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Guardian Portal Guide for the Guardian and Enquiries Management System

(GEMS)

Registering on the new portal: step-by-step-quide

The link for the new GEMS portal can be found here:
https://ngoguardianportal.powerappsportals.com/. Please save this to your favourites for
easy access in the future.

1. Once you have successfully completed your Foundation Training Part 1 and
have informed the office via enquiries@nationalguardianoffice.org.uk, you will
be sent an invitation link to register on the new portal. The email will look like
the below screenshot, and contain the link for you to register:

Dear {IContact:First Name},
Congratulations on being appointed a Freedom to Speak Up Guardian and completing Foundation Training Part 1.

Your registration details have been verified, and the link to access the NGO portal is below. Please follow the attached guide when
registering on the portal for the first time:

Sign up to the Guardian Portal

Once registered, you are able to update your guardian profile; check your training log and submit your organisation’s quarterly
data submissions.

NGO Website

Within seven days of receiving this letter, you will receive your log-in details for the Freedom to Speak Up Guardian log-in area of
the website.

Please refer to the section titled For FTSU Guardians on the website.

Further training

Foundation Training Part 2 - Within four months of appointment to the guardian role, you are required to have a mentor
conversation with an NGO appointed mentor. Please refer to the section titled Training For Freedom to Speak Up Guardians for

more information and the NGO trained mentor list.

We trust you find this information helpful, but if you have any questions, please contact
enquiries@nationalguardianoffice.org.uk and a member of the team will be happy to assist you.

On behalf of the National Guardian's Office, we wish you well in the role.


https://ngoguardianportal.powerappsportals.com/
mailto:enquiries@nationalguardianoffice.org.uk
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2. You will then be taken to an invitation page, where you will need to click ‘Sign
up now’ at the bottom of the page to progress your registration. Do not
attempt to sign in.

National
Guardian

Sign in

Sign in with your email address

Email Address

Email Address

Password

Password

Forgot your password?

S I

Don't have an accour @
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3. You then need to type the email address you will be using for your Guardian
role into the ‘Email address’ field. Please note: this will be the email address
that also appears on the public directory on our website. You should then click

on ‘Send verification code’:
National
Guardian

User Details

Email Address *

Email Address is required.

Email Address |

‘ Send verification code ’

MNew Password *

MNew Password

Confirm New Password *

Confirm MNew Password

Given Name

Given Name

Surname

Surname
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4. Once you have clicked ‘Send verification code’ you will receive an email with a
code like the one in the screenshot below. You should then copy and paste
this code in to the ‘verification code’ box:

Verify your email address

Thanks or vertying you [ <o

Your code is: 892372

Simcerely,
NGOUK B2C

Nati |
This message was zent from an unmonitored email ™
address. Please do not reply to this message. G ua rd I a n

Freedom to Speak Up

National
# Guardian
User Details

Verification code has been sent to your inbox. Please copy it
to the input box below.

Email Address *

Verification Code *

892372 ’
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5. You will then be able to set your own password, as well as inputting your
preferred first name and surname. This will complete your initial account
creation:

New Password *

New Password

Confirm New Password *

Confirm New Password

Given Name

Given Name

Surname

Surname
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6. Once you have done this, the ‘create’ button will be enabled, and you should be taken to
the Guardian portal landing page, which looks like this:

® National A& | Guardian Profile - | Quarterly Stats - | Training | Q | Signin

-t Guardian

=7 Sign in Register Redeem invitation

Sign in with an external account

© 2025 National Guardian's Office
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7. As a Guardian, you should click on the button marked ‘Guardian Access’. You will then
be taken to your Guardian Profile page, where you can fillin your personal and
organisation’s information:

® National #& | Guardian Profile - | Quarterly Stats - | Training | Q | Ellie Staite -
Guardian

> Guardian Profile

Guardian Profile

Ellie Staite Your Information

Key information

i Security . .
First Name * Job Title

Manage External Authentication ‘ Ellie ‘ ‘ NGO ‘
Last Name Organisation Name *
‘ Staite ‘ ‘ National Guardian Office m
Email *

Tell us more about yourself
Guardian's Gender

Select hd

Pronouns
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8. Please note: you will not be able to type your organisation name in the box labelled
‘Organisation Name’ —this is a look-up function box only. You should click on the
magnifying glass symbol to take you a screen that will allow you to search for the main
organisation you are a Guardian for:

Lookup records

iZ Organisation Lookup View~

Choose one record and click Select to continue

+ Organisation Name i Street 1 ity Post Code Website

Knowsley PCN Cheshire and Merseyside
North East ADHD Ltd

Kenmaore Medical Centre

Pearl Medical Centre B8 2HB

Hampshire Hospitals RG24 9MNA

0
L]
0
[] selperpcN DES6 0JB
[
U
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9. You are then able to fillin details about yourself. Please note: the information on the
first page of your profile is optional only and does not need to be completed in order to
complete your profile.

Tell us more about yourself

Guardian's Gender

Select v
Pronouns

Select v
Ethnicity

Select v
Religion

Select v
Sexuality

Select v
Age Range

Select v

Disability or long standing illnesses

® No O Yes
Are special adjustments required?

Select v
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10. On the next page, you will be asked to complete information about your employment in
the Guardian role. Please note: all of these fields are mandatory.

