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Claims Notification 

Information holders (e.g. Doctor, Dentist, 
Chinese Medicine Practitioner, Nurse, Clinical 

Staff, etc.) becomes aware of claims or 
circumstances 

 

DO 
 Immediately forward any correspondences received from the 

claimant or writ of summons to Lockton/Insurer 

DO NOT 
 Admit liability or incur any cost without insurer’s consent 
 Make any public statement 
 Create new document which may need to be disclosed to the 

claimant 

 Appoint lawyers without Insurer’s consent 
 Offer any form of compensation/settlement 
 Respond to any correspondences received from the claimant or 

writ of summons 

Notify the claims to Lockton as soon as 
possible at the mailbox, email: 
LFSclaimhk@asia.lockton.com 

 

 Insurer will contact the insured and/or Lockton, provide initial thoughts on the notification and the approach to be 
taken. This will include consideration as to whether adjusters, legal counsel and other third party experts should be 
appointed and what the scope of their instruction should be. 

 All notification of claims shall be acknowledged to the insured and/or Lockton by email. Insurer will provide a 
claims reference number and details of the dedicated contact at insurer. 

 All claims shall receive a response from Insurer of the receipt of the enquiry. 

 Insurer will also proactively keep the insured and the broker abreast of developments with the claim.    

Notification to include the following 
information: 

 Nature of the alleged/committed Wrongful act 
 Nature of the alleged or potential damage 
 Advise the figures/quantum claimed (if 

applicable) 

 The names of actual or potential claimants 
 The date in which the information holder first 

became aware of the claim/circumstances 
 Details of information of the claim 
 Explain the actions taken following the receipt/ 

knowledge of the claim and present position 
 

 
 
 

 
Typical documents/ information to be provided in support of a 
notification: 

 A copy of the complaint letter   
 A copy of any writ of summons or other court document flied 

and/or served on the insured; 

 A copy of any notice of investigation or similar document served 
on or delivered to the insured along with the finding of that 
investigation (if applicable); 

 Copies of all correspondence exchanged with the claimant or 
their representatives in relation to the claim; 

 All documentation in the possession of the insured relating to 
the claim. This may include correspondence, contractual 
documents, invoices etc.; 

 Details of any mitigation activity carried out (if applicable) 

 Following Insurer’s agreement to settle/provide indemnity in respect of a claim, payment shall be made to the 
insured making the claim, the Loss Payee, as required by the Policy or other party as may be agreed following 
receipt of the final discharge form and/or settlement agreement as applicable. 

Claim settled and paid. File closed 

Lockton will notify and forward the 
documents to the insurers for immediate 

attention 
 


