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How to avail benefits under ESIC Act?
1
Fill Declaration Form within 3 days of Joining Employment

2
Attach Post Card Size Photograph (2 Copies) with the Declaration Form

3
Both the Photographs have to be duly signed (Attested) by the Employer or the Authorised Signatory behind the Photograph

4
Ensure that you write the name of the employee on the photograph

5
Ask employees to Provide Photographs with Family members if they want to cover immediate Family for Medical Benefits

6
Family means Father/Mother/Brother/Sister if single

7
Family means Wife/Son/Daughter if Married

8
A Return of Declaration Form (RDF) has to be filled along with the declaration Forms

9
The RDF is a summary of the Details of the Declaration Form

10
The Declaration Form (DF) has to be submitted within 10 days of the Date of Joining of the employee at the ESI Local office

11
You will receive Temporary Insurance Card (TIC) immediately against submission of the DF

12
This TIC is valid for 6 months from the date of issue & has a provision for renewal for further 6 months until Permanent Cards are received

13
Permanent Insurance Identity Cards (PIC) will be directly couriered to the residential address of the employee by the ESI Corporation

14
If you do not receive the PIC by courier within 6 months of time, the employee has to directly go to the Local office to collect the same.

15
The Employee has to carry his proof of identity to collect the PIC

16
Please note that the Employer/Manager will not be handed over the PIC of his employees

17
You may take the address of the Concerned ESI Local office from your HR Manager

18
After Receiving TIC/PIC, Employee will have to register himself with Insurance Medical Practitioners (IMP) appointed under ESIC

19
IMP's are the General Physician Doctors. You will get Details of the Local Area IMP's from the Local office Manager.

20
The Employee will have to get registered with the Doctor & has to carry his TIC/PIC every time he visits him/her.

21
There are different types of Forms for various purposes under ESIC eg: Change in Nominee, Notice of Maternity, etc which you will get from the Local Office.

22
 In order to facilitate a newly insured person to avail medical benefit under the Scheme in absence of an identity certificate!' identity card, a 'Certificate of Employment' may be issued to the insured person in Form 86. 

This certificate, issued by the employer, remains valid for three months but can be revalidated for a further period not exceeding 3 months.

23
Submit an “Accident Report” to the Local Office/ESI dispensary concerned immediately in respect of accidents that could result in death or disablement and within 24 hours of its Occurrence otherwise. Minor accidents which do not cause absence from work need not be reported.

Form 16 be filled up in triplicate and one copy each forwarded to the Branch Office and Dispensary.
24
Whenever events, such as, marriage birth or death entails any additions or deletions in the family particulars of an insured person, the requisite information 

has to be conveyed by the employer in 'Form 1-B to the Branch Office within 15 days from the occurrence of such a change.

25
On re-entry of a person into insurable employment or, where an insured person had been disentitled to medical benefit due to non submission of Return of Contribution, the employer may issue a 'Certificate of re-employment' or 'continuing employment' to such person in Form ESIC 37. 

This certificate will enable the Insured Person to avail medical benefit from the date of issuance.  

26
If an insured employee needs a change of dispensary due to any valid reasons an application may be mad in Form 'ESIC53'.  

27
Form-32 may also be submitted along with the accident report in case an accident has occurred prior to the commencement of the first Benefit  Period of the IP to enable the Branch Office determine the rate of Disablement Benefit.  

28
Whenever an Insured Person goes out of station on duty or leave he may be issued a certificate in Form ESIC 105. 

This will enable him and his family to avail medical treatment in ESI Dispensaries/hospitals elsewhere, if available at such outstation.
29
If any insured person is in need of a duplicate identity care, an application may be made to the      Branch Office Manager in Form ESIC 72
30     
Return of Contribution may be submitted in time with all relevant particulars neatly filled up against   all insured persons with Insurance Numbers in ascending order. Remember, any inadvertent deletion may debar an Insured Person from availing benefit due to him/her.

Disclaimer:
The above is only for information purpose and is only to facilitate ease of Benefits from the Corporation. 

Every care has been taken in devising of these Guidelines & in case any omission or information found not to be correct, Serve HR will not be liable for any action.

You are requested to re-confirm the above procedural guidelines from the ESI Local office or from the Corporation before taking necessary action. Serve HR will not be responsible & be held liable for any pending claims, Compensation, penalties etc, arising directly or indirectly following the above guidelines.

For more information, log on to www.servehrindia.com


