
A. Information to be provided to a Professional Executor: 

 1) I have designated a professional executor and I regularly confirm, on an annual basis, that this person remains 
prepared and able to serve in this capacity. (14.6)

 2) I have prepared a document that specifies the range of information the professional executor will need in the 
event they are called to serve in this role. This information includes:

 a) the location of my current and past practice records. (14.1, 14.2, 14.3, 14.4, 14.6)
 b) the location of any test materials (e.g., WISC-V, MMPI-2) for the purpose of safeguarding test security. 

(11.16).
 c) if I have specific requests regarding the distribution of my tests/test materials (e.g., to another registrant), 

I have identified the intended recipient(s) of these materials and any financial arrangements I have made for 
the purchase of the materials by the recipient(s). (11.16).

 d) the location of my billing and financial records so that my professional executor can check on the status 
of any outstanding professional billing and financial transactions, and delegate any actions in this regard. 
(13.10, 14.6)

 e) the location of my appointment book or appointment booking computer calendar and client phone 
numbers. (5.1, 5.17, 5.26, 14.6)

 f) my computer, email, document, and voicemail passwords as appropriate to ensure my professional executor 
is able to gain access to my voicemail, email, and electronic records as necessary. (5.1, 5.17, 5.26, 13.10, 14.3, 
14.4, 14.6)

 g) the location of the keys to my office, filing cabinets, storage facility, etc. and I have labeled the keys. (14.1, 
14.2, 14.6)

 h) a list of anyone necessary to help my professional executor locate and/or access, in the event of either 
my incapacity or my death, my client records, billing and financial records,  appointment book, telephone 
numbers, etc., such as my personal executor, a spouse or relative, secretary, friend, and/or colleague. (5.1, 5.17, 
5.26, 13.10, 14.1, 14.2, 14.3, 14.4, 14.6)

The information provided in this Practice Support checklist is intended to provide general guidance to assist registrants in identifying issues and options 
that should be considered, and implementing strategies to address issues, resolve problems and improve practice, with respect to a particular aspect of 
psychology practice.  No checklist can anticipate all variables that might be relevant to a specifi c professional decision or circumstance, but the checklist can 
provide general guidance to registrants dealing with the identifi ed practice issue. Registrants are also invited to contact the Practice Support Service with 
any questions.  

Readers are advised that documents provided by the Practice Support Service are not legal advice, and do not supplant any applicable legislation, the 
College’s Code of Conduct, or any other offi cial College communications.  While an effort has been made to be comprehensive, the information in this 
checklist is not exhaustive, and the College makes no warranty or representation as to its currency, completeness or accuracy.  The College accepts no 
responsibility for any errors or omissions, and expressly disclaims any such responsibility.

This checklist does not establish standards, limits or conditions for registrants’ practice for the purposes of the Health Professions Act, and it is not intended 
to impose mandatory requirements to the extent that such requirements are not established under the Code of Conduct.  In the case of any inconsistency 
between this checklist and any Code standard, the Code standard governs.  The fi nal decision on the course of action to be taken in any practice situation is 
made by the registrant, and checklists are not intended as a substitute for the professional judgment and responsibility of the registrant.  Exclusive reliance 
on checklists is imprudent, as every practice decision depends on its own particular circumstances.

This document may not be copied in part. Registrants wishing to copy it in its entirety must keep this disclaimer attached and must identify it as a College of 
Psychologists of B.C. Practice Support document. For ease of reference, select Code standards are indicated in brackets following checklist items.  Registrants 
are obligated to consider any other Code standards and legislation that may be relevant to a specifi c practice situation. All references to the Code of Conduct 
and other legislation is current to the date indicated at the beginning of each checklist.   

This document is intended to be of assistance to registrants with respect to their preparation of information for their appointed 
professional executor as well as information that one should expect if serving as a professional executor for another registrant.

Providing information and specifying any expectations to your professional executor will make it easier and less stressful for 
your family, colleagues and executor to handle matters in the event of your death or incapacitation. Clarifying such information 
and expectations with registrants for whom you have agreed to serve as a professional executor will also go a long way to 
preventing problems and later misunderstanding. Most important, engaging in this process if you are a professional executor 
for another registrant and ensuring that you have properly informed your own professional executor ensures compliance with 
the Code of Conduct and is a demonstration that you care about your clients’ welfare, and want them to receive an appropriate 
standard of care. Your professional executor should be a registrant who you respect and trust. Including this person in the 
planning process will familiarize him or her with your concerns and your practice.
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 3) I keep my records up to date. (7.19, 13.6, 13.7, 13.9, 13.10)

 4) I have separated my files into two groups, ‘current’ and ‘past,’ and have arranged the files alphabetically. 
(13.1, 13.2, 13.3, 13.7)

 5) I have considered adding, on the outside of each file for ease of reference, the date the client was first seen and, 
if applicable, when the case was closed. I have included a face sheet within or outside the file with the client’s name, 
phone number and current address (or last known address in the case of closed files). (13.7)

 6) I have communicated to my professional executor any preferences and people I wish to be notified regarding my 
incapacity or death and any planned memorial service.

