
How to make a WorkCover claim
A guide for workers

If you have a work-related injury or illness, 
you may be entitled to receive compensation 
from WorkCover. This is a step-by-step guide 
to help you make a WorkCover claim.

Who can claim WorkCover benefits?
If you have a work-related injury or illness, 
whether a completely new injury or an 
aggravation of a pre-existing injury or illness, 

you may be able to claim WorkCover 
entitlements. You can claim whether you  
are permanent or casual, full time or part 
time, employed by the people where you 
work or by an employment agency.

If you have any questions about whether 
you’re covered, contact the WorkCover 
Advisory Service on freecall 1800 136 089 
or by email at info@workcover.vic.gov.au

What you need to do

Tell your employer

You should report any work-related injury or illness to your employer as soon as 
possible, and in any event, you must report it within 30 days of becoming aware of it. 
The easiest way to notify your employer is to record the details of your injury or illness 
in the Register of Injuries which must be kept at every workplace.

You can also give your employer notice in writing as long as it includes all of the 
information which must be listed in the Register of Injuries. If you’re unable to notify 
your employer, someone else can give notice on your behalf within the 30-day limit. 
If you don’t notify your employer in writing, your claim may not be accepted, however 
you should still lodge a claim as there are exceptions to the 30-day limit which your 
Agent can consider.

Your employer must let you know in writing that they have been notified of your injury 
or illness.

If your injury or illness is the result of a motor vehicle accident, you must also report 
the accident to the police.
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Fill in a claim form

You must complete a WorkCover Worker’s Claim Form if you require time off work or medical 
treatment because of a work-related injury or illness and want to claim WorkCover entitlements. 
There are separate forms for some circumstances:

•	� The Worker’s Claim for Impairment Benefits Form should be used to claim permanent 
impairment benefits

•	� The Dependant’s Claim for Compensation Form should be used to claim funeral expenses 
and dependant pensions after a work-related death.

If you need to fill in a WorkCover Claim Form you should make sure you list all the work-related 
injuries or illnesses you are claiming for. You should tell your medical practitioner or healthcare 
professional of all symptoms you believe are a result of your work-related injury or illness, and 
it is a good idea to check that all the injuries or illnesses that you are claiming for are listed 
on your WorkCover Certificate of Capacity.

If you believe your Agent is unaware of some aspect of your work-related injury or illness please 
contact your Agent Case Manager to discuss.

For more information on claims for Impairment Benefits and Death Benefits contact your Agent 
or the WorkCover Advisory Service on freecall 1800 136 089 or (03) 9641 1444.

Claim Forms are available from Post Offices, WorkSafe Victoria branches, your WorkCover 
Agent or by calling the WorkCover Advisory Service on freecall 1800 136 089 or (03) 9641 1444. 
Your employer, your union and Union Assist may also have forms.

If you’ve left your job

If you lodge a claim after leaving your job, you must explain in writing why you couldn’t make 
the claim while you were still employed.

Claiming weekly payments (income entitlements)

If you lose income because of a work-related injury or illness, you may be entitled to weekly 
payments, based on your pre-injury average weekly earnings (PIAWE).

If you are unable to do your normal job and you are claiming weekly payments, you have to give 
your employer a valid WorkCover Certificate of Capacity. The certificate needs to give details 
of your injury or illness, how long you might be off work, and possible alternative duties. The first 
certificate must come from a medical practitioner and can cover a maximum of 14 days.

If after 14 days you still can’t do your normal job, you’ll need further certificates. These can cover 
a maximum of 28 days each, and can be obtained from medical practitioners, chiropractors, 
physiotherapists and osteopaths.

Give the completed WorkCover Worker’s Claim Form and the WorkCover Certificate 
of Capacity to your employer as soon as you can.

Your WorkCover Agent 
To find out who your Agent is and their contact information see the If You Are Injured poster in your 
workplace, ask your employer, or call the WorkCover Advisory Service on freecall 1800 136 089 
or (03) 9641 1444.
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Early Notification Form
If you want to make sure that your Agent is 
also aware of your claim for weekly payments, 
you can send a copy of the completed claim 
form and any WorkCover Certificates of Capacity 
to your Agent or the Victorian WorkCover 
Authority (VWA) once you have given the 
original documents to your employer. You can 
use the Early Notification Copy of the claim 
form to do this.

What if I need help with the form? 
If you need help completing the claim form, contact 
your Agent or the WorkCover Advisory Service 
on freecall 1800 136 089 or (03) 9641 1444.

