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Data Cleansing 
Quality Improvement Toolkit for General Practice  

Acknowledgement of Country 

Eastern Melbourne PHN acknowledges the Wurundjeri people and other peoples of the Kulin 
Nation on whose unceded lands our work in the community takes place. We pay our respect to 
Aboriginal and Torres Strait Islander cultures; and to Elders past and present EMPHN is 
committed to the healing of Country, working towards equity in health outcomes, and the 
ongoing journey of reconciliation. 

Disclaimer 

The information in this toolkit does not constitute medical advice and EMPHN accepts no 
responsibility for the way in which information in this toolkit is interpreted or used.   
Unless otherwise indicated, material in this resource is owned by EMPHN. You are free to copy 
and communicate the work in its current form, as long as you attribute EMPHN as the source 
of the copyright material.   
  
Due to constant developments in research and health guidelines, the information in this 
document will need to be updated regularly. Please contact EMPHN if you have any feedback 
regarding the content of this document.    
  
Resources included in this toolkit not developed by EMPHN have been referenced throughout 
and these organisations retain copyright over their original work.  
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About this toolkit - Data Cleansing 
In this quality improvement toolkit, general practice teams will be provided strategies to update and 
maintain quality clinical records to offer a better understanding of patient cohorts and enable 
extraction of reliable data to manage patient populations. 

Outcomes of 
this activity 

• Implement data cleansing activities to keep your clinical information system 
up to date by archiving patients. 

• Setting up user preferences so every reason for visit or medication does not 
appear in your past history. 

• Implement use of coded lists in clinical information system and cleaning up 
uncoded lists. 

• Increase accurate recording of demographic data and lifestyle risk factors for 
active patients. 

 
How to use this toolkit 
The steps in this toolkit are examples of practical ideas to assist with accurate and reliable recording 
of clinical data within your clinical software.  

Starting point Identify your QI team and QI activity communication processes 

Step 1 Review data cleansing training videos and resources 

Step 2 Archiving patients 

Step 3 Setting up software preferences for clinicians 

Step 4 Cleaning up uncoded diagnosis 

Step 5 Accurate recording of demographic and lifestyle risk factors 

Finishing point Sustainability check list 

  
Recording your improvement for this activity 
It is recommended to review each improvement step and select what may be appropriate for your 
general practice to consider undertaking and test using Plan Do Study Act (PDSA) cycles to make 
sustainable changes and record key learnings for your practice team. Use the following template to 
record your activities.  

PDSA Example: Data Cleansing PDSA Example Template  

 

  

Where to get help? 
EMPHN general practice improvement & digital enablement: digitalhealth@emphn.org.au 

EMPHN practice support:  practicesupport@emphn.org.au 

HealthPathways Melbourne:  info@healthpathwaysmelbourne.org.au 
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Starting point: 
Identify your QI team and QI activity communication processes  
 

Identify your 
change team  

• Identify the lead and practice team members to drive quality improvement 
work  

• Assign roles and responsibilities according to staff skill, interest and position. 
• Allocate protected time for the QI team to perform required tasks e.g. 1hr per 

week in calendar.  
• Plan frequency of meetings for QI team. 
• Provide access to project files and related policy and procedures   

Communication 
with the practice 
team  

• Identify who will need to be kept informed. 
• Identify the method(s) that will be used to inform and update all staff of any 

changes as a result of the QI activity e.g. staff/Clinical/Admin/Nurse 
meetings, email, noticeboard, group chat.  

• Ensure all staff are advised of the chosen communication(s) method.  
• Provide monthly updates to all staff of ongoing changes e.g. add QI to 

staff/Clinical/Admin/Nurse meetings. 
• Allow staff to contribute ideas and provide opportunities for staff feedback.  
• Distribute minutes/action points following any meetings held and ensure 

staff are aware of any follow-up needed.  

 
Step 1: Review data cleansing training videos and resources  
Learn the essential steps on data cleansing by watching our specialised EMPHN webinars: 

1. EMPHN Introduction to data quality video (7.59min length): 
https://vimeo.com/307398482/1421c5e4b4 

 
2. EMPHN Quality Improvement Activity Webinar – Data Cleansing (5.04min length): 

 https://www.youtube.com/watch?v=VSt9tWussWM 
 

Key resources Details   

RACGP: Improving 
health record quality 
in general practice  
 

Resource: https://www.racgp.org.au/running-a-practice/practice-
resources/general-practice-guides/improving-health-record-
quality/introduction 

RACGP: High-Quality 
Health Records  

Education toolkit: https://www.racgp.org.au/running-a-
practice/practice-resources/practice-tools/education-toolkits/high-
quality-health-records/the-purpose-of-this-resource 

 

 
 