 7) I have discussed with my professional executor to the extent possible how I would like my active clients notifi ed, 
and if necessary and possible I have also provided suggestions for alternative resources in the event any of my 
clients require a referral to a new service provider and my professional executor is unfamiliar with my practice area 
resources. (5.1, 5.17, 5.26)

 8) I have a copy of the information provided to my professional executor and have also included a copy of this 
information along with my personal will, and I have given copies to my lawyer if I have one. I will update this 
information as needed to ensure that the information remains current. (14.6)

 9) I have advised the executor of my personal affairs and/or my next of kin of the identity of my professional 
executor and I have ensured they are aware of my professional executor’s responsibility for my client fi les and tests/
tests materials in the event of my incapacity or death. (11.16, 14.1, 14.2, 14.3, 14.4, 14.6)

 10) I have discussed with my professional executor any possible expenses they may incur as part of taking over 
responsibility for my fi les and other professional materials (e.g., transporting fi les to my professional executor’s 
location if necessary, storage and destruction of fi les, etc.), and the agreed upon compensation, if any, for their time 
in serving as my professional executor, and I have made any fi nancial provisions necessary in my estate planning. 

 11) I have discussed all relevant fi nancial arrangements and agreements pertaining to my professional executor 
with my personal executor and/or next of kin as appropriate, and/or I have left clear written instructions as part of 
my estate planning. 

 12) I have made any necessary fi nancial arrangements needed for my professional executor specifi cally in the event 
I am incapacitated, and have communicated any logistical and fi nancial arrangements with my next of kin or other 
appropriate person to ensure my professional executor is able to act in the event of my incapacitation. 

B. Information you should expect from a Registrant for whom you have agreed to serve as a professional 
executor.

 1) I know the registrant(s) for whom I have been designated as their professional executor and I will inform them 
promptly if I am no longer willing to serve in this capacity. (14.6)

 2) I have received a document from each registrant specifying the range of information I would need in the event I 
am called upon to serve in this role. This information includes:

 a) the location of their current and past practice records. (14.1, 14.2, 14.3, 14.4, 14.6)
 b) the location of any test materials (e.g., WISC-V, MMPI-2) for the purpose of safeguarding test security. 

(11.16).
 c) any specific requests regarding the distribution of tests/test materials (e.g., to another registrant), the 

intended recipient(s) of these materials, and any financial arrangements made for the purchase of the 
materials by the recipient(s). (11.16)

 d) the location of their billing and financial records so that I am able to check on the status of any outstanding 
professional billing and financial transactions, and delegate any actions in this regard. (13.10, 14.6)

 e) the location of their appointment book or appointment booking computer calendar and client phone 
numbers. (5.1, 5.17, 5.26, 14.6)

 f) their computer, email, document, and voicemail passwords to ensure I have access to their voicemail, email, 
and electronic records as necessary. (5.1, 5.17, 5.26, 13.10, 14.3, 14.4, 14.6)

 g) the location of the keys to their office, filing cabinets, storage facility, etc. and the keys are labelled. (14.1, 
14.2, 14.6)
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 g) a list of anyone necessary to help me locate and/or access, in the event of either the registrant’s incapacity 
or death, client records, billing and financial records, appointment book, telephone numbers, etc. such as 
their personal executor, a spouse or relative, secretary, friend, and/or colleague. (5.1, 5.17, 5.26, 13.10, 14.1, 
14.2, 14.3, 14.4, 14.6)

 3) I have information about any preferences and people to be notified regarding the registrant’s incapacity or death 
and any planned memorial service.

 4) I have discussed with the registrant to the extent possible how they would like their active clients notifi ed, and 
if necessary and possible we have also discussed ideas for alternative resources in the event any of the active clients 
require a referral to a new service provider. (5.1, 5.17, 5.26)

 5) I will ensure the College has been notifi ed of the registrant’s incapacity or death and that I have assumed 
responsibility for their fi les.

 6) I have considered any logistical and fi nancial issues associated with serving as professional executor for each 
registrant in question and taken into account any specifi c factors that need to be considered (e.g. size of active 
practice, volume of fi les to be stored, geographical considerations, etc.), I have discussed the relevant issues with 
the registrant, and I am satisfi ed that each registrant for whom I have agreed to serve as professional executor has 
made the necessary provisions to address these issues in their planning, for both their incapacity and their death.

 7) I have a document which contains the information provided to me by the person for whom I’m serving as a 
professional executor and I receive annual updates. (14.6)
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