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PACE 365 Guidance Document 

This document will help guide you through the PACE 365 system, screen by screen. Contact 

PaceandSupervision@merseycare.nhs.uk for further assistance.  

1. You should have Microsoft Office 365 operating on your laptop or PC.  

 

2. Click on Edge icon which may be found on your desktop, task bar at the bottom of your 

screen or this can be searched for under programs - The icon looks like this     

 

3. When the Edge page loads on your screen. You will need to click onto the home icon 

 at the top of your screen. This will take you to the Mersey care YourSpace 

homepage.  Click onto the ‘People and Development’ tab 
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4. Click ‘Your Development’ from the list below 

 

 

 
 

5. Click on ‘PACE 365’ within the quick links to open the PACE home page.  

 
 

6. Then select ‘Access PACE 365’ to access your profile. 
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7. To start the pace 365 process, you need to create your profile and complete all fields. 

Select create your profile.  

 

 

8. On the create profile page, you will need to make sure all the information is correct.  

See image below.  
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9. Your employee number should be auto populated, if not it can be found on your pay 

slip on ESR on the top left-hand side.  

Your job title is correct  

To search for you team, start typing your team’s name and a list of teams will appear, 

simply click the correct team and that will automatically update that field, 

alternatively you can enter your team’s cost centre code to bring up your team. When 

you populate the team; your division will automatically appear. 

              To search for your Line Manager, Supervisor and Reviewer, start typing in the first   

              name and a list of names will appear, simply click the right person and that will  

              automatically update that field (don’t forget to check the job title, as this is important  

              you don’t select the wrong person)  

10. New for 2025 is a Notes section for you to add any notes you want to remember for 

you PACE appraisal.  This information can be added to this box: 

 
 

Complete the question bout neurodiversity 

 

At Mersey Care we are taking steps to provide a more supportive and inclusive 

environment for all employees. To gain a better understanding of people's needs and 

to plan and provide support. We want to gather information about neurodiversity 

within the workforce. Your participation is voluntary and confidential and will not be 

shared at an individual level. This information will not be available to your line 

manager. 

Which of these do you feel apply to you even if you have not had a formal diagnosis. 

Please select all that apply, you can select more than one. 

 
11. Once all information has been completed the save button will turn blue, click and your 

profile is now ready.  
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12. By clicking save, this activates your profile and the ‘Start your PACE Prep’ button will 

now change to Click start PACE Prep.     

 

13. Please read the update about the changes to the team level reporting data. 

 

 
                                                     

14. The first section of PACE 365 is the Preparation Questions & Values, which consists of 

10 questions in total.  To complete each question, enter your answer into the free text 

box, or select the response that reflects your answer. 

 
 

The system will move through each page, it won’t allow you to move on until all the 

10 questions are completed.  

If there are any problems in moving onto the next screen, ensure you have answered 

all the questions. 
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When the questions are completed, a green tick will appear in the top corner of the 

question.  Please make sure you also select the tabs when answering the questions. 

 

 
 

15. The Scope for Growth Talent Tool continues to be included within the pace preparation 

questions.  You can choose which ambition category you belong in and which position 

within the ambition category.  If you would like some help, there is a guide you can 

click on in  guidance section or  video to watch.  

 

 
 

16. When all 10 questions have been answered, you will have the opportunity to score 

yourself on the sliding scale for each of the trusts CARES Values. Simply drag the icon 

to the score you wish to use.  

 

  
17. You have the option to select the behaviours framework for each value.  Please click 

‘behaviours framework and the value will appear. 
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18. This year we have incorporated a ‘Highlighted Value’ for all colleagues to complete.  

 

 
19. Once this section is complete you can review your thank you’s that you have received 

and sent, then click the continue button.  If the continue button remains greyed out it 

means a question has not been completed.  If you hover over the continue button it 

will advise which question has not been completed. 

 

 
NB: This information will be saved.  If you close page and come back later to amend 

any of the questions. A green tick will appear to show the questions you have 

amended. 

 

20. The next page will bring up the Leadership Assessment page, and this is mandatory for 

all colleagues in a band 7 and above role, and optional for all other bands.  
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21. To commence the assessment simply click Start Leadership Assessment, complete all 

six questions by adding text into the box to evidence your knowledge, skills, and 

experience.  You should also score yourself along the rating scale. 

 
 

22. If you are band 7 and above and you have completed the assessment and you are 

happy with the content, select complete preparation 

 
 

23. If the leadership assessment is not applicable to you are happy with the content, select 

complete preparation 

 
  

24. If you are happy with the content and do not wish to make any changes, click submit.  

(Once you have clicked submit you will not be able to make any changes) 

 

 
 

25. If you are not happy with the content and wish to make changes later, click submit 

later.  (This section can be amended as many times as possible prior to your joint review 

meeting if you have clicked submit later)  
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26. Once you are ready to start your joint review with your pace reviewer (this can be face 

to face or via Microsoft Teams) please log onto your PC or laptop, go to your PACE 365 

page, and select Start Joint Review.  

 

 
 

 

 

 

 

 

 

 

 

 

 

Please note, once you have submitted 

your prep, a notification email will go to 

your reviewer to say you have 

completed your PACE 365 Preparation. 