What your employer needs to do
By law, your employer can’t refuse to receive 
your WorkCover claim. If they do, you can 
lodge your claim with the VWA or your Agent. 
Your employer can’t dismiss you for making 
a claim.
Once they receive the claim form and the 
WorkCover Certificate of Capacity from you, 
your employer has to complete the ‘Employer’ 
section of the form, and give you a signed 
copy. Keep it safely for your own records. 
Your employer is required to forward these 
documents to your Agent within 10 days of 
receiving them unless your claim is for limited 
medical costs only.
Following an injury in your workplace, your 
employer is responsible for establishing and 
maintaining a risk management program. 
This involves preparing a document detailing 
the steps to be taken to reduce the risk of a 
similar injury from occurring again.

Self Insurers
If your employer is a self insurer they are 
responsible for managing your claim and 
assisting your return to work.
When reading this fact sheet, any reference 
to ‘your Agent’ should be replaced by 
‘your employer’.

To find out if your employer is a self insurer 
call the WorkCover Advisory Service on freecall 
1800 136 089 or (03) 9641 1444.

What your WorkCover Agent does
Your Agent is responsible for assessing your 
claim, and must decide on entitlement within 
28 days of receiving the claim. If the claim is for 
medical and like services only, the time limit 
is 60 days.

While the claim is being assessed
While your Agent is assessing the claim, you can:
•	 discuss access to sick or annual leave 

entitlements with your employer. If your claim 
is accepted any leave you have taken may 
be re-credited.

•	 apply to Centrelink. Centrelink will need to 
confirm with your employer that your claim 
has not yet been accepted. If your claim 
is accepted you will be paid any difference 
between the Centrelink payments and your 
WorkCover benefits.

If your claim is accepted
If your claim is accepted you will be entitled 
to payment for the reasonable costs of medical 
and like services. If you need time off work, your 
Agent will assess your entitlement to weekly 
payments. Weekly payments are determined by 
a percentage of your pre-injury average weekly 
earnings (PIAWE) capped at a maximum rate. 
The first 26 weeks of weekly payments may 
include overtime and shift allowances.
The amount you receive will depend on:
•	 your current work capacity
•	 how long you have been receiving weekly 

payments
•	 whether you are earning an income from 

remaining at work or returning to work.
Your Agent will send you a copy of Introducing 
WorkCover, A Guide for Injured Workers with your 
acceptance letter.
Your Agent should help you with any questions 
you have about your claim.
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Frequently asked questions

Where can I get assistance?
There are a number of places to turn to for 
assistance. These include:

•	 WorkCover Advisory Service: 
freecall 1800 136 089 or (03) 9641 1444

•	 your Agent
•	 your employer
•	 your union: some unions provide free help 

to their members – contact your union for 
more information

•	 your Health and Safety Representative.

Do I need to tell my employer about my pre-existing 
injury or illness?
Before you are hired, your employer can ask 
you to disclose any pre-existing injury or illness 
you are aware of that might affect the kind of 
work you will be undertaking. This will enable 
them to provide you with a safe workplace and 
to prevent injuries from recurring.

Your employer must do this in writing and you 
must disclose this information. If you don’t 
disclose this information and the injury or illness 
recurs or gets worse, you will not be able to 
claim WorkCover entitlements for this particular 
injury or illness.

What do I do if I disagree with a decision?
If you disagree with a decision relating to your 
claim, talk to your employer, your Agent or call 
the WorkCover Advisory Service on freecall 
1800 136 089 or (03) 9641 1444.

The Accident Compensation Conciliation Service 
(ACCS) can also help resolve your dispute 
without a solicitor or going to court. Contact the 
ACCS on freecall 1800 635 960 or (03) 9940 1111 
or visit www.conciliation.vic.gov.au

WorkCover Agents

ALLIANZ Workers’ Compensation 
(Vic) Limited
Level 26, 570 Bourke Street, 
Melbourne 3000

Ph: (03) 9234 3800 
Fax: (03) 9234 3760 
Freecall 1800 240 335

GIO Workers’ Compensation 
(Victoria) Ltd
Level 1, 468 St Kilda Road, 
Melbourne 3004

Ph: (03) 9860 3555 
Fax: (03) 9820 5840 
Freecall 1800 817 969

Cambridge Integrated Services 
Victoria Pty Ltd
Level 10, 390 La Trobe Street, 
Melbourne 3000

Ph: (03) 9947 3000 
Fax: (03) 9947 3005 
Freecall 1800 801 070

QBE Workers Compensation 
(Vic) Limited
Level 8, 628 Bourke Street, 
Melbourne 3000

Ph: (03) 9246 2444 
Fax: (03) 9246 2400 
Freecall 1800 817 820

Gallagher Bassett Services Workers 
Compensation Vic Pty Ltd
Ground Floor, 50 Queen Street, 
Melbourne 3000

Ph: (03) 9297 9000 
Fax: (03) 9297 9010 
Freecall 1800 774 377

CGU Workers Compensation 
(Vic) Limited
Level 5, 477 Collins Street, 
Melbourne 3000

Ph: (03) 8630 1000 
Fax: (03) 8804 9429 
Freecall 1800 066 204
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