Did you know? 
Undertaking data cleansing activities will assist your practice with meeting:  

• PIP QI activity requirements Practice Incentives Program Quality Improvement 
Incentive – Guidance | Australian Government Department of Health and Aged Care 

• RACGP Standards for general practices 5th edition 
• PIP eHealth incentive (ePIP): Requirement 3 
• Australian Commission on Safety and Quality in Healthcare Healthcare records, 

Action 1.16 

https://vimeo.com/307398482/1421c5e4b4
https://www.youtube.com/watch?v=VSt9tWussWM
https://www.racgp.org.au/running-a-practice/practice-resources/general-practice-guides/improving-health-record-quality/introduction
https://www.racgp.org.au/running-a-practice/practice-resources/general-practice-guides/improving-health-record-quality/introduction
https://www.racgp.org.au/running-a-practice/practice-resources/general-practice-guides/improving-health-record-quality/introduction
https://www.racgp.org.au/running-a-practice/practice-resources/practice-tools/education-toolkits/high-quality-health-records/the-purpose-of-this-resource
https://www.racgp.org.au/running-a-practice/practice-resources/practice-tools/education-toolkits/high-quality-health-records/the-purpose-of-this-resource
https://www.racgp.org.au/running-a-practice/practice-resources/practice-tools/education-toolkits/high-quality-health-records/the-purpose-of-this-resource
https://www.health.gov.au/resources/collections/practice-incentives-program-quality-improvement-incentive-guidance?utm_source=health.gov.au&utm_medium=callout-auto-custom&utm_campaign=digital_transformation
https://www.health.gov.au/resources/collections/practice-incentives-program-quality-improvement-incentive-guidance?utm_source=health.gov.au&utm_medium=callout-auto-custom&utm_campaign=digital_transformation
https://www.racgp.org.au/getattachment/ece472a7-9a15-4441-b8e5-be892d4ffd77/Standards-for-general-practices-5th-edition.aspx
https://www.digitalhealth.gov.au/healthcare-providers/practice-incentives-program-ehealth-incentive-epip
https://www.safetyandquality.gov.au/standards/nsqhs-standards/clinical-governance-standard/patient-safety-and-quality-systems/action-116
https://www.safetyandquality.gov.au/standards/nsqhs-standards/clinical-governance-standard/patient-safety-and-quality-systems/action-116
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Step 2: Archiving patients 
The aim of this activity is to archive inactive patients to create an accurate and up to date clinical 
system of active patients. 
 

 

 

Data report to use Walkthrough: Active Patients Refer to Appendix 3 

 
Baseline Measurement: End of activity Measurement: 
Active patient count: Active patient count: 

Date:  Date:  

 
Tasks to complete this activity: 

Review your policy and procedure for deactivating past patients (non-attending and deceased) to 
ensure it is appropriate and being used routinely. 

It is good practice to inactivate patients regularly (the inactivation timeframe they haven’t been seen 
for is a clinical decision, but commonly it can be 2 or 3 years). Commonly this task is done 3-6 
monthly by the Practice Manager or Practice Nurse. It should go into their calendar and their job 
description, so if there is staff turnover, it gets handed on to the new staff member and it is not 
forgotten. Remind reception staff to always check “all patients” when they are looking for patients.  

You may consider archiving or inactivating patients one-by-one who do not fit within the practice’s 
active patient definition. This may include:  

• Archiving deceased patients. 
• Merging duplicate patients. 
• Archiving patients with a postcode not relevant to your areas/state. 
• Archiving patients that have moved away or no longer attend the clinic. 
• Archiving patients that have never attended the clinic e.g. those patients that have registered 

for an appointment but have never turned up (e.g. online bookings). 
 

Key resources Details   

Steps to inactivate 
patients in clinical 
software 

Best Practice Bulk inactivating patients Refer to Appendix 1 

Medical Director Bulk inactivating patients Refer to Appendix 2 
 

 
 
 
 

 

Tracking your improvement for this activity 
List the number of active patients you have in your database. Record your baseline 
and end of activity active patient numbers here. 

 
 

 

 

 

 

Activity Check in 
Did you complete this activity? If yes, document your completed activity using the 
PDSA template   
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Step 3: Setting up software preferences for clinicians 
The aim of this activity is to create accurate and up to date patient records by adding only relevant 
items that are recorded in the patient’s past history, and items are made inactive when no longer 
relevant.  
 

 

 
Tasks to complete this activity: 

Ensure all clinical users have user options set up in the Clinical Information System to assist with 
maintaining data quality to only enter chronic conditions and significant events in ‘Past Medical 
History’. 
To implement clinical user options, consider the following tasks to complete this activity: 

• Meet with all clinicians and discuss changing any preferences in the software (if applicable) 
and how to manage keeping Past History lists up to date and relevant. 

