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Submitting data to the new guardian portal 

 

General information 

You can find all current and future submission dates, as well as a link to the portal, 

on our website here: National Guardian's Office website - portal for guardians.  

On this page, you can also find a guide for how to successfully register and log-in to 

the portal for the first time.  

The new portal can be found here: GEMS portal for guardians. We recommended 

saving this link to your favourites for easy access in the future. 

This guide will show you a step-by-step process on how to submit data to the 

Guardian and Enquiries Management System (GEMS) portal. For guidance on 

reporting and recording the data you submit, please go here: National Guardian's 

Office: Guidance on Recording Cases and Reporting Data. 

Please note: you will only be able to submit data if you have followed the guide to 

register for the portal and added your organisations to the ‘My Guardian 

Organisations’ part of the portal. Please check the user guide or email 

enquiries@nationalguardianoffice.org.uk if you have any issues.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://nationalguardian.org.uk/for-guardians/portal/
https://ngoguardianportal.powerappsportals.com/
https://nationalguardian.org.uk/wp-content/uploads/2025/02/2024-Recording-and-Reporting-Guidance.pdf
https://nationalguardian.org.uk/wp-content/uploads/2025/02/2024-Recording-and-Reporting-Guidance.pdf
mailto:enquiries@nationalguardianoffice.org.uk
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Submitting data 

 

1. To submit data please go to the home page and sign in using the button on 

the top right-hand side. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Once you have signed in, please go to the ‘Quarterly Stats’ button at the top 

of the portal.  
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3. You will then be taken to the ‘Quarterly Stats Overview’ page. When a data 

submission window is active, you will see the option to select a submission 

year. The next step is to click on the three dots ( … symbol) against the 

quarter you are submitting data for. If you are a guardian for more than one 

organisation, you will see multiple submissions to enter.  

 

4. You should then click on the ‘Edit’ button to progress to the data submission 

window.  
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5. Once you have clicked the ‘Edit’ button, you will be able to submit data for 

your organisation. Please follow the guidelines on reporting and recording 

data as detailed above. These remain the same for 2025/26.  

Note: You will not need to edit the ‘Submission Year’ or ‘Data for Quarter’ 

columns when you submit data. Please do not change these values.  
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6. The portal will remind you at the bottom of the window about the rules around 

submission numbers:  

 

• The total number of cases raised must add up to the total number of 

cases brought by professional groups. 

• The total number of feedback responses received must add up to the 

feedback response options (excluding Feedback Themes, which is a 

text field). 

 

The ‘Submit’ button will not work if either of these are not correct. 
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After submitting data 

You will be able to edit your submission as many times as needed while the portal 

window is open. If you have more than one guardian at your organisation, please 

liaise with each other to ensure that you do not either put in the wrong data, or 

override someone else’s submission. We only need one submission from one 

Guardian at your organisation.  

We always recommend keeping a copy of your submission on your organisation’s 

system for future reference.  

Once the portal window has closed, you will no longer be able to edit or submit a late 

submission. We no longer operate a reconciliation period. If there are extenuating 

circumstances as to why data is not able to be submitted, please let us know by 

contacting enquiries@nationalguardianoffice.org.uk.  

mailto:enquiries@nationalguardianoffice.org.uk

