WorkCover Administration

The document provides a broad outline of claims administration activities.  

The list of activities is not exclusive.  

You should check with your organisation’s claims administrator / insurer for a comprehensive list of requirements.
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New claim requirements
· Worker’s claim form completed in full.  Date stamp the claim form when received.
· Fully completed initial WorkCover certificate of capacity. (declaration on the back must be signed by the injured worker).   Check the dates in the “capacity for work” section. If this section is incomplete send the original (keep a copy on file) to the employee along with a letter explaining the certificate is incomplete.

· Employer claim form must be completed in full.
· Where time lost is claimed you should supply a report of the workers wage details specifying overtime or shift allowance for 6mths prior to the injury.
· Any other supporting information or details why you would want the claim assessed should be on a separate attachment.
· All of the above information should be copied and held on a separate file at the employer’s premises.
· All of the original documentation needs to be forwarded to the relevant claims administrator / insurer as soon as possible after receipt of the workers claim form by the Employer.  Different time constraints apply in various states.
Establish a new file for each claim:

Set up a hard copy file with dividers for:

· RTW/Certificates of Capacity:  Add new certificates in order with the latest certificate on top.  Treatment notifications from, eg physiotherapist can be added in this section.  

· RTW Plans:  Number and add Return to Work plans in sequential order, with the latest plan on top


· Accounts: Any accounts or invoices arising from the claim

· Correspondence: Include all e-mails, letters and other correspondence here, including handwritten notes taken from phone calls or meetings.  

· Pay Information:  Applicable if the claimant is claiming time off work.  Include  timesheets, sick leave, annual leave etc sheets in order, with the latest timesheet on top of the section.  Include payroll information relevant to the timesheets.


· WorkCover Claim Forms:  Include both the employee and employer claim form in this section.
Medical accounts
· When a medical account is received from an injured worker or their treating practitioner you need to review the account
· It must relate to the injured worker and to the claimed injuries
· It must identify the practitioner and include their WorkCover provider number
· It should contain the workers claim number and name.
· Date stamp the account, and write the employee’s claim number on the account

· You should copy the account and keep the copy on the file
· The account should be forwarded as soon as possible to the relevant claims administrator / insurer, generally within 10 days of receipt by the employer
· If there is a question regarding the treatment being part of the claim clarification should be sought through initial discussions with the employee  
Partial earnings
· Where a worker is back at work on less than normal hours the claims administrator / insurer needs specific information to calculate the compensation to be paid.
· WorkCover certificate of partial capacity should specify hours to be worked and restrictions.
· You need to provide the claims administrator / insurer with details of the hours worked on each day for the week.
· You need to provide the claims administrator / insurer with what the worker has been paid for the hours worked, including the hourly rate of pay.
· Copies of all this information should be held on the file at the workplace.
· The information needs to be provided to the claims administrator / insurer as soon as possible after the completion of the weeks work.
· You will need to reconcile the cheques sent by the claims administrator / insurer to the weekly compensation payments on a regular basis
Ongoing medical certificates
· Certificates should be checked for completeness
· Where appropriate, workers declaration on the back must be completed and signed by the worker prior to forwarding to the claims administrator / insurer
· The date of examination should not be later than the first date on incapacity on the certificate
· If the certificates certify the worker fit for alternate duties it should specify the restrictions applicable
· Write the claim number on the certificate

· The certificate should be copied, (both sides). Copy to file and original sent to claims administrator / insurer within 5 days of receipt by the employer
Clearance certificates
· A WorkCover medical certificate which has the box expected to be fit for normal duties is a clearance certificate
· This should have the declaration on the back signed by the worker
· You should put a copy of this on the file at the premises
· You should forward the original to claims administrator / insurer as soon as possible
· You should monitor that the worker returns to full time normal duties on the expected date.
· If this does not occur you should discuss this with the worker and the claims administrator / insurer
Reconciling WorkCover payments

· The employer excess, ie the payment made for medical expenses and the first period of wage replacement (this varies from system to system) is paid by the employer. 
· Beyond the ‘excess’ payments need to be reimbursed from the claims administrator / insurer.

· To ensure the correct payments are received from the claims administrator / insurer:

i) Timesheets for all WorkCover claimants who are claiming time off need to be obtained at each pay run from the payroll department.

ii) Each timesheet will should be filed in the employees hard copy claim file, when the pay has been processed.  
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