• Change the default option of when adding Reason for visit and Reason for Prescription so it 
does not automatically add every detail to Past History (Note this needs to be performed for 
each user)  

 

Key resources Details   

Configuring user 
options in clinical 
software 

Best Practice - Configuring user options to help maintain data 
quality. Refer to Appendix 4 

Medical Director Configuring user options to help maintain data quality. 
Refer to Appendix 5 

 

 
 

Step 4: Cleaning up uncoded diagnosis – Activity for clinical staff 
The aim of this activity is to improve the coding of diagnoses (reduce/eliminate free text diagnoses) 
in your clinical information system. 
 

 

 

Data report to use Walkthrough: Recording of uncoded diagnosis Refer to Appendix 8 

 
Baseline Measurement: End of activity Measurement: 
Uncoded diagnosis count: Uncoded diagnosis count: 

Date:  Date:  

 

Tracking your improvement for this activity 
Note: you cannot track data on this activity 

 
 

 

 

 

 

Activity Check in 
Did you complete this activity? If yes, document your completed activity using the 
PDSA template   

 
 

 

 

 

 

Tracking your improvement for this activity 
List the number of uncoded diagnosis in your database. Record your baseline and 
end of activity number of uncoded diagnosis in your database here. 

 
 

 

 

 



 

 

 

 

   
Version 1.0 August 2024 Page 6 of 18  

Printed copies of this document are uncontrolled   Quality Improvement Toolkit – Data Cleansing 

Tasks to complete this activity: 

To clean up uncoded diagnosis and replace with coded diagnosis, consider the following tasks to 
complete this activity: 

• Discuss the implementation at a practice meeting to ensure you tackle this as a practice. 
• Encourage your Clinicians to use the coded lists whenever possible and to use the notes 

feature to add additional notes as needed. 
• Develop a no free text diagnosis policy. 

 

Key resources Details   

Clean up un-coded 
Past History items  

Best Practice Clean up un-coded Past History items Refer to Appendix 6 

Medical Director Clean up un-coded Past History Refer to Appendix 7 
 

 
 
Step 5: Accurate Recording of Demographic Data and Lifestyle Risk 
Factors  
The aim of this activity is to increase accurate recording of demographic data and lifestyle risk 
factors for active patients.  
 

 

 

Data report to use Walkthrough: Recording of demographic and risk factor data 
Refer to Appendix 9 

 

Baseline Measurement: Baseline 
Percentage % 

End of Activity 
Percentage % 

% recorded RACGP Active patients Aboriginal and 
Torres Strait Islander status   

% recorded RACGP Active patients Allergy status   

% recorded RACGP Active patients BMI status   

% recorded RACGP Active patients Ethnicity status   

% recorded RACGP Active patients Alcohol status   

% recorded RACGP Active patients Family History 
status   

 Date: Date: 
Tasks to complete this activity: 

Incorporate use of Walrus notification tool to identify active patients that require an update to 
recording of demographic data and lifestyle risk factors. 

 

Activity Check in 
Did you complete this activity? If yes, document your completed activity using the 
PDSA template   

 
 

 

 

 

 

Tracking your improvement for this activity 
List the number of recorded demographic and risk factor data in your database. 
Record your baseline and end of activity numbers in your database here. 
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Installation or Walrus Notification tool to assist with opportunistic data cleansing activities. 

• Install Walrus Notification tool on each computer used by the clinical team 

Video: How to set up and use Walrus 

Walkthrough: Installing Walrus on your practice 
• Provide training for clinical teams on how to use Walrus to prompt to update missing 

information using the ‘clipboard’ icon 

Video: Walrus introduction 

Walrus demonstration video – Length 3.02minutes.   
• Clinical team to use Walrus notification tool to opportunistically update missing 

demographic data at point of care.   
 

 
 

Finishing point: Sustainability check list – maintaining the change  

Document • Have you recorded your completed activities?  
• Resource: PDSA Template 

Action 

• Adopt: excellent work, embed that change.  
• Adapt: determine if a change is needed to the plan and start a new 

PDSA.  
• Abandon: Rethink the next PDSA  
• Lessons can be learned from PDSAs that are abandoned. Keep a record 

of learnings.  

Sustaining 
project 
outcomes 

Consider which practice documentation may need to be updated to 
include the change:  
• Updates to Policy and Procedure manual.  
• Specific task procedures.  
• Local signs or instructions.  
• Staff work practices. 
• Position descriptions.  
• Staff induction.  
• Staff skills development or education. 

Communicate • QI project outcome feedback to staff. 
• Present project strengths and challenges.  

