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Labour Relations Division (LRD) Electronic Claim (E-Claim) Form  
 
 Registrants of “iAM Smart+”, by adopting the digital signing function, can submit LRD 

E-Claim Form  of the Labour Department (LD) to file a claim and request the 
conciliation service of LRD. 

 Registrants of “iAM Smart” who had not yet upgraded to “iAM Smart+” can fill the E-
claim form online, download and print the duly completed form, sign and submit the 
original copy in person to the branch office of LRD according to the workplace/ last 
workplace of the employee to complete the procedures of filing a claim and accessing the 
conciliation service of LRD. 

 For details on registration of "iAM Smart" and procedures to upgrade it to “iAM Smart+”, 
please visit the thematic website of “iAM Smart” at 
https://www.iamsmart.gov.hk/en/reg.html  

 For enquiry on employment rights and benefits, please call the LD’s 24-hour enquiry 
hotline at 2717 1771 (the hotline is handled by “1823”), refer to “A Concise Guide to the 
Employment Ordinance”, email to enquiry@labour.gov.hk, or visit LRD’s branch offices 
in person for consultation. 
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Fill-in and Submission Process 
 
1. Authentication 
 
1.1 Open “Labour Relations Division Electronic Claim Form” and click “Continue with iAM 

Smart”. (https://eservice.lr.labour.gov.hk/web/login?lang=en) 
 

 
 
1.2 The system will show the QR code of "iAM Smart". 
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1.3 Open the "iAM Smart" mobile app, click “Login”.  Log in to the account by using biometric 
verification (e.g. fingerprint or face ID) or PIN, then click “Scan”. 

 

   
 

1.4 Scan the QR code of “iAM Smart” and log in to “Employment Claims”, then click “Continue” 
and “Back”. 
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2. Choose the form 
 
2.1 Carefully read the “Declaration and Undertaking”, check the box  to show understanding and 

agreement, then click “Next”. 
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2.2 Choose “Fill in New Claim Form”.  If you have saved a form previously, choose “Fill in a 
Saved Claim Form (Retention period is two months)”.  Please note that the saved claim form 
would be kept for two months only and will be deleted automatically upon expiry, without further 
notice.  You should complete the submission by adopting the digital signing function of “iAM 
Smart+”, download/ delete the saved form through the system before filling in another new claim 

form. 

 

 

2.3 Your name and HK Identity Card number will be auto-filled with "e-ME" form-filling function 
of "iAM Smart".  Check the information and indicate your identity (i.e. Employee, Employer or 
Representative of Deceased Employee); provide your phone number, then click “Next”.  If the 
claimant is a business entity (e.g. limited company, society or corporation etc.), an "iAM Smart+" 
registrant should be authorised to act as the representative for filling in a claim form. 
Representative of Employer or Deceased Employee should upload supporting document(s) to 
prove his/ her identity. 
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3. Fill in the form (* are mandatory fields) 
 
3.1 In the process of filling in the E-claim form, you can select “Save Draft” at any time as necessary 

to save the partially completed form for further completion and revision within 2 months. 
 
3.2 Step 1: Fill in Particulars of Employee.  Fill in the required information, then click “Next”. 

Please note that if the claimant is the employee himself/ herself, the Chinese name, English name, 
HK Identity Card number and phone number should be the same and in exact format as stated 
in previous page. 

 

 
 
3.3 Step 2: Fill in Terms of Employment, then click “Next”. 
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3.4 Step 3: Fill in Mode of Termination/ Variation of Terms of Employment Contract (if 
applicable), then click “Next”. 
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3.5 Step 4: Fill in Particulars of Employer/ Company.  If your claim involves the vicarious 
liability of the construction industry, please choose “Yes” to “Particulars of Other Employer/ 
Company (if applicable)” and provide information of the principal contractor/ superior sub-
contractor, then click “Next”.  
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3.6 Step 5: Fill in claim item(s) (at least one item) and claim amount, check the total amount, then 
click “Next”.  
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3.7 Step 6: You can provide brief background information of the claim and/ or upload supporting 
document(s) (in designated formats), if applicable, to facilitate the conciliation officer to 
understand the claim details.  

