
WHAT STEPS ARE INVOLVED IN MAKING A CLAIM? 
Use this chart to track the progress of your own claim. 

Obtain a claim form 
from appointed person 
 
CALL 1300 365 948 
FOR A CLAIM FORM 
 

You complete  
Part 1 
 
Your doctor 
completes Part 2 
 
Your employer 
completes Part 3 

Ask your employer to post 
the completed form to CAIP 
 

Postal address: 
CAIP Services 
PO Box 351 
BONDI JUNCTION 
NSW 1355 
          OR 
CAIP Services 
The Park Business Centre 
45 Ventnor Avenue 
WEST PERTH WA 6005  

 

Once your claim 
form has been 
received, it is dated 
and registered on 
our system. 

 
Within 24 hours of 
receiving your 
claim, we will send 
you a letter OR 
email confirming 
your claim has 
been registered. 
 
 

 

Once further information 
has been requested, we 
will follow this up weekly 
by way of phone calls 
and/or emails to the 
relevant persons. It may 
be requested that you 
assist with this process, 
especially if the 
outstanding information 
is sitting with your 
Doctor as medical 
practitioners tend to 
respond positively to 
patients. 

Wait for the 
additional 
Information 
requested. 

If NOT INITIALLY 
APPROVED due to missing 
information, we will write to 
you within 10 working days 
advising you of what we 
need. We may need your 
doctor to provide further 
information. In this case, we 
will have the doctor give us 
additional information at our 
expense. 

 

Your claim will now 
be assigned to your 
personal claims 
manager for 
assessment.  

Based on the 
information received, we 
will make a decision 
regarding your claim. 
We will call and advise 
you of our decision 

ASAP. 

Email: claims@caip.com.au 
Call: 1300 365 948 for Claim Info 

Once your claim is 
accepted, we will 
advise within 24 
hours by way of an 
email and/or post 
and a phone call. 

If you are not happy 
with our decision, we 
will assist you through 
an appeal process. 

Your claims 
manager will stay 
in contact and 
advise you when 
we need further 
information to 
continue payment. 

 

 

If we pay to your employer, 
we will pay your gross 
benefit and send a letter 
advising that the payment 
has been made. Your 
employer will deposit the 
money into your account. If 
we pay to you, we will pay 
net and withhold tax within 
the ATO guidelines. 

 

After you have 
passed your 
waiting period, your 
claim will be paid 
fortnightly in 
arrears. 
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