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Ref. No. : MEMO/072/2018
To . All Members and Chief Executives
From . Gary Soo — Chairman
Date . 7 December 2018
Dear all,

Re: Employees’ Compensation Insurance Standardized Practice

With the support of Insurance Authority, The Hong Kong Federation of Insurers
(“HKFI”), Hong Kong Confederation of Insurance Brokers (“CIB”) and PIBA, the
‘Employees’ Compensation (“EC”) Insurance Standardized Practice” will be
implemented across the board on 1 January 2019. This exercise seeks to ensure
good practice of full and accurate declaration of wage rolls for the interests of
employers and employees.

To follow the standardized practice, members are reminded to obtain:

1. Acopy of the corporate client’s business registration certificate

2. Duly completed Proposal / Renewal Form for EC Insurance

3. Accurate information on the number and the actual earnings of employees with
relevant proof (e.g. Mandatory Provident Fund (“MPF”) contribution statements,
tax returns or accounting records)

4. Other relevant proof (if applicable)

5. Claims records (last 3 years)

Please also note that some insurers may update their EC Insurance policy terms and
conditions in response to the standardized practice, members shall contact your
respective insurers for details.

In conducting the EC Insurance business, members are reminded to abide by the
fundamental principles relating to the fitness and propriety of an insurance broker as
specified by Insurance Authority in the Guideline on Minimum Requirements for
Insurance Brokers and PIBA’s Membership Regulations, particularly on “Due Care
and Diligence”.
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The following documents are enclosed for your reference:

1. Sample Proposal / Renewal Form for EC Insurance (Earnings Rating Basis)

2. Leaflet of “Know more about taking out EC Insurance” jointly issued by the
Labour Department and A

3. FAQs (Chinese version only)

Best Regards,

Gary Soo
Chairman

Encls.
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Proposal / Renewal Form for Employees’ Compensation Insurance (Earnings Rating Basis)

Emplover’s Details

1. Name of employer in full (Please provide a copy of valid Business Registration Document)

2. Place of employment

Details of Employer’s Business Activities / Profession

1. Please provide a general description of the employer’s business activities / profession.

2. How long has the business been established?

3. Does any of the work carry out by the employers involve:

Year(s)

a) any work on ships, chemical works, off-shore structures, oil or gas refineries? Yes [1 No [

b) any work outside Hong Kong?

¢) work at a height above- 10 metres or underground?

Yes [ No O
Yes [ No [

d) use, handle, store or transport any_h'az'ardous substances such as toxic chemicals, explosive

substances, gases, asbestos, radidactive substance Yes [ No O
If yes, please give nature of work and no. of employee(s) involved.
4. Does the employer
a) hire any self-employed persons for their business Yes [1 No O
b) hire any part-time employees Yes [ No UJ

¢) plan to increase the no of the employees substantially or add different occupations in a short

period of time

Employee’s Details

Yes [1 No [

1. Please provide the following information [Please provide a copy of latest wageroll (e.g. latest

MPF contribution records, financial statements, tax returns or other relevant documents) of

employee(s)]:

Occupation of Employee(s)

by Categories

Number of Employees

Estimated Total Annual Earnings*




Occupation of Emplovee(s) Number of Part Time | Estimated Total Annual Earnings*
by Categories Employees

Total: Total:

Declaration

1/We, being the owner / authorized person / representative of the proposed business, warrant the
above estimated total annual earnings made by me/us or on my/our behalf are true and complete
for all employees within the scope of the Employees’ Compensation Ordinance (Chapter 282).
Failure to discipée all material facts or under declaration on the total annual earnings may

invalidate the insurance.

Authorized Signature (with Company Chop)
Name:

Position:
Date;

N

* Earnings include salaries, commissions, bonuses overtlme, allowance, etc., in accordance with
the Employees’ Compensation Ordinance (Chaptef 282) ,g‘-- :
2. Please advise the working experlence/quallﬁcatlonfcertlﬁcate that the employer or employee(s)

possesses in relation to the business.

Claims and Related Details
1. Please provide the claim history for the past 3 years: X
[Note: Employer shall make request on the previous insurers for providing written evidence of

such records.]

Paid Claim(s)
. (including partial claim Outstanding Claim(s) Total for the Year
Accident
payment)
Year
Amount Amount Amount
No. of Case No. of Case No. of Case

HK$) |— | (HKS) (HKS)




2. Details of any Claim with amount over HK$50,000.

Date of Brief Details of each accident Claim Amount (HKS)
ate o
] (including cause of loss, degree of injury, current . . Variation
Accident Paid QOutstanding
status, etc.) S— Date
Authorized Signature: Date:

(with Company

Name

Chop) _

Position :
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Why should an employer take out employees’ \‘;' .
compensation insurance (ECI)? <

According to section 40 of the Employees’ Compensation
Ordinance, Chapter 282 of the Laws of Hong Kong, no employer
shall employ any employee in any employment unless there is in
force a policy of insurance to cover his/ her liabilities under the
laws (including the common law), irrespective of the length of
employment contract or working hours, full-time or part-time,
permanent or temporary employment.