 

 

Suggestions on supporting document(s) or background information: 

 Identity of Claimant Suggestion 

1. Employee  Employment contract 

 Wage record 

2. Employer/ Employer’s representative  *Authorisation letter (applicable to employer’s 
representative) 

 Business Registration Certificate 

3. Foreign domestic helper/ 
Imported worker under “Supplementary 
Labour Scheme”/ “Enhanced Supplementary 
Labour Scheme” or other Sector-Specific 
Labour Importation Schemes 

 Standard Employment Contract 
 Proof of Identity (e.g. passport, visa and visa 

extension) 

4. Employer of foreign domestic helper  Standard Employment Contract 

5. Representative of a deceased employee  *Documents proving the death of the deceased 
employee (e.g Medical Certificate of the Cause 
of Death, Certificate of Cremation/ Burial, 
death certificate) 

 *Documentary evidence supporting the 
applicant’s relationship with the deceased 
employee (e.g. Marriage Certificate, Birth 
Certificate) 

6. Party to a claim case  Relevant case number of the claim case filed 

* Mandatory supporting document 



11 
 

4. Submit the E-Claim Form by adopting Digital Signing Function of “iAM Smart+” 
 For "iAM Smart" registrants who have not yet upgraded to “iAM Smart+”, please go to Item 5 

“Download the E-Claim Form and Submit in Person” 
 
4.1 Choose “Digitally sign and submit the electronic claim form (for "iAM Smart+" registrants 

only)”, then click “Submit” and “Confirm”. 
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4.2 Carefully check the information provided on the claim form.  Please note that a claimant is 
deemed to be submitting the preliminary application to “Ex gratia payment from the Protection 
of Wages on Insolvency Fund” (if applicable) upon submission of the completed E-claim Form. 
The submission date will be taken as the date of submitting the preliminary application. 

 

 
 

 

 

 

   

Signature of claimant 
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4.3 Read the checklist, carefully check the supporting document(s) uploaded (if any), check the box 
“I have verified the terms and understood the statutory requirements as stated above” and click 
“Sign with iAM Smart”. 

 

 
 

4.4 A message box will pop up showing the document information and identification code. 
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4.5 “Employment Claims” will appear on “To-do tasks” of the “iAM Smart” mobile app. Click “To 
sign”, verify the identification code and click “Confirm Signing”, then choose “Verified with 
Touch ID” or “Verified with PIN”. 

 

                           
 

4.6 Choose “Pass” for verfication, then click “OK”. 
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4.7 The system will show “Application Successful”.  Please record the reference number for future 
enquiries.  You could also download the PDF version of the E-claim form for record. 

 

 

 

4.8 The system will list the specific written notice(s) that may have to serve as required by the 
Employment Ordinance in accordance with your claim.  Please download the notice(s), fill in 
and send it to the employer or principal contractor/ superior sub-contractor by registered mail 
where appropriate.  You must keep the copy of the notice(s) served and the receipt of registered 
mail, so that you could submit to the conciliation officer for record and follow-up if necessary.  

 
 If your claim involves application to the Commissioner for Labour for extension of deadline for 

serving notice, our staff will call you to visit the branch office of LRD of LD in person to complete 
the relevant procedures.  

 

 
 
4.9 In general, our staff will call you within three working days after receiving the E-claim form to 

confirm and verify the claim information.  If we could not reach you by phone, we will send 
letter to you. 

 
For enquiries, please call 2717 1771 (this hotline is handled by "1823") or email to 
enquiry@labour.gov.hk.  Please provide the reference number for our follow up.  
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5. Download the E-Claim Form and Submit in Person 
 "iAM Smart" registrants who have not yet upgraded to “iAM Smart+” or who do not wish to 

submit the claim form online, can download the E-claim form in PDF format, and submit to the 
branch office of LRD of LD in person. 

 
5.1 Choose “Download PDF file of the electronic claim form.  Sign and submit to the branch office 

of Labour Relations Division of Labour Department in person.”, then click “Submit” and 
“Confirm”. 
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5.2 Carefully check the information provided on the claim form. 
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5.3 Read the checklist, check the box “I have verified the terms and understood the statutory 
requirements as stated above” and click “Go to Download PDF”. 

 

 

 
5.4 Click “Download PDF”.  The completed E-claim form will be downloaded to your personal 

digital device.  Please note that you have not yet submitted your claim form.  You have to print 
out the form, sign and submit it in person to the branch office of LRD of LD  
(https://www.labour.gov.hk/eng/tele/LD565.pdf) according to the workplace/ last workplace of 
the employee during office hours (Monday to Friday (except public holidays) 9:00 a.m.-1:00 p.m. 
& 2:00 p.m.-6:15 p.m) to complete the procedures of filing a claim.   

 

 

 
~ End ~ 