Once submitted your pace reviewer will 

be able to review your preparation on 

PACE 365. 
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27. The first page of the joint review is to discuss your preparation questions with your 

reviewer.  Please note these cannot be amended during your review.  

 
 

28. The next part is to review the values section together. You can update the score using 

the sliding scale.  

 

29. Once you are happy with all the discussion that has taken place you can then select 

continue. 
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30. The next section is about Feedback and is the opportunity for you and your manager 

to have a safe, open, and positive discussion about how you have worked over the year.  

The contributions and differences you have made and what you have learnt.  It doesn’t 

just have to be about praise it can be describing how you overcame challenges or 

difficulties.  You can also give your reviewer some feedback on how they have 

supported you within your role.  You and your reviewer can complete each section, 

and then select continue.  

 
 

31. This next section is Last Years Objectives (this section will auto populate if you 

completed PACE 365 last year in the 2024 window.  If you completed paper pace, you 

could manually add them.    
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32. To manually add them click on ‘Add last years objective manually’ Complete the fields 

and select save to add each objective separately.  

 

33. If you did complete PACE 365 last year. Your 2024 objectives will pull through and you 

will be able to score yourself for the achievement of each objective.  Discuss and 

agree the score using the matrix, score your objective, simply click    
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With agreement from your manager/reviewer, that you don’t have any objectives to 

add for last year, you can skip this section.  

Remember to save each objective once you have edited it. Select continue to move 

to the next section. 

 

 
 

 

34. This year’s objectives section is made up of three parts. The six key objectives, Team 

Objectives, and your Objectives. Read through Trust Objectives shown below.  

 

 
Add your team priorities from your team canvas or your teams’ objectives. Some 

teams are going through service changes and may not have them.   If you don’t have 

them, you can ask your manager to provide them.  

 

 
 

35. Agree and add your individual objectives for the forthcoming year by clicking on Add 

New Objectives.  You will see for the 2024 window you have been given a trust 

objective to support the trusts anti racist perfect care goal. 

          
 

36. Add your individual objectives for the forthcoming year by selecting each Trust aim.  

Then add in your personal objective. Save each one at a time.  See diagram below.  

 

37. The trust aims and objectives you select relate to your individual job, you may use all 

four or you may not.  As long as you can link them to the aims that are closest to your 
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role. 
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Discussing and agreeing your personal objectives is an important part of PACE because it 

sets out what is expected of you in the year ahead.  Agreement with team members can 

vary from team to team and a colleague’s experience, if you are new to appraisal, you may 

prefer your manager to lead on writing your objectives.  If you are an experienced member 

of the team, you may like to write your own and share them in the PACE discussion.  It is 

important for the reviewee and reviewer to agree the final objectives. 

 

38. Once you have added all your objectives click on continue. 
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39. In your preparation stage, you have completed question 6 relating to Scope for 

Growth and choose which ambition category and position which you think you are 

currently in.  In the joint discussion you can discuss this with your reviewer and also 

where you would like to be in the future.  You can now choose to change your 

category or to leave it.  This will depend on you career aspirations and your 

development plan.   

 
 

Once you have selected your future position, on the Scope for Growth Talent Tool, A 

suggested development plan will appear. You can then click continue 

 

 
 

40. Your Learning and Development Plan (LDP) is there to support you to organise your 

development within Mersey Care.  This function includes more information about how 

you can develop in the Trust.  Your LDP is unique to you and should be driven by you. 
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41. Your work objectives are also visible on this page so if you need any development in 

those areas, it can help you.  

 
 

42. If you want to add any new training, click on the Add Training button as shown below. 

 

43. A range of development headings will appear, Workplace Development, 

Apprenticeships, Internal Classroom/Virtual Training, Internal Digital IT Training, 

Management & Leadership and External Training.  
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44.  Read through each section of the learning and development opportunities and where 

relevant for you and agreed by your pace reviewer.  Click on Add.  Once you have 

finished click on submit and your LDP will be updated.  
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45. To edit a status of any of the training, please click the edit and amend the status 

of the training 

 

 

 

Finally save and continue  
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46. To complete the final page of PACE 365, tick the below checklist, then select complete 

joint sign off.  

 

 
 

 
 

47. You will then have the opportunity to fully complete the feedback without your pace 

reviewer.  Simply click continue to complete 

  



 

21 
 

 

You must select an appropriate Star.  

 

48. In order to improve the system, we ask colleagues to complete a short System 

Evaluation on how you felt the system and review went.  
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49. Once you have completed the Evaluation and Completion, please click on Complete 

PACE. 

 

50. You and your reviewer will receive an email confirmation that you have completed 

your PACE 365.     

 

Thank you for taking the time to read this guide. If you require any further support, 

there are PACE 365 training sessions available via the Mersey Care Learning and 

Development online prospects L&D Prospectus under section 3 or if you encounter 

any problems email paceandsupervision@merseycare.nhs.uk 

 

https://yourspace.merseycare.nhs.uk/people-and-development/learning-and-development-prospectus
mailto:paceandsupervision@merseycare.nhs.uk

