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[bookmark: _djvjydsa2ksk]UPCA Professional Will Template
Guidance Note
This template is provided as a guide to help you prepare your own Professional Will. You should adapt it to reflect your individual practice, preferences, and legal or professional obligations. It is not a legal document. You may wish to seek independent advice where appropriate.

[bookmark: _5ws4dud7669g]1. Practitioner Details
This Professional Will belongs to:
	Full Name:
	

	Practice Name (if applicable):
	

	Home Address:
	

	Practice Address (if different):
	

	Email Address:
	

	Telephone Number:
	




[bookmark: _lmv09yc1xdxw]2. Purpose of this Document
This document sets out instructions for the management of my professional practice and client-related responsibilities in the event that I am unable to continue working due to death or serious incapacity. This document replaces any previous Professional Will I have created.









[bookmark: _xvzcu0v4m8hv]3. Initial Contact Person
In the event of my death or incapacity, the person named below should be informed and will initiate contact with my appointed Professional Executor(s):
	Full Name:
	

	Relationship (if applicable):
	

	Email Address:
	

	Telephone Number:
	



[bookmark: _9assk4aw90a8]4. Appointment of Professional Executor
I appoint the following person(s), who have agreed to act, as my Professional Executor(s):
Primary Executor
	Full Name:
	

	Role/Profession):
	

	Address:
	

	Email Address:
	

	Telephone Number:
	



Secondary Executor (optional)
	Full Name:
	

	Role/Profession):
	

	Address:
	

	Email Address:
	

	Telephone Number:
	






[bookmark: _qs0bsphn3ub0]5. Authority of Professional Executor
I authorise my Professional Executor(s) to take all necessary steps to manage and close my practice. This includes:
· Managing, storing, transferring, or securely disposing of client records in line with data protection requirements
· Communicating with clients and relevant parties as appropriate
· Making decisions in the best interests of clients and in accordance with professional and ethical standards
· Arranging the closure or transfer of ongoing work
· Delegating tasks to appropriately qualified individuals if required

[bookmark: _139466kb0hje]6. Expenses and Remuneration (Optional)
	Details of any agreed expenses, fees, or arrangements for the Professional Executor:
	




[bookmark: _5rbtw5cq2ah8]7. Storage of this Document
This Professional Will is stored in the following location(s), and access details have been shared with my Executor(s):
	· 















[bookmark: _9l8upjm812x4]8. Key Instructions
Please outline any specific wishes or instructions below. For example:
	· How clients should be informed:

	· Whether clients may be given information about funeral arrangements (if applicable)

	· Any preferences regarding referrals or continuity of care



[bookmark: _f3ab5snem2x5]9. Client Information
	Location of client contact details:
	

	Instructions:

	Example: Please ensure that clients are informed sensitively of my incapacity or death. Where appropriate, offer support in identifying alternative practitioners and discuss options for ongoing care.



[bookmark: _8w6hzrl0yj24]10. Client Records
	Location of records:
	

	Instructions:

	Example: Please ensure all records are handled in accordance with data protection legislation and professional standards. Records should be securely stored for the appropriate retention period unless otherwise required.

	Disposal of Records:
	Example: Please arrange for the confidential destruction of records once the retention period has passed.







[bookmark: _4h51l3xrg0e7]
[bookmark: _yu0vj29ft0we]11. Professional Contacts
Please notify relevant individuals and organisations of the closure of my practice, including (where applicable):
	Supervisors:
	

	Colleagues:

	

	Employers or organisations
	

	Referral partners
	



[bookmark: _cnhrtjmz4afa]12. Organisations and Third Parties
Please inform any organisations I work with and include contact details and any specific instructions, such as:
	Insurance providers:
	

	Referral agencies:

	

	Professional bodies:
	

	Regulatory organisations:
	



[bookmark: _965c218fpop7]13. Supervision and Professional Responsibilities
Please inform any supervisees and supervisors and provide guidance on arrangements for ongoing supervision or support:
	







[bookmark: _p6r6n1elzmow]14. Work Commitments
Please notify any organisations or institutions where I hold professional roles (e.g. teaching, consultancy, committees):
	



[bookmark: _bmnfk91c5k6g]15. Digital Access and Devices
My Executor(s) may need access to devices and accounts to manage my practice.
Details (if appropriate):
	Devices:
	

	Email accounts:

	

	Practice management systems:
	



Please ensure all data is handled securely and accounts are closed when no longer required.
[bookmark: _hr7snpa4hn6x]16. Online Presence
Please arrange for the closure or updating of:
	Website:
	

	Professional directories:

	

	Social media accounts:
	








[bookmark: _5s2xlzijxjde]17. Memberships and Subscriptions
Please cancel any relevant memberships, registrations, or subscriptions related to my practice:
	



[bookmark: _25tg3vvj5ggh]18. Financial Matters
Please liaise with relevant professionals to manage outstanding financial matters, including:
	Accountant:
	

	Business bank account:

	

	Insurance Providers:
	



[bookmark: _wo3pys1i0qvy]19. Additional Instructions
Please include any further information or guidance relevant to your practice:
	



[bookmark: _tlbsikec7dna]20. Personal Will and Legal Contacts
Details of personal executor(s) or legal representatives (if relevant):
	











[bookmark: _jhrpm5akuwyw]21. Signature

	Signed:
	

	Date:

	




	Witness (optional):
	

	Name:

	

	Signature:
	

	Date:
	


[bookmark: _8nv07z6pucxu]
Notes for Practitioners
· Review and update this document regularly
· Inform your Professional Executor(s) of any changes
· Ensure access details remain accurate and secure

This template is provided as a general guide only and is not intended to constitute legal advice. Members are responsible for ensuring that any Professional Will they create is appropriate to their individual circumstances and complies with relevant legal, regulatory, and professional requirements.
UPCA accepts no liability for any loss, damage, or issues arising from the use of this template. Members may wish to seek independent legal or professional advice when preparing their Professional Will.
This template should be reviewed regularly and updated as necessary to reflect any changes in practice, professional responsibilities, or legal obligation
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