICS5 tables. Countries should re-number the tables to be sequential throughout each chapter (from 1 to x), and keep the two letters denoting the section to which the tables belong, depending on the tables included in the report. For example, in a country where the unmet need module has not been included, table RH.6 will not appear in the report. In this example, Table RH.7 should be renumbered as RH.6, RH.8 renumbered as RH.7 and so on.

Renumbering should happen at the very last stage, i.e. after the UNICEF HQ review of the Final Report. This is to ensure that a common reference is maintained between syntax names and table names in order to facilitate more efficient reviews.

Survey-specific questions/modules and indicators

Additional topics covered by the survey should be inserted where appropriate, either within existing chapters or as independent chapters. It is important to describe such additions also in Chapter II: Sample and Survey Methodology.

When certain results represent indicators added to the survey, these should be added to both the list of indicators in Appendix E and in the Summary Table of Characteristics and Findings in the Front Matter. They should be placed within the appropriate topic. Please use a numbering system of #.S1, #.S2, etc., where # is the topic number from the MICS Indicator List (Appendix E).

Figures

A set of figures are provided as part of the template final report package. These figures are strongly recommended for inclusion in all MICS final reports. Additional figures may be added to the final report.

Sample figures are already placed in the template. Please replace these with the figures for your own survey that you will need to produce by using the Excel files provided for each chapter and the appendices. In general, figures should be used wherever the survey findings might be enhanced by visual representation. Please avoid adding figures that do not support survey findings and those that simply repeat what is already obvious in the tables.

Refer to instructions for figures for additional information.

Template text

All examples in the model final report template text are fictional. In some cases, examples are given to indicate how the full interpretation of a table can be described, including comments on all columns/indicators, by many of the background variables. In other cases, however, this has not been attempted. Authors should include descriptions of the findings, starting with the findings that relate to the indicator, and the differentials, followed by information in the table that is used to construct the indicator, and the differentials in these.

A special note goes to the use of the word “significant” when describing differences. In general, it is recommended to avoid the term, as in a statistical publication it would normally imply statistical significance, which should be based on a careful analysis of the specific sampling errors.

Missing cases and ‘don’t know’ responses

Missing cases and ‘don’t know’ responses are not shown in the tables, with the exception of those tables that include percentage distributions of responses to a question where ‘Don’t know’ responses were explicitly allowed in the questionnaire; in such cases, ‘Don’t know’ categories are shown. In general, however, missing cases and ‘don’t know’ responses should be included in the actual tabulations as separate categories. If the total of ‘missing’ and ‘don’t know’ is less than 5 percent of the denominator, these two categories should be combined into a single category and denoted as ‘Don’t Know/Missing’. For cases when the combination of these two categories is more than 5 percent, each category should be shown on separate columns, and caution should be exercised in the interpretation of the results. These apply to both row (usually background) variables and column (usually indicator) variables.

Minimum numbers of observations for proportions and percentages

For proportions or percentages, the recommended minimum size of the denominator is 25 unweighted cases. A percentage based on an unweighted denominator of fewer than 25 cases should not be shown in the table, while a percentage based on fewer than 50 cases, but at least 25 cases (25-49) should be shown in parentheses. If a percentage is based on fewer than 25 unweighted cases for any category of an indicator or background variable, the category should be kept and ‘(*)’ should be put in place of the percentages. A simplified example is provided below.

Please note that to be able to do this, you will have to run the tabulations both weighted and unweighted in order to determine whether the unweighted denominators are smaller than 25 or 50 cases.


