Statutory Maternity Pay Form SMP3

Checklist and worksheet

This form is a checklist and worksheet to guide you through the steps you must take to pay, record and get back
Statutory Maternity Pay (SMP).

What to do

Use the checklist as a worksheet by filling in the answer spaces as you go.

You will also need:

o form SMP2 or your own SMP record form

» SSP/SMP Tables, CA35/36

»  Employer’s Quick Guide to Pay As You Earn and National Insurance contributions, CWG1
*»  SMP Manual, CA29

Employee's full name

Letters Numbers Letter

Employee's National Insurance Number

Evidence of pregnancy

1 You must have medical evidence of the date your employee's baby is due. This will normally be a
maternity certificate, form MATBL. This certificate is issued to your employee by her doctor or
midwife not earlier than 14 weeks before the baby is due. You must not pay SMP until you get medical
evidence. See paragraph 16 of CA29.

Can | pay Statutory Maternity Pay ?

2 Towork out the Expected Week of Confinement (EWC)When does the ey My VEES

find out the: EWC start? / /

» date your employee's baby is due by checking her form
MATB1 and

» week the baby is due from column 1 on the SMP tables,
CA35/36

3 Tofind out the Qualifying Week (QW): When does the BEY WMCGLD Y
« count back 15 weeks from the beginning of the EawcQW start? / /
» look up the date in column 2 on the SMP tables, CA35/36

4 Check she will be employed by you in the QW. Please Is she/canshe Yes |:| Go to ste

note, she still counts as 'employed by you' if she had hebe treated as Y
baby prematurely before the QW, but would have still employed in the D S&upcegir\\/c;tﬁg
been 'employed by you' if she hadn't. QwW? '

form SMP1 and
note this on your
own SMP record.

Please turn over »
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What records must | keep?

11 You must keep at least these records for any employees who have a MPP:
» the dates your employee told you she wanted as maternity absence
» the date of each week of the MPP
e any weeks that you paid her SMP during the MPP
« the rate of SMP you paid her
¢ any weeks that you did not pay her SMP and the reason why
« the medical evidence or a copy of it
You must keep these records for 3 years after the end of the tax year to which they relate.

Can | claim the SMP back afterwards?

12 Details of how to recover the SMP you have paid can be found in the Employer's Quick Guide to Pay As
You Earn and National Insurance contributions, CWG1.