Celebrate • Celebrate your outcomes and achievements by sharing a with a 
morning tea with your team. 

Reflect and 
review 

• Discuss project strengths and challenges.   
• Annually review the PDSA outcomes to ensure activities are still being 

adhered to and completed 
• Annually review your topic specific activity results. Identify gaps, areas 

for improvement and set new activity targets if applicable. 
• Where to next on your continuous QI journey? 
• Consider potential topics for a new CQI activity, and how your 

experience with this activity can help you to be more efficient and 
effective 

 

Activity Check in 
Did you complete this activity? If yes, document your completed activity using the 
PDSA template   

 
 

 

 

 

https://www.youtube.com/watch?v=RxGE9d19cZM
https://www.emphn.org.au/images/uploads/files/Walkthrough-Installing-Walrus-in-your-practice.pdf
https://www.youtube.com/watch?v=RaCtKS2YWuo
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Appendix 1: Best Practice - Bulk Inactivating Patients  
Step 1  

Note before 
starting 

Back up your current data before running this utility 

Step 2 

From the 
main screen 
(not within a 
patient 
record), select 
Utilities>Sear
ch 

 

Step 3  

Select Visits 

 

Step 4 

Select Seen 
by (all users). 
Select dates 
from and To. 

Tick “NOT”. 
Click Add >Ok 
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Step 5 

Select Run 
query 

 

Step 6 

Use the Shift 
key to 
highlight all 
the patient 
records then 
go to 
File>Mark as 
Inactive 
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Appendix 2: Medical Director - Bulk Inactivating Patients 
Step 1  

Note before 
starting 

Back up your current data before running this utility 

Step 2  

From the 
main screen 
(not within a 
patient 
record), select 
Search> 

Patients 

 

Step 3 

In the Patient 
Search 
window, tick 
Not seen 
since, enter 
the relevant 
time period 
then click on 
Search 
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Step 4 

The patient 
list will 
appear. Select 
inactivate 
patients to 
inactivate all 
patients 

 

Step 5 

Note final pop 
- up screen 

Before completing bulk inactiviation, review final pop up screen to ensure you are 
happy to proceed with action. 
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Appendix 3: Walkthrough – Active Patients 
Step 1  
Open POLAR and 
Select Clinic 
Summary Report 
from Reports 

 

Step 2  
Using the filters 
down the left 
select patient 
status then 
Active and 
confirm the 
selection 
The Patient Count 
is your baseline 
data. 
Repeat 48 hours 
after you have 
made patients 
inactive via the 
instructions this is 
your new number 
of active patients. 
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Appendix 4: Best Practice - Configuring user options to help maintain data 
quality 
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Appendix 5: Medical Director - Configuring user options to help maintain 
data quality 
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Appendix 6: Best Practice – Clean up un-coded Past History items 
Step 1  

Open BP Utilities 
(note this is not 
the main BP APP) 

 

Step 2 

Login and select 
Cleanup history 

The Un-coded Past 
History Items list 
shows all past 
history entries 
entered into the 
database, from a 
conversion or free 
text. The 
Conditions list is 
the list of coded 
conditions entered 
into Best Practice. 

From here you can 
replace the 
uncoded items 
with coded items.  
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Appendix 7: Medical Director – Clean up un-coded Past History items 
Step 1  

Open Medical 
director 
Maintenance APP 

  

Step 2 

Select Database 
Tasks>Medical 
Director 
Clinical>Diagnosi
s Coder 

 

 

Step 3 

The left box has 
the uncoded 
diagnoses in the 
Past Medical 
History to code 
highlight the 
diagnosis in the 
left column and 
use the list on the 
right to find the 
matching 
diagnosis and 
link or use the 
correct button to 
correct. 
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Appendix 8: Walkthrough – Recording Uncoded Diagnosis 
Step 1  

Open POLAR and 
Select Clinic 
Summary Report 
from Reports 

 

Step 2 

Using the filters 
down the left 
select patient 
status then Active 
and confirm the 
selection 

 

Step 3 

Select Clinical then 
Diagnosis 

 

Step 4 

Select Unmapped 
Diagnosis 

 

 

 

Step 5 

Total of Unmapped 
diagnosis 
provides your 
baseline  
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Appendix 9: Walkthrough – Recording demographic data and lifestyle risk 
factors 

Step 1  
Open POLAR and 
Select Clinic 
Summary Report 
from Reports 

 

Step 2 
Select Patients 
then Quality 

 

Step 3 
Select RACGP 
Accreditation 
Standards and 
ensure box is 
ticked green to 
provide 
demographic and 
risk factor data for 
Active patients 

 

Step 4 
Percentage 
recorded for each 
demographic data 
and risk factor 
graph is now 
available 
 
 

e.g. 
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