Ellie Staite

& Security

Manage External Authentication

10

Your Information

Guardian Employment

Date of Appointment *

08/10/2018

Appointed through fair and open
competition *

Yes v

Time for Freedom to Speak Up Guardian role

Up to 5 days a week v

Do you have another role? *

No v

Time for FTSU guardian role changed in 12
months? *

Yes i

Employment Type *

Non-NHS Worker v

Non-NHS worker band

Middle Management v

Non-NHS worker salary band

How often, if at all, do you work from home?

| am home based v

Who do you report to? *

NGO

Are you employed by a 3rd party Guardian
provider? *

® No O Yes
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11. You will then be asked to provide information on what Region and/or National Network
you will belong to as a Guardian. You will also be asked what stage you are in in planning
your mentor conversation, the date this took place and who you had this with. These are
mandatory fields.

e |fyou became a Guardian before April 2021, please enter the date ‘01/04/2021°
and input ‘N/A’ into the Mentor Name field.

e Ifyou are a new Guardian and haven’t yet planned your mentor conversation,
please enter ‘Not Yet Planned’.

® National “ Guardian Profile - | Quarterly Stats - | Training | Q | Ellie Staite -
.lt Guardian

> Guardian Profile

Guardian Profile

|
Ellie Staite Your Information

Additional information
@ Security

Region *
Manage External Authentication London -
National Network *
Not Applicable v
Status of Mentor Conversation *
Not yet planned v

11
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e You will need to return to the portal after your mentor conversation has taken
place and change this to ‘Has Occurred’. You’ll then be able to input the date of
your conversation and the name of who it was with.

QGualuiaill rivilne

______________________________________________________|]
Ellie Staite Your Information

Additional information

& security Region -
gion

Manage External Authentication Midlands

National Network *

Nt Applicable

Date of Mentor Conversation *

16/05/2025

Status of Mentor Conversation *

Has occurred

Name of Mentor *

Name name

12
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Linking your Guardian Organisations

12. The next step of the registration process is to link your profile to the Guardian
Organisation or Organisations you represent. If this changes, you can add or remove any
organisations as needed. You can access this area by clicking on ‘My Guardian

Organisation’ as in the screenshot below:

® National #A& | Guardian Profile - | Quarterly Stats - | Training | Q | Ellie Staite -
Guardian
Guardian Profile

Guardian Organisation

q v

> Guardian Profile

Guardian Profile

Your Information

Ellie Staite
Key information
& Security . )
First Name * Job Title
IManage Exiernal Authentication Hliie NGO

Organisation Name

Last Name
Staite National Guardian Office m

Email *

13
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13. Once there, you need to click on the ‘Add Organisation’ button on the right-hand side of
the page, highlighted in green:

@ National
“LI- Guardian

A& | Guardian Profile -~ | Quarterly Stats ~ | Training | Q@ | Ellie Staite ~

iE Active Guardian Organisations~

Guardian D Email for Contacting CEOQ (or equivalent)
Name 4 1 Guardian Organisation Region (Organisation) Name CEO (or equivalent) Email
Ellie Staite National NGO NGO@NGO n
Guardian
Office

X [ @) ©2025National Guardian's Office

14
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14. You will then need to input the information about the Guardian organisation you are
registering for. This includes the organisational address, CEO or equivalent information,
organisation type and more. You will need to scroll down to complete the fields. You will
also need to do this for every organisation you represent, if you are a Guardian for more
than one organisation.

& Create

FTSU Executive Lead name

Guardian ID FTSU Executive Lead email

Mickey Mouse *x Q ‘
Organisation FTSU NED/Trustee name

Street 1 FTSU NED/Trustee email

Street 2 Total number of FTSU champions in your
‘ organisation

Street 3 Total number of FTSU guardians in your
organisation

15
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15. You can either search for your organisation using the look up function by clicking on the
magnifying glass icon next to the ‘Organisation’ field, as below:

& Create

Lookup records

Choose one record and click Select to continue

Organisation Name Email

Knowsley PCN Cheshire
and Merseyside

North East ADHD Ltd

Kenmore Medical
Centre

Belper PCN

Q@

16
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16. If your organisation does not appear, you should double check first that you are inputting
your organisation’s complete name (no acronyms) and that you are using the registered
name of the entire organisation, rather than a hospital site.

If you cannot find your organisation, you can add their details by clicking the ‘New’ button at
the bottom left-hand side of the page (highlighted in green).

& Create

Lookup records

Choose one record and click Select to continue

Organisation Name Email

Knowsley PCN Cheshire
and Merseyside

North East ADHD Ltd

Kenmore Medical
Centre

Belper PCN

17



JULY 2025 Freedom to Speak Up Guardians — Accessing the Guardian Portal

17. Clicking on the ‘New’ button will then enable you to input all relevant details about your
organisation.

O Create *

Create a new record

Summary

ORGANISATION INFORMATION

Organisation Name *

Parent Organisation

Organisation Role

Select

Organisation type

Select

Telephone

‘ Provide a telephone number

Mobile Telephone

Provide a telephone number

18
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18. Please note: you must delete your name in the Primary Contact field (the green ‘X’
button) before clicking the ‘Submit’ button and creating the record.

@ Create

Primary Contact

‘ Ellie Staite

Business

Provide a telephone number

19