	[bookmark: RANGE!A1]Table NU.3: Initial breastfeeding

	Percentage of last live-born children in the last two years who were ever breastfed, breastfed within one hour of birth, and within one day of birth, and percentage who received a prelacteal feed, Country, Year

	 
	Percentage who were ever breastfed1
	Percentage who were first breastfed:
	Percentage who received a prelacteal feed
	Number of last live-born children in the last two years

	
	
	Within one hour of birth2
	 Within one day of birth
	
	

	 
	 
	 
	 
	 
	 

	Mother’s education
	
	
	
	
	 

	None
	(98.4)
	(58.4)
	(86.0)
	(12.7)
	27

	Primary
	97.9
	67.2
	90.0
	12.6
	122

	Secondary+
	97.2
	62.3
	86.4
	12.6
	1040

	Don’t know/Missing
	(*)
	(*)
	(*)
	(*)
	11

	1 MICS indicator 2.5 - Children ever breastfed 

	2 MICS indicator 2.6 - Early initiation of breastfeeding

	( ) Figures that are based on 25-49 unweighted cases

	[bookmark: _GoBack](*) Figures that are based on fewer than 25 unweighted cases



Alternatively, if a specific category is required to be suppressed consistently in many tables because of the low number of cases (e.g. missing cases), the category might be excluded altogether from the tables; in this case, a footnote must be inserted for that variable, indicating that “Category X has been suppressed from the table due to a small number of unweighted cases”.

There is no need to suppress any cells in Tables HH.3 through HH.5 as the percentages are based on the total number of households, women, men, and under five children. The weighted and unweighted numbers of cases are presented in rows for descriptive purposes.

A special note applies to the few indicators that are calculated as rates, probabilities, ratios, and proportions. The rules for adequate number of cases are explained in the individual tables, in the standard tabulation plan. Consult with the UNICEF Regional MICS Coordinator.

Also note that “results” based on 0 unweighted cases should be presented using a dash ‘-‘ when it is required to present the entire row, e.g. in tables where there are more than one denominator or where removing a category would be confusing (such as a region or a quintile).

Sampling Error Tables

In cases when the value of an indicator is equal to 0.0000 or 1.0000, provided that the number of unweighted cases that the indicator is based on at least 50, then the sampling error values for this indicator should be set as follows:

		Standard Error: 0.0000
		Coefficient of Variation: 0.000
		Design effect = na
		Square Root of Design Effect = na

‘na’ stands for “not applicable” (please insert this as a note to tables where appropriate). The confidence limits would be calculated automatically by the template as 0.000 – 0.000 and 1.000 – 1.000 respectively for indicators with values 0.000 and 1.000.

Similarly to above description of minimum number of observations, if values are calculated based on fewer than 25 unweighted cases (i.e. “unweighted count” is smaller than 25), then replace all values with ‘(*)’. Use parentheses around values based on 25-49 cases. In both cases the MICS and MDG references, as well as the weighted and unweighted counts should be retained.

Compiling the final report

Once each individual chapter is in final draft, the chapters should be merged into a single document. It is advisable to leave out the Appendix containing questionnaires and keep this separate until the very end, as the content becomes very large and stresses most computers.

Please review the compiled report in its entirety as different authors may have used slightly different approaches. Such review will improve harmonization. 

The review process

Once the survey team is satisfied with the draft Final Report please share with the UNICEF Regional MICS Coordinator for review as described in the MICS Technical Assistance (TA) framework. This review may require a number of versions being produced and revised.

After this stage is completed, the report can be prepared for print. Please review and share the print ready version for a last review with the Regional MICS Coordinator as also presented in the TA framework. This last review is necessary based on numerous instances of mistakes being introduced in this last phase.

Final version for mics.unicef.org (and elsewhere)

Please ensure that the printer/designer provides the original file (created in the design software) to UNICEF, as well as the pdf file for upload. In order to provide reports easily accessible for download and online browsing, the pdf file should not exceed 5 MB.

Please refer to Appendix II in this document for instructions on how to create the pdf version to be shared on the MICS website, www.childinfo.org, as well as a list of bookmarks that should be added to the pdf version for easy browsing.

[image: C:\Users\ahancioglu\Desktop\Dropbox\Z\MICS4 Logo + Tagline\MICS Logo\Print\Cyan (CMYK for print)\MICS logo_cyan.png]
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Appendix I
How to transfer contents of SPSS Output tables through the customised Tabulation Plan in Excel to the Word files of the Final Report

Note: The below instructions were developed during MICS4. The instructions remain the same for MICS5 tables, but the example table (HH.1) and file has changed slightly, without consequence.

Step 1 – From SPSS Output to Excel

If you are using the SPSS output automatically exported to Excel with the ‘All tables’ syntax, you can ignore this step.

Right-click on your Output table in SPSS and select ‘copy’.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 1 - Right click and copy the table in SPSS.JPG]


Open and paste into a blank excel sheet by right-clicking on cell A1 and ‘paste’ the SPSS Output table.

[image: ]

TIP: Some tables and some SPSS versions are known to cause problems, so you should verify that the SPSS Output table is correctly copied into excel. A typical example is that table captions may ‘disappear’. If this happens, please instead try to ‘export’ the SPSS output to excel or alternatively simply copy the caption from the syntax file.


Step 2 – Customising the Tabulation Plan template Excel file

Open and customise (if not already customised) the relevant table in the Tabulation Plan template Excel file (have a backup of the template tabulation plan Excel files as you will be making changes to these).

[image: ]

The customisation need for the table in template files may be very simple for some tables while very difficult for others. You may need to add or delete some rows or columns to correspond the categories of your indicators. For example, you may need to insert rows for your regions or you may need to insert an additional column in a percentage distribution table to show the ‘missing/don’t know’ category.


Step 3 – From the output Excel file to the customised Tabulation Plan Excel file

Select an area to copy from the excel worksheet with your output to your template file.

[image: ]

As the template table is differently formatted than the SPSS Output table, you need to copy and paste groups of cells several times.


Go to your excel template file and right-click and paste your selection in appropriate cell (here B7).

[image: ]

Please note that the area of percentages/numbers that you ‘copy’ might not correspond fully to the area to where you ‘paste’. In this example, because of the additional rows (i.e., the row ‘Households’ and columns (the column between Rural and Region 1) in the template file, you need do this copy-paste operation 8 times.

TIP: You can also use ‘Paste Special… No Borders’, which sometimes reduce the formatting work.
Repeat this step for other parts of the table.

[image: ]

Step 4 – Formatting the customised table

At the end of this series of copy-paste operations, the template Excel sheet will look similar to this.

[image: ]

Some formatting will be needed.

[image: ]

Select the area in which you have copied your percentages and numbers. You usually need to 1) change font to Arial, 2) decrease the font size from 9 to 8, and 3) remove the borders.

Depending of the country-specific preferences, you may also need to add a 1000 separator. This is recommended for ease of reading.

Further formatting of borders is necessary.

[image: ]

Now the table is ready to copy from the customised tabulation plan to the final report Word file.

TIP: It is highly recommended that you save the now formatted Excel file at this point. Some tables will most likely require updating as a result of changes to data or syntax files at a later stage. By saving now, you will already be prepared for such issues.


Step 5 – Copying from Excel to Word

Select the table in Excel and copy. Paste it to the relevant part of the final report.

[image: ]

There is no need for the comments in the orange box below the table. In this particular example there are no table notes or indicator references (see NU.8 for example), but please ensure to copy these as well in the tables that do have such notes


Step 6 – Word formatting

For most tables, fitting to window is required (as in the example).

[image: ]

Select the table by pointing to the upper left corner of the table and then right-click. Then select Auto Fit, AutoFit to Window.


Step 7 – Additional formatting

[image: ]

After fitting to window, most tables will have a look that require no more formatting. For larger tables with many columns, further customisation will be necessary.

Below are some tips for fitting the table contents into a portrait document. Keeping the document layout as portrait is recommended whenever possible. However, if preferred and provided that the experts preparing the final report are capable of handling mixed layout documents with portrait and landscape pages in the same document, customisation can be made to fit large tables into landscape pages.

First you should view the tables with gridlines (see above). This gives a good overview of what may be possible.

One way of customising is to squeeze the cell contents by selecting the cells you would like to format, right-click, Table Properties, Cell, Options, unselect ‘Same as the whole table’, decrease the margins for ‘left’ and ‘right’.

Another option is to change the text direction of some columns (from horizontal to vertical). In order to do so, select the columns that require change of text direction, right-click and select Text Direction, change the orientation to vertical. You may further need to move these table columns by squeezing them manually using the ‘ruler’ so that the columns where with vertical text direction are narrower. You may also need to increase the size of the row containing these labels and change the justification of the text.


Appendix II
Creating bookmarks in the final report
The following describes how to ensure that the desired bookmarks appear in the pdf version of the final report. Bookmarks make viewing and referencing a large document, such as a final MICS report, much more user-friendly.
In Word documents:
There are variations of how to include bookmarks. Below are those most useful in the context of this particular task, i.e. creating, from Word alone, a final pdf version for sharing.
Automatic approach:
· Word can generate bookmarks when saving in pdf format using the headers indicated in the report. As the report already should contain an automatic table of content based on headings in the report this is the easiest approach. It may however create unnecessarily many bookmarks, which then could be removed using the approach described under the pdf guide below.
· Simply click ‘Save As’ and choose pdf under ‘Save as type:’.
· Retain the setting of ‘Standard’ under ‘Optimize for:’, but open the ‘Options’ dialog box and tick the box labelled ‘Create bookmarks using:’ and retain the setting of ‘Headings’. Click ‘Ok’ to close the ‘Options’ dialog box and then ‘Save’. The pdf document will automatically open for your review.
Manual approach:
· Similarly, Word can generate bookmarks when saving in pdf format using bookmarks manually added to the report. The manual approach is often easier, as you will not need to delete any bookmarks added to the pdf file (which requires a pdf editor).
· Once you have added the necessary bookmarks (see below), simply click ‘Save As’ and choose pdf under ‘Save as type:’.
· Retain the setting of ‘Standard’ under ‘Optimize for:’, but open the ‘Options’ dialog box and tick the box labelled ‘Create bookmarks using:’ and change the setting to ‘Word Bookmarks’. Click ‘Ok’ to close the ‘Options’ dialog box and then ‘Save’. The pdf document will automatically open for your review.
· To manually add such bookmarks, the following routine should be completed for each necessary bookmark (the list of bookmarks is added below):
· In the final report, using the cursor, highlight a position for bookmarking. “Positions” should be the chapter/section headings according to the list of recommended bookmarks given at the end of this appendix, e.g. “Introduction”. Click copy.
· From the ‘Insert’ menu click ‘Bookmark’. The ‘Bookmark’ dialog box will open.
· Paste the copied text, e.g. “Introduction” in the ‘Name’ box. Note that this will not work with all headers. Some do not appear in the report and most have multiple words. Word does not accept multiple words, as a bookmark must start with a letter and cannot contain spaces, but you can use the underscore character to separate words.
· Click ‘Add’.
· Please ensure that all (as appropriate) headers from the below list are bookmarked one at a time.
Additionally:
· To return to the bookmark location open the ‘Bookmark’ dialog box from the ‘Insert’ menu, highlight the name of the bookmark, and then click ‘Go To’. The bookmarks are not visible in the finished document.
· To delete a bookmark, return to the Bookmark dialog box and click ‘Delete’.

In pdf documents:
A pdf editing software is required to add/edit bookmarks. The below is based on Adobe Acrobat Pro; slightly different approaches would apply to other software. The routines are very similar to those necessary for the manual approach for Word above.
· In the final report, view the page for bookmarking, e.g. navigate to first page of the “Introduction” chapter.
· Choose New Bookmark from the Document menu.
· Click the new untitled bookmark and enter a name for it. Being obvious is helpful. It must start with a letter and cannot contain spaces (but you can use the underscore character to separate words). If you intend to insert multiple bookmarks, make sure the name is descriptive enough that it will be easily recognizable. For example, if you are creating a bookmark for the table of contents, call your bookmark Table_of_Contents.
· Repeat for each bookmark you want to create.
· To delete a bookmark, click and highlight the bookmark and click Delete selected bookmark icon.
Additionally:

· Once bookmarks are created, before saving the pdf document, go to File >> Properties >> Initial View >> Navigation tab >> Enable Bookmarks Panel and Page. This step ensures that the bookmarks are seen as soon as the PDF is opened without having to change any settings.