An employer who fails to comply with the Ordinance to secure an
ECI cover:

® commits an offence and is liable on conviction to a maximum
fine of $100,000 and imprisonment for two years;

% is liable to pay a surcharge to the Employees Compensation
Assistance Fund Board according to section 36A of the
Employees Compensation Assistance Ordinance, Chapter
365 of the Laws of Hong Kong; and

& is still liable to pay the compensation under the Employees’
Compensation Ordinance and at common law, if his/ her
employee sustains an injury or dies from an accident arising
out of and in the course of employment or suffers from a
prescribed occupational disease.




How to take out ECI?

An

employer may take out an ECI policy directly from an insurance

company authorised to carry on ECI business in Hong Kong, or approach

an

insurance intermediary (insurance agent or insurance broker) for

arrangement.

v

\/
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hat shouid ar emplover note

en taking cut an ECI policy?

€y,

Provide accurate information on the number and the actual earnings of
his/ her employees and ensure all employees are covered, irrespective

of the length of employment contract or working hours, full-time or part-
time, permanent or temporary employment, work location, occupation
or post when taking out an ECI policy. Any discrepancy between the
declared information and the actual situation may invalidate the
insurance contract;

Check whether the information provided is accurately stated in the
insurance policy and pay attention to the additional clauses stipulated
in the insurance policy. Consult insurance companies (or insurance
intermediaries) as soon as possible in case of doubt;

Pay attention to the expiry date of the insurance policy and take action to
renew the policy in advance to avoid loss of protection and contravention
of the Ordinance after expiry of the insurance policy;

Give a detailed declaration to the insurance company within a stipulated
period of time as required during the validity period of or after expiry
or termination of the insurance policy, where such declaration should
include the employment condition and all updates during the period
of insurance {e.g. number of employees, actual earnings, occcupations,
etc.), and provide relevant documents (e.g. Mandatory Provident Fund
(MPF) contribution statements) to facilitate the risk assessment and
determination of premium by the insurance company and to ensure
having proper insurance protection to meet the potential liability;

Be aware that under-reporting or mis-stating of material
information may lead to repudiation of claims or reduction in the

compensation to the employer and thus the employer will have to
pay any compensation himself/ herself; and -

Inform the insurance cbmpahy if there is uncertainty as to whether or :
not to disclose a particular piece of information to the company in order
to avert any future dispute or repudiation of claims.



How to determine ECI premium?

Claims history of the employer concerned;

Occupational safety and health as well as risk prevention measures
taken by the employer concerned;

®

Accident rate and risks to be undertaken in respect of the industry
or occupation concerned;

® Market condition (e.g. market trend, economic environment,
social factors, etc.); and

® Underwriting guidelines, operational costs, risk management of
the insurance company, etc.

The age of employees is not a major determining factor of ECI
premium,.
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special premium offers.

® Acquiring devices and facilities that meet safety standards and
ensuring their proper maintenance;

© Providing training on occupational safety and health to employees;

¢ Arranging employees to complete specified occupational safety
and health courses and obtain the related certification;

¢ Enhancing employees’ knowledge on first aid;

© Conducting regular inspections of workplaces with a view to
improving the occupational safety and health conditions; and

® Implementing improvement measures in respect of the causes of
accidents at work to prevent recurrence.




When taking out an ECI policy, what @

information has to be given to the

insurance company (or insurance

intermediary) by an employer for

processing his/ herinsurance/renewal

proposal?

An empioyer (s responsibie for providing the

follewing infermation end/ or documents:

® Company information (e.g. type of business, business registration ‘
information, etc.); 1l

® Employees’ information (e.g. occupations, number of employees,
actual earnings, usual work locations, full-time/ part-time,
requirement to work or take business trips outside Hong Kong,
etc.);

&

Past claims records;
©® Recent MPF contribution records; and
& Relevant tax returns/ accounting records.

What to do if encountering difficulties
in taking out ECI?

The insurance industry in Hong Kong has put in place the Employees’
Compensation Insurance Residual Scheme as a market of last resort
to assist employers who have difficulties in obtaining ECI cover, with a
view to ensuring that employers are able to acquire ECIL. If an employer
has difficulties in taking out ECI, he/ she may contact the Employees’
Compensation Insurance Residual Scheme Bureau.

Please consult your insurance companies (or insurance intermediaries)
directly for any enquiries about taking out ECI policies or the policy
terms. For enquiries about the contents of this leaflet, you may contact
the department/ organisation(s) listed below for more information.



[).

mnguiries

{

¢ Labour Department

& www.labour.gov.hk
8 2717 1771 (handled by “1823")

¢ Insurance Authority

=2 www.ia.org.hk
& 38999983

¢+ The Hong Kong Federation of Insurers

& www.hkfi.org.hk

o

&8 25201868
T PR et
e ki atiol
suran eme Bure:
&= www.ecirsb.com.hk
& 25919316
Note: The above information is valid at the time of printing. September 2018
e
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