Headers/Positions for bookmarking:
Please ensure that the following headers/positions are bookmarked in the pdf file to allow easy browsing for users.
Title page
Citation page
Summary Table of Survey Implementation and Survey Population
Summary Table of Findings
Table of Contents
List of Tables
List of Figures
List of Abbreviations
Acknowledgements
Executive Summary

I. Introduction
II. Sample and Survey Methodology
III. Sample Coverage and the Characteristics of Households and Respondents
IV. Child Mortality
V. Nutrition
VI. Child Health
VII. Water and Sanitation
VIII. Reproductive Health
IX. Child Development
X. Literacy and Education
XI. Child Protection
XII. HIV/AIDS and Sexual Behaviour
XIII. Access to Mass Media and Use of Information/Communication Technology
XIV. Tobacco and Alcohol Use
XV. Subjective Well-being

Appendix A. Sample Design
Appendix B. List of Personnel Involved in the Survey
Appendix C. Estimates of Sampling Errors
Appendix D. Data Quality Tables
Appendix E. MICS5 Indicators: Numerators and Denominators
Appendix F1. Household Questionnaire
Appendix F2. Questionnaire for Individual Women
Appendix F3. Questionnaire for Individual Men
Appendix F4. Questionnaire for Children Under Five
Appendix F5. Questionnaire Form for Vaccination Records at Health Facility
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Multiple Indicator Cluster Surveys


 


Final Report Customisation Guidelines


 


 


The 


objective of the final report 


is 


to convey the results of the survey and 


inform 


government 


agencies, non


-


governmental organizations, other multilateral


s


, the press


,


 


and the general public


 


of 


the current situation of children and women


. 


The final report is descriptive in nature; however, since 


a wealth of data will have been collected, it should be seen as a first step towards further analysis.


 


To facilitate the production of the final report, a report template is produced. 


Th


e 


final report 


template 


is 


intended to:


 


 


·


 


facilitate the efficient production of MICS reports so countries do not have to “reinvent the 


wheel” and spend time on the design of


 


tabl


es, indicator explanations, etc


.


, enabling surveys 


to present a single, minimum compilation of survey documentation


;


 


·


 


ensure the production of comparable reports that can be used easily to draw comparisons 


between countries


 


and MICS surveys; and


 


·


 


increa


se confidence among users 


of


 


the survey; MICS is a recognised household survey 


programme with an internationally accepted methodology.


 


 


Countries are expected to use the 


template


 


for their national final reports, and customi


s


e it in 


accordance with the con


tents of their surveys.


 


In aid of that, 


UNICEF recommends the adoption of 


the following basic guidelines in the customi


s


ation of the final reports


. 


These are all 


based on 


experience gathered from providing reviews and technical assistance to hundreds of 


final


 


reports.


 


 


Note that this


 


document contains two appendices:


 


I.


 


How to transfer contents of SPSS Output tables through the customised Tabulation Plan in 


Excel to the Word files of the Final Report


 


II.


 


Creating bookmarks in the final report


 


 


Further guidance i


s found in the tabulation plan, syntax, and 


the report 


template.


 


 


The Final Report template is a package of documents:


 


·


 


Independent Word documents for each chapter and 


for the appendices 


of the report


;


 


·


 


i


ndependent Excel documents for each chapter and for the appendices including figures 


currently recommended to be included in the 


fi


nal reports (where applicable)


; and


 


·


 


independent SPSS syntax in support of production of 


certain 


figures.


 


 


Drafting of the rep


ort


 


 


Once tables are generated and finalised it should be quite straightforward to 


produce 


the 


report. 


The final report should be drafted by the implementing agency


 


and/or members of a 


stakeholder/technical committee


, with assistance 


and feedback 


from the 


country and 


regional offices of UNICEF, as well as UNICEF Headquarters